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Planning 

 ا������
 

Planning is deciding in advance what to do. How to do, when to do and 

who is to do Plan: bridges the gap from where we are to where we want to 

go. It makes possible for things to
 
occur which would not otherwise 

happen. 

  ���� ����	
��      و���د ،����� � و� ،���و��ذا �  و�	�   آ���  ��ر ا�� ����    ؟ ا
	���� أ��� �� وأ�
 .��0�1 0/. إ�#���, ت*(�) ا'&��ء وا
	���� .؟�#"نأن 
 

 
 

What Kind of Organization 

Structure to have 

 	
�� �� ��ع ه��� ا�

What Kind of Organization 

People we need and when 

�
	 ا��� ی������ ا���س �� ��ع ا��
� و��

How Most effectively 

to lead people 

 آ�) �'�د ا%$��ص "!� ��	 

By furnishing standards 

of control 

 "���-ود "��,�ی�+ ا�+*�"�	 

Plans 

Objectives and how to 

achieve them 

 
 ا������

 آ�(�, إ��5ز ا'ه�اف

Which helps us 

know 

�*	6 �� ا
)ي ��0�1 ��

Which affects the kind 

of leadership we have 

and direction 

 �8ات ا
	. ت89;	
أي ا
ار �
 0/. ا
��دة وا

In order to ensure 

success of plans 

���

/	;آ� �� ��5ح ا 

FIGURE 2.1 Planning Process 
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2.1    CHARACTERISTICS OF PLANNING   �����ّات ا�-�� 
 

1.   Planning is closely associated with the goals of the organization. These 

goals be implicit or explicit.  However, well-defined goals lead to 

efficiency in planning  
١- 	
تDA �E#� ح���A B;ه��اف        ��ّ�ا� � ,��Fّ*�
��*ّ�, أو         .اG اف���,  ه�)H ا'ه�Gاف   .وا���ّ�، ا'ه#
 

����	ّ
�, ت9دّي إ
� ا
(�0/ّ�, 6. اGا"
 ا
 

2.   Planning is primarily concerned with the forecasting of future situation 

in which an organization has to function. Accurate forecasting leads to 

correct decisions about future course of action. 
٢- 	
��� ا���Kً��Lأ �Eت��� ./E�	��1�
�M ا�G"
�M ا�Nّ"	A    أن O��5� P���)ي �6�
�P ااّ��6 ����,ت����F*�
 .6 ,��
�'د

�
ا
�	"�Nّ, ا�
  .ا
�1	�E/�,ارات T�A"ص خّ�, ا
��� � ,��N	�EQ ا
 

3.  Planning involves the selection of the best among several alternatives 

for achieving the organizational objectives, as all of them are not equally 

applicable and suitable to the organization. 
٣-      �0 ��A �Q6'ر ا��	اخ ����	
���X ا   �1	W/م ا	
 �Yا�A ن آ/      ة"�#� ���*�A ،,����F*	
� 'ه��اف اZ�  ��[ 

  �"اء و ��ري ا
�(�"ل 0/� ح��[O��*� �
 .ا
�*�Fّ, إ
 

4.   Planning   is   comprehensive   and   is   required   in   every   course   

of action   in   the organization. 
٤- ���& ����	
وري 6.وه"  اG��0  ,�F*�
 .ا

 

5.   Planning is flexible as it is based on future conditions which are always 

dynamic. As such, an adjustment is needed between the various factors 

and planning 
٥- 	
ن ا��� ������P����_ ا���ح���� أ ��	��/0 �����/E�	��1�
وف ا��F
ة, ا
س ا���a	� ����ًYوري .دا��G "�� وه


	���� ا
�"ا�� ,)/	��
 .ا
 

2.4 TYPES OF PLANS          أ��اع ا������ 
 

Planning consists of several individual plans or component pans which are 

bound together in a consistent structured operation. Identifying these 

components illustrates the breadth of planning. Planning process generally 

results into several specific plans. Some of these arc in the form of standing 

plans while some others are single-use plans.  

�, , أو�	#"ن ا
	���� �� �0ة خ�� 6د�     T*0 اءWو أج
�0/��, �*F   ت	. ت� ا .�6 ���ً� �Eَ  ,�� ,� .�	"ا�6
 �"dG      ا
	وL�*�
0��ة  إ
. ت9دي �0/�, ا
	���� A"جPٍ �0مو .ا
	����ات�1ع  �ّف 0/� ه)H ا   ��خ�

 خ�� 6د��,  .� خ�� دا�A ,�Y*�� ا
g�E اhخ ه  H( #& �/0 ا
��� �#"ن    g�A �� ه  و .���دة ]�
 .ا�i	��ام
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Examples of standing plans are objectives, policy, rules, procedures, etc. 

