Planning Tools and Techniques

· Forecasting

· Making assumptions about what will happen in the future.

· Qualitative forecasting uses expert opinions.

· Quantitative forecasting uses mathematical and statistical analysis.

· All forecasts rely on human judgment.

· Planning involves deciding on how to deal with the implications of a forecast.

· Contingency planning

· Identifying alternative courses of action that can be implemented to meet the needs of changing circumstances.

· Contingency plans anticipate changing conditions. 

· Contingency plans contain trigger points.

· Scenario planning

· A long-term version of contingency planning.

· Identifying alternative future scenarios.

· Plans made for each future scenario.

· Increases organization’s flexibility and preparation for future shocks.

· Benchmarking

· Use of external comparisons to better evaluate current performance and identify possible actions for the future.

· Adopting best practices of other organizations that achieve superior performance.

· Use of staff planners

· Coordinating the planning function for the total organization or one of its major components.

· Possible communication gaps between staff planners and line management.

· Participation and involvement

· Participatory planning requires that the planning process include people who will be affected by the plans and/or will help implement them.

· Benefits of participation and involvement:

· Promotes creativity in planning.

· Increases available information.

· Fosters understanding, acceptance, and commitment to the final plan.
The Control Process


Controlling

–
The process of measuring performance and taking action to ensure desired results.

–
Has a positive and necessary role in the management process.

–
Ensures that the right things happen, in the right way, at the right time.


Step 1 — establishing objectives and standards

–
Output standards

•
Measure performance results in terms of quantity, quality, cost, or time.

–
Input standards

•
Measure effort in terms of amount of work expended in task performance.


Step 2 — measuring actual performance

–
Goal is accurate measurement of actual performance results and/or performance efforts.

–
Must identify significant differences between actual results and original plan.

–
Effective control requires measurement.


Step 3 — comparing results with objectives and standards

–
Need for action reflects the difference between desired performance and actual performance

–
Comparison methods:

•
Historical comparison – uses past performance

•
Relative comparison – use other persons, work units or organizations

•
Engineering comparison – standards set scientifically


Step 4 — taking corrective action

–
Taking action when a discrepancy exists between desired and actual performance.

–
Management by exception

•
Giving attention to situations showing the greatest need for action.

•
Types of exceptions


Problem situation – actual performance is below the standards


Opportunity situation – actual performance is above the standards

Types of Controls:


Feedforward controls (preliminary controls)

–
Employed before a work activity begins.

–
Ensures that:

•
Objectives are clear.

•
Proper directions are established.

•
Right resources are available.

–
Focuses on quality of resources.


Concurrent controls

–
Focus on what happens during work process.

–
Monitor ongoing operations to make sure they are being done according to plan.


Feedback controls …

–
Take place after work is completed.

–
Focus on quality of end results.

–
Provide useful information for improving future operations.


Internal and external control

–
Internal control

•
Allows motivated individuals and groups to exercise self-discipline in fulfilling job expectations.

•
Rely on people to control their own behaviour

–
External control

•
Occurs through personal supervision and the use of formal administrative systems.

•
Direct action to control the behavior of others