Budgets, targets, and quotas are the examples of single-use plan. The basic 

difference between standing and single-use plan lies in their use over a 

period; standard plans are used over a long period, while single-use plans 

are used for only specific periods. 
 

!ت و  �"(ان"� '"&��! ا�  . .إ��# "!س��، ا���ا���، ا����اءات،       ، ا�� ا�ه�افأ���� ا��� ا��ا	�� ه�     و��  
ا����  "�  '� ا2خ�61ف ا�س!س��  و .ا���5دي ا2س��01!ل   ذات  �   ه�� أ����� خ��      ا�,+*ا�ه�اف و   

ْ�َ�م 1��َْ �ا	��� تُ ا���� ا�  و.ا�(���� �15ة  �اس�1�ا�>;  ا��ا	�� وا��� ا��5دی� ا2س�1�ام ی��8 �7       
�ی��، 'أآ�� �� �17ة ز�&"D � ن�&� �0"��1�م ��15ات ت �ا��5دی�� ا�"&�! ت8�7. 

 
2.4.1 OBJECTIVES           ا%ه2اف 
 

Every organization, being a deliberate and purposive creation, has some 

objective or set of objectives. In complex organizations, objectives are 

structured in a hierarchy in which the objectives of each unit contribute to 

the objectives of the next higher unit.  

��   �,،  �*F آ�Z�� و ه�د6�,،  ��رو��, و  آ"
  �Z��   ��g ا'ه�Aفا�     ,���ت  (�. ا
�*F  6 .أه��اف  أو �0"�5�
��رج      وتE*.تَُ*BjF  'ه�اف  اا
��ّ��ة،  	
�  0/. أ��س ا�Z
�� ت1��هB أه��اف         و .اZ�6 .�	
 وح��ة 6�.    آ�� اّ


�,ا
�/�� أه�اف ا
"ح�ة �	
 .ا
 

A broad objective states the purpose of the entire organization. The 

process of setting objectives is directed by management, and is the first 

step in planning. 



#��� ا
�*F و]��,   ا
��E ا
"اdG"� dG ه�ف   �Zف  وا�A ,� .�/�0و  ,MGه�اف ا' و     ��� Pج�"	A B	� 

 ا'و
� ه. ا
��"ة اmدارة، و����	ّ/. 

 
2.4.2 POLICIES                  ت����
 ا�
 

Policies are general statements or understandings, which provide guidance 

in decision-making by subordinates. A policy might be in the form of an 

explicit declaration in writing, or, as more often is the case, has to be 

interpreted from the behaviour of the organization members, particularly 

people at the top. Policies arc the part of a plan in the sense that they also 

aid in mapping out a course of action. 
 

1
� ��ا���ت ��0���Tت .����ت ه��. , أو ����رف ه���
6 ا
ا"���. ت���د	���  اmر&�EN ���ار ����
�*M ا�L .��6 
ءو����
��دة    آ���  #� إK0ن واdG آ	�A,، أو���, �N ت#"ن 0/� & ا
1و .ا�
��، ه�. ا�Yأن و دا O�5� 


1/"ك ة�(1#"ن  ت      ��Lً"Tخ ،,�Fّ*�
�O        أ�Q0ء اL�*�
��ب ا�Lص أ����� ا'&�/�
��ت  �
61 .ا���

/��0�1ة 6. وMG ,�� �� ا
جWءه.  ���
 .ا
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2.4.3 STRATEGIES             +ات���3ت��ا5 
Strategies are plans for bringing the organization from a given position to a 

desired position in future. It is the pattern of objectives, purposes and 

major policies and plans for achieving the goals. The purpose of 

competitive strategy is to encounter the forces of competitors. 

 

ات��5	�iت ه.   ا�  ,�F*�
�"ب   إ
. وMG ح�
.     �� خ�� 
*�� ا[� MGو     .�6  �E�	�ض   .�1�a
وا
�����اف،  ��اضوا'ا'ه����تا
 و ]����1�����
��  وا�1�Y
�. , ا��Xه������اف ت�ض وا
 .ا'ه��a ���� 

ا	�mت�5ا,�"N ,Z16ّ�, ه" �"اج�*	
 .  ا
�*���16 ة ا
 

2.4.4   PROCEDURES                 ا�7+اءات 
 

A procedure includes how each of its tasks will take place, when it will 

take place, and by
 
whom it is to be performed. Time factor is important not 

only to expedite the controlling efforts applied to a procedure but also to 

help coordinate the operation of various procedures within an organization. 
 

�Q	�   اءاءات     آ�� �	��ث � اmج���   آ� �� ��Zم اmج�A و  �اءات 	9دى ���s   و .اmجN"
��0�� ا
BZ�  6 t��
  	/
 ���  ��
�Z5"د ��5��A
�   ا	��
�X واE��  اء و�6�. اmج B#      X��1���0ة 6�. ت*1�/
 ��Qًأ� �ّ�#


 ,�ّ/�0�
 .�*�Fّ,ا
6.  ,�	/(اmجاءات ا
 

Once the procedure is established, this can be used over again, for 

accomplishing a particular work. Procedures arc more exacting and 

numerous at lower levels as compared to higher levels. This is largely 

because at lower levels more exact and use! Control is required mostly 

routine jobs arc performed at this level, which require less discretion' in 

decision-making. 

5د أن �A �   u�ى  6 ��، إجاء�5�  ��#� أن 1ْ�َُ	ْ�َ�م �ّة أخ�m  ���ّ�د �ز �0��.   ,���N�
6��mجاءات ا 

�1	"��ت �A ,���� ���ر�
 .ا
�/��ا
��	/(, 6. ا
�1	"��ت ا

 

 Procedures often cut across departmental lines. For example, a procedure 

for executing a sales order prescribed in an organization will involve 

production, sales, finance and inventory departments. Thus, procedure will 

prescribe how a sales order will be executed i.e.  What will be the different 

steps in chronological order for this purpose? 
��ن ��� ا'ح��� ���wآ .��6�����"ط ز5	���
اءات ا��� اmج��.,اmدار��w�
���E ا�� ���/0 *	
اء �� �ل، إج���) أ���)
 F*� .����د 6����ت ����E�  ،ج���	�mم اW/	��1�� ,������
��
��ت، ا���E�
د, و ا��5
��م ا�1Nاء  .أ���B، اmج�8 ���� 

����������M  د آ���E
�O ا�/y (���	B ت*(����ذ ���.  أي ��*�W
�O ا�ت�	
�. ا�6 ,��)/	��
�"ات ا���
�	#"ن ا��)ا ا ��Z
 
ضa
 .ا
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2.4.4.1     Policy and Procedures       و ا�7+اءات 	ً���
 ا�
 

A procedure simply provides guidelines to the action by prescribing how 

stepwise action c be taken   Policy, on the other hand, provides guidance 

for managerial thinking as well action.  As a result, it does not tell a 

manager how to do something; it merely channels decision-making along a 

particular line by delimiting his span of consideration. Thus, a policy is 

more flexible as compared to a procedure. 
 

  ,y�1EA"�6  
	       اmجاء ����
�� ا
��ت إZج�"	ّ
��    ا���
�#�              #�(اDA ����
��9دى ا� ��Z
Kخ ��� .�	
�, ا�
��ح�, أخى،    و،  ت�ر�5. ��     .�/��
 اmداري وا#)/
 Pج�"	
�� أ���م اQ�.  ،z
(�
 ,�5�	�6��mجاء     i 
  E��
��0  �,  ��� آ�( ا{�&�   ،��   �APّ6.   �"جM*L           ��� �����	A ّ�د��� �ّ��"ل خ�A ار��
��ر   اE	0K
 Hا
��6.  ،Bّ8 ��.���1ّ, ه
�6  ,�و� wأآA ,�
���ر�m�Aاء .ج

 

The difference between policy and procedure may be understood by an 

example. An organization may have a policy of granting its employees 

vacation. For implementing this policy, certain procedure may be followed 

so that work r not suffer: employees get vacation by applying through 

certain procedure. 
 

 ��F� ی��8�ن ����ى ا��&����Iّ س"!س��� ���&G إ���!زة     .'����!ل"!س��� و ا�����اء ��F� ی5َُْ>��;   ا2خ��61ف '��"� ا�� 
!<"5Kّ� .�P<�"0 یNO1 ن�M"5&1 هLM ا�ّ�"!س�، و .�

 

2.4.4.2 Characteristics of a Good Procedure      2�3ت ا�7+اء ا��� 

 
The following factors should be observed while selling a procedure. 


�, 0*� ت���� إجاء �	
 -:���K� O5حF, ا
�"ا�� ا
 

1. Based on facts: A procedure should be based on adequate facts on the 

particular situation and not guesses or wishes. For each case, due 

consideration must be given to the objectives,   physical facilities, the 

personnel and the type of work. Thus, a procedure which is good one 

organization may not be suitable for other organizations. The procedure 

should be such its each step contributes positively to managerial actions. 
 

��O5�     t أن �#"ن اmجاء 0/� أ��س ح��XY آ��6, 0/� ا
"MG            :ح��0XY/� أ��س    -١
��د و �
ا
   �#
6. �5�O أن ��         ح ت���*�ت أو ر]�Eت ��#
 ا��#)	

,، ا� ��َ         ،,�ا6�X ا
��د��
�� ا'ه��اف، ا
� إ


z، .ا
���ا
�"{("ن و �"ع    (

�*�F, ��   ��5  ا
 �6'جاء ا
"اح�        F*�/
 O��"ن �*��#� i �N  ت���
���� خ�    و .ىا'خ��� آ�w� اء���"ن اmج��O أن �#��Pا"�5���هB  ت�1� ,��L��
��mجاءات  ا�A ���
	;آ��A 
 .,اmدار�
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2.  Procedure as a system:  Procedures to be effective must be 

recognized, as a system of interrelated activities in a network .The problem 

of procedures cannot be solved unless complex systematic structure is 

analyzed. The designing of a procedure requires the -approach as that of 

organizing because it must properly integrate the various activities A are 

affected by a procedure. 
 

��,   �O5 أاmجاءات �89ة 
#. ت#"ن   :آ*�Fماmجاء   -٢D�ا�A ن ت�َ	ف آ*�Fم أ�	�.  ,/#�Dو� 
��    ا��� أن تَ#�� i اءات�	  إذا mج� B�
   ���/�� �*Fا
ه�#��  B ت� ,
اء �	�ّ/�O    و .��ّ��� ا����B اmجTت

,��y ,�F*� 5� O��*� �#DA P�'8;	� ,)/	��
 .A~جاء O أن �#�� ا'��D, ا

 

3. Well-balanced:  Designing a procedure is essentially a   matter of 

maintaining BALANCE BETWEEN stability and flexibility in the 

procedure. A procedure should possess stability in that it   provides 

steadfastness of the established course with changes made only when 

fundamental modifications in the factors affecting the operation of the 

procedure occur. On the other hand, flexibility in a procedure is required in 

order to cope with a crisis or emergency. Special demands or adjustment to 

a temporary condition. 
 

�(�ظ 0/� ا
	        تB��T اmجاء   :ا
��5ا
	"ازن   -٣
�,      ه" أ��ً�� �1;
, ا�و�
ار و ا�	�iا ��A ازن"
 .��اء6���. أن ��	و .اmج�aE*�         u���*�Z ا
ا���
�Kص ا�6 إخ"��� P����. أ�ار 6�	���iاء ا���z اmج�/
	
�A��a     �
, ��6 0*��� ت��ث ا
	���Kت ا
5"ه"���
ات ا   ��6�. ا
�"ا� ,  .�	
�0/��  ت�89 ا ��/0  ,
اءاmج. ��        .�6 ,�و�
��ح�, أخى، ا mاء ا��,      جA"/�� ن"�ف ��M أز��, أو    ت#�T	/
��رئ y ،

 .�Nّ9	,,، أو ت���� إ
� ح�
, ا
ّ�/�Eت ا
��Lو

 

4. Updating procedures: There, should be a continuous review of the 

working of the procedures so that their utility is ascertained. In many 

cases, it happens that a new procedure is added without deleting or 

modifying the existing ones. Thus, after certain time, the organization has 

too many procedures without taking lull advantages of these. The 

periodical review may specify the desirability of a procedure and 

unnecessary ones may he eliminated 
 

٤-   _���ة 
��� اmجاءات ح	�      �#"ن �اج�,  أن�O5   :اmجاءاتت�	1� Xَ�ِ�6�. ح��iت    و .ت	
 P�ة أ�wاء ج���   آ�,  �Qَ�ُف �Aون ح)ف أو ت����  ���ث أنّ إج�
��
اءات ا�
z،  .اmج(�
��  و و�A
 ���ة ���	6 ،s��N"
�� ا�����Z ت5�
 ,���Fّ*�
ة ا���wآ ,��0"�5������ا ����ون ج�A اءات���. اmج��� ج*�Y6"ا. 

اجو�
 ا�i	a*�ء اmجاء و�	B د ت(�N ,��Q ت��� ا
�ور�,ا�a
ور��0 اG  ,و أ�Z6(ح. 
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5. Minimum procedures: The basic principle of procedures is that they 

should be kept to the possible. After ail. Every procedure costs something 

to the organization in term, of time, paper handling, and delay. And lack of 

responsiveness to change. Thus in changing environment. More 

procedures may create more problems 
 

اءات  -٥����اmج�N'ا:.����أ ا'����E�
� ا�Z�اءات أ��
�ج  O���"ن أن� �5��P ت#�*#��. 6���اء #���� إج�/#� 
     �� �� �{�& ,�F*�
�s، اN"
5�, ا
 و ا
���
� "را�N ،,و �;خ�	
�	A�5,   .ا�iا ����  و ��a	/
.   .
��	
�Aو


ا��a	 ,{�E
ة ا�m ت�/X وN .6. اwآ�آ�D� اءات جwأآ. 
 

2.4.5     RULES           ;ا�'�ا�� 
 

A rule is a specific guide for action, established authoritatively, and 

utilized in order to inform employees of conditions under which 

designated actions are to be taken to activities are to be formed.  
 


�"ن  ا�� ��
 ر����    
/���، و�	1/�   ���د را�u  ه" دNأوا  ,�/� Oج"�A ،     �� إ6��دة  و�1	��م ��� اج
 �0 ��)}"�
 .ا��5زه� ا
	. �O5 ا'��0ل �A"جO ا'و�Gعا

 
A rule provides definite action to be taken or not taken with respect to a 

situation. The rule does not allow any deviation from staled course of 

action. For example, if an organization frames a rule 'smoking is 

prohibited' there is no discretion except to accept it. A procedure can be 

looked upon as a sequence of rules-, a rule may or may not be a part of a 

procedure, but if somebody violates it, he may be penalized according to a 

certain set procedure. 
 

�"ن ��
6 ا"�  dGا"
�)ي �5�O       ا
��� ا
0��م ت*(��)H و   أو ت*(��)H ا  i �  d���"ن 1���
� اA    ��اف ����;ي ا
����, خ����
��ل، إذا .ا�w�
���E ا�� ���/0 s����ةً F ا
�*أ0/*�0�N ,���"ع ( ��*����	
��  ) �خ��ا��K �"ج��	w*�ء 6�ا�

P��
"E�
.  ��F*
�� ا�اء 
�و��#���.ج�/0 P�����  ا��"ا���،ت1/1�N و���
�"نا� ���N  ن"���Wأو�#��"ن ج�#� i  ���ء �
O5�6 PN أن ، 
#ّ� إذااmجاء�A �� ��& م�N  ON��� ��ًEyاء .���� mج

 
 Thus. Rule does not prescribe a time sequence for an action whereas 

procedure does so. The rules also perform the function of communicating 

the obligations of the officials in the organization. Usually, rules are given 

more deliberately than orders, and thus. The statement of obligations they 

explicate can be taken to be definite. 
 

  ��Bّ8.                 ��اء ������ اmج�*�A ����
 ��0��ة ت1/1�� ز���
�ّ�د ا�ي و{�(�,     .ه�)ا  i ت��� ت5Qًأ� �� ا
�"ا0

�� 6.   ت"��L واج�Eت ا  "{1�
,�Fّ*�
، و ���             .ا��� ا'وا�� �wً�ا أآ��0 sْ�8�Bّ  �0دة، ا
�"ا�0 أ0ُِْ�َ�. 

ح"ه� ��#� أن 9ْ�ُخَ) 
�#"ن D� .	
�d ا
"اج�Eت اّTتdGوا. 
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2.4.6     METHODS              ا��+ق 
 

A method is a step of a procedure. It can be defined as a prescribed manner 

for performing a given task with adequate consecration to the objective, 

facilities available, and total expenditures of time, money and effort. Thus, 

a method specifics how a step of a procedure is followed. A method is 

normally confined to one department and frequently to the efforts of one 

individual engaged in the specified work.  Thus, a method is more limited 

as compared to procedure. 
 

ّ���, خ�"ة 

.  .ا'جاء ��   ا��	
�A6،  و   ,����
� .���    ه�� ,���y i اء   دة�� ج�Z�,   t��#	A P�*��� 
اX6 ا
�	�ح,    ا'ه�اف و �
�(�ق اmو   وا ./#

. .ا
�Z5"د ا
��ل و  ا
�W*. ا�	
�Aو، ���6    ,��d آ�(�G"� P

اءات   �ا 6�.                   و  .إت�Eع خ�"ات اmجً��wو آ ��1�B واحN .�0��دة 6 �Tَ��, تُْ���ّ
�"د اZ5�     ��د واح�6
 ���
�A ل"aD����

.،  .دا�	
�Aو ,���ّ
 ت����ا اwأآ  ,� .جاء���m�Aر

 

 Analysis of   methods shows that greater output is achieved when the task 

is carefully defined performed in a definite manner. And with a definite 

period. Various techniques available for methods improvement are time 

and motion study, work simplification work and work standardization. 
 

ّ�و 
�� ا��/���ت��,  B��F0أ ��� أن ��ت5ً��ZF�   P�������B ت��� ت�Nَ ���Z�
�s ا�6َ0ُ �����*0 ،,����*�A , ه�(���B ت*(��وت
A ,�����,���Gوا.,��ة ز�*ّ���	)A و  ,���Gوا.�	
��ت �6 ت�*�"���,   وت	��s ودرا��N"
�. ا�ق وه���
��� ا�1

ق y ���
 .ا
��� ا
��� و ت"ح�� �����t ت��1Eوا
 

2.4.7 Projects             و �ت+= ا�
 

A protect or programme, is a type of plan which can be  bought of in terms 

of planned actions integrated into a unit and  designed to bring about a 

stated objective. The project is a scheme for investing resources and such a 

scheme of investment may be quite large or small.  
 

وع  D�
����، أواE
�"ع � ه"   ا ��
6�. وح��ة      ا
 ��6لا'  ��� &اءH ���6 , اّ
	. ��#�    � ا ,�5���
ح     �و  �Tّ��,  وّT� ح�اث ه�فm ,��ّ�PA. ا            و(��"ارد ��� ه�
�	��wر ا�i ,�وع خ��D�
� ا*
"ع ا

F*و� .
�	��wر  ه)ا اiإ�Eآ P�;Aح� �
 إ�aL أو �� . 
 

A project means that the activity is definable in terms of specific 

objectives, it is infrequent and unique, and it is complex and 

interdependent on various tasks accomplishment and is critical to the 

organization. The overall policy of the organization provides guidelines 

about project selection and implementation. Whether a project should be 

decided on the basis of its contribution to the organizational profits or it 
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should he selected on the basis of how it is going to organizational image 

is a matter of policy decision.  
 

��د     �وع أن ا
*�Dط �D�
�       ��*. ا��� أه��اف ���*�,، إ�� ���   ا ��6���، إ���در و 6� P   ��ّ��� و �	#���� P
 	�
/�*�F, ت"6 ا
	"ج��Zت �0 ا
 ا
���1, ا
#/.ا
�*�F,��دي إ
� 0/� إ��5ز ��Zم ��	/� و ا ,�	  (��)*

وع واخ	��رD�
ّ   .ا��      إذا �� �5�O أن ُ�َ���#�/
 P	ه���وع 0/�� أ���س �1�D� ر�F*	
ه�"   , أو��� O ا
�� �
ار ا
T"رة ا
	*���F, �	�ر 0/� أ��س آ�� �)هO إ�
 .ا
G"� .6.���1"ع ا

 

Like a policy, procedures too affect the project selection and 

implementation. The organization may provide a procedure manual setting 

forth in detail, the capital expenditure, budgeting and techniques. Routing 

a proposal through several persons provides a mechanism for obtaining the 

view and judgments of others. This also facilitates the coordination of 

interrelated activities. 
 

  �
وع و  ��w ����,، اmجاءات أ��Qً ت8ّ9 0/� اخ	���ر ا�D (��)*	ّ
اء      .ا��� إج�
�, د�Fّ*�
6ّ ا"��� تN 
���ZF  و ,���ّ��W�� Mا�Gو ،.ّ
����أ�ّ
��ق ا�)�mا ،����T)	ّ
�A ق���ّ
�ّ�ة   و .ا�0 X���y ���اح 0��	Nا ���ت�

ات        ���ؤ��, و ت�ّ
�"ل 0/�� اT�/
 ,ً��ّ
� 6ّ"��� أ&���ص ����,      .اhخD�1��Zّ ت*1��X ا'� ��Qًا أ�(� ه
,�Aا	�
 .ا

 

2.4.8 BUDGETS                 ا���ت-� ا�
 

Budgets express organizational and departmental objectives in financial 

and non-financial quantities. They anticipate operating results over some 

future period and provide a basis for measuring performance as plans arc 

translated into accomplishments. The budgets may be prepared for various 

groups of activities. Some important budgets arc production, purchasing, 

materials, sales, advertising, personnel, cost, and capital outlay. 

 

        ����F*	
��ت 0�� ا'ه��اف ا�� ا
��WاEدار  ت�mو ا ,         ,��
��
��ت ا��#
6�. ا ,��    ��a
�, و ا�
�"ن  و .���Nّ"	�
 ��aD	
ة     �	��Y ا	6 g�A ,�/E�	1�
��س ا'داء   ون أ����  6 �" وز�*�,   ا��
 �      ,�ج�	�
�� ا��
 ح1�O ا

��5زات6.  mت  و .ا �N ت���
��5"�0ت   َ��ا
��Wا   ��  ,�D��g   و   .��	/(,ا
ا'�A    ,�)/	��
��ت ا��ا
��Wا
�	�جه. mت ا���E�
��ت و ا
�"اد وا	D�

�"{(�� وا
	#/(, وا
*(��ت  او اK0mن و وا,�
 .ا
أ���
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2.8    CORPORATE PLANNING  (ت���� ا�=+آ�ت) ا������ ا���3ري 
 

Corporate planning is a process of determining the major objectives of an 

organization and the policies and strategies that will govern the acquisition 

and use of resources to achieve those objectives.  
 

	
�, و ا
1        ه"   	�5ريا
����  ا�F*�
 ,��1�Y
�� ا'ه��اف ا���ات���5ت  �0/��, ت	��iت و ا�����
�.   ا	
 z/ت X���	
 .ا'ه�اف�	�#B اN	*�ء و ا�	��ام ا
�"ارد 

 

Corporate planning is essentially based on strategic planning and at the 

same time takes care of operational planning and project planning. 

Corporate planning is concerned with changes in the overall shape of an 

organization and these changes usually take many years to be fruitful, 

which implies that corporate plans are necessarily long-range.  
 

	

              أ�t 0/�  	�5ريا
����  ا"�� s�N"
�t ا)� .�ات�5ّ. ����� و 6	����  . اiه	���  أ���س ا���	A م
وع و ت����    D�
�, و ه�)H                .ا
��/��تا�F*�
 .�/#
�#� اD
ات 6�. ا��a	
�A .ّ*�� ّ�5ري	ّ
 ا
	���� ا

ات �0دة   ��a	
ة 
تا�w;خ) �*"ات آ	ن "#،H�w�  .�	
�� ا
 أن 0/�.   ت��ل  وا��
��ى   ,�ر�� 5	ا�
�� ا��A 
ورةQ
�A. 

 

However, corporate planning and long-range plans can be prepared for 

anything like building a submarine or modernizing the manufacturing 

plant of a company but they cannot be called corporate plans. 
 

	
��، ا�#
 ������
��را��� 'ي    و ا
ي	5��� أن تَُ����ى ��#��
��ة ا���E
�� ا��.ء�����ء ]" &�*A ���w�  أو ,��Lا
M*T� _���آ, 
#*i BZ ��#� أن �1َ�ُ"تD
 .ت�5رّ�,ا خ��  ا

 
2.8.1    CHARACTERISTICS      (BC�Dا��) ات-� ا�
1.   Corporate plan deals with formulation of objectives, plans, policies and 

strategies JF: making decisions on vital matters affecting the survival of 

the organization. 
��ذ      -١�ات���5ت وات�	���iت وا������1
�� وا���
��اف وا����], ا'ه�L M��� ,���� ا
	�5ر����
�� ا�ت	���

89ة ��A .6ء �
��"�, ا
ارات ا�
 .ا
�*�F,ا
 

2.    It deals with the Suture impact of current decisions. 

٢-  M� ����	�
�8ا;	 ,�/E�	1�
ارات ات ا�/
,�
��
 .ا

 

3.   It involves systematic identification of opportunities and threats arising 

out of the changing environment and matching them with strengths and 

weaknesses of the organization. 
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٣-  0��     ا
 و ا
	���Zات    ,�(ص ا
�*F � ا
 ��1	W/م ت� ZFت .	    ,��{�E
ات ا���a	
��ط  ا�*A ��ZءاتKو� 
,�F*�/
 ��Q
 .ا
�"ة وا

 
4.  It provides an integrated framework within which the functional and 

departmental plans are formulated. 
 

٤    .��#	�
6ّ ا
�Z#� ا"� P
Kي خ(
 .ا
��/�,ارّ�, و  اmدت�T ا
���� اّ
 

2.8.2. CORPORATE OBJECTIVES (ت���� ا�=+آ�ت) أه2اف ا������ ا���3ري 
 

The objectives of corporate planning are as follows: 

 :�/.آ�� ه.  أه�اف ا
	���� ا
ّ	�5ري
 

1. Allocation of scarce resources like capital, materials and technological 

know-how among product / market alternatives. 
 

��   ت -١�w� درة���*
�"ارد ا��
��� ا�T� ل،رأس����
� ا�
"ج�"*#	
ة ا��E�
�"اد و ا��
�	�   ا�*� ����A , /�Yا���A 
X�"1	
  .ا

 

2. Preparing the company to adapt to environmental opportunities and 

threats. 

آ,  -٢D

إ�0اد اB/N;		 ص)

�E}ّ�,ا و ا
ّ	���Zات �M ا. 
 

3. Coordinating strategic activities to reflect the firms own internal 

strengths and weaknesses in order to achieve efficient operation. 

٣-    ,�D�ات��5,ت*X�1 ا'	�mا "N t#�
�   ى L��
آ�ت ا
�اخ/��, ا�D
�"ب 
	  ا��
ّ��,   , و ا/��
�X ا���
�)

,ا�.  

 

4. Preparing the company for Adaptation and integration which arc 

complementary to each other. Adaptation implies a focus on where the 

firm is to go, where as integration focuses on how to get there in the most 

efficient manner. 
 

٤-       ���#	
�"�� و ا	/
آ, D
�� اّ
)ي �# إ�0اد ا�    BZ�Q�A g�E�
�� تآ��W         و .ا/0 ���"�	
��ل ا�  ��/0
����� أن أ����� ت�آ, وأ���D
�M ا�N"� ن"���� آ�(.ت#�/0 �����#	
�W ا�آ� ����*�A ا .��/0 W��آ�	
�, ا�ق ����


 w0�6/�,ا'آ. 
 

5. To learn from the outcomes of past strategic decision to make better 

decisions in future. It also serves as a self-improvement system by laying 

down a basis for monitoring progress towards goals. 
 


ا -٥	/� � B .ّ5ات�	�iار ا�
�	��Y ا �  ����
 XA��1
6�.    ا ��Q6ارات أ�N  �E�	�1�
��م  و .ا�� ��1�� ت
(
�" أ��س �� أج� �	��A, ا
	�� أ�MG"A �Qًات ا� .ا'ه�افم 
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2.8.3    IMPORTANCE OF CORPORATE PLANNING ا������ ا���3ري 	�ّ  أهّ
 

1   Corporate planning encourages the habit of forward thinking on the part 

of manager. 

١- 	
 ا
�1	�M5D�./E  	�5ريا
���� ا�#)	

�ي�0دة ا  ���
 .ا
 

2.  It helps in attaining overall coordination among the various levels of 

management. 


�دارة ��A ا
�1	"��ت ا
��	/(, ./ ا
	*X�1 ا
#. ت#"����0�1 6 -٢. 
 

3.  It creates a greater awareness of the business environment and a sense 

of making a critical review of the business operations. 


/�*�خ ا
	�5ري و ح�1ّ 
��� ���ل ا����/X و0 -٣ Eأآ ��/��
 .ا'��0ل�ت 	��دي 
 

4.  It enables the organization to anticipate technological changes and 

prepare for the same. 

٤-  �#��

"ج�, و "*#	
ات ا��a	
 .ا
�Dأن ت1	�� 
*(�Fّ*�/ t, أن ت	"MNّ ا
 

5. It can lead to improvement in overall performance of the organization. 

��1ّ 6. أداء آّ/ّ. ي إ
� ا
	��#� أن �9د -٥,�Fّ*�/
. 

 

2.8.4  PROCESS OF CORPORATE PLANNING          ت ا������ ا���3ري���  
 

The process of corporate planning comprises the following steps: 


�,�0/ّ�, ا
ّ	���� ا
ّ	�5ريّ ت��D ا
��"ات �	ّ
 :ا
 

1. Scanning the environment: This involves scanning of environmental 

factors such as economic, social, cultural, political, legal and technical. It 

is necessary to know how environmental changes affect the functioning of 

the enterprise and determine the threats and opportunities. 
 

١-  	EEF�Gا� HEE
�:    .ّY"��G d���	/Wم �1��)ا �1�
ه    ،.ّ6����8 ،.ّ0�����ديّ، اج	��T	Nا ���w� ,���ّ{�E
�� ا�/�"ا�
�ّ. و "����N ،.ّ������.ّ����    .ت�*��0 ���/0 8ّ9���, ت��ّ{�E
ات ا����a	ّ
�� ا�ف آ���وريّ أن ت���G P��� إّ

ص)
 ا
�1�ّ9, و ت�ّ�د ا
ّ	���Zات و ا
 

2. Making corporate appraisals: This helps to identify the strength and 

weaknesses of the enterprise in terms of the sources, products, profitability 

etc. 

٢-   ,����ت ا
ّ	�5رّ������	ّ
�� ا��0:         �ّ���� �����6 ,��1�ّ9�
�"ب ا��ّ"ة و �0�N ���ف 0/ّ���	ّ
���0 ا��)ا �1� ه
u
�ّ�, إAّ
 ا
��Tدر، ا
�*	�5ت، ا

 

3. Determining of mission and objectives: It starts with spelling out the 

business mission or the purpose that might he pursued in future. A clear 
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statement o! Mission would help to identify the function, character and the 

philosophy of the organization. 
 

6�.            ��Eأ �T6m�Aح �0 �    :ت���� �Zّ�, و أه�اف    -٣ MA���� تN ّض أنa
1�	�Z �Eّ�, ا'��0ل أو ا�
 .ا
 dGا"
�d اT	ّ
ف 0/� ا
"{�(,، ا
T�Dّّ�, و 1/6(, ! أو اّ�	ّ
 .ا
�*�Fّ,�	�0�1 ا
�Zّ�, ا

 

4. Making strategies: This involves choosing an appropriate strategy to 

attain the specified mission and objectives. This is done after evaluating 

alternative strategic approaches in term of their consistency with objective, 

resource position, efficiency and risks. 
 

ات��5  ه)ا �1	W/م اخ	���ر  :ا
���ا�	ات�5ّ��ت   -٤	��ّ�دة و     ,إ���
ّ��, اZ�
�� ا�*
 ,E� .ا'ه��اف  �*��
�"رد،       ه)ا ��A �َ�ِ0ُ ت���B ا �
�M اGف، و��Z
�A BZ����/d ت*��T� .�6 ,/��E
ات�5ّ�, ا	�iق ا�ّ


,�ّ/0�)
 .ا
"اج�Eت و ا
 

5. Developing of action plans: After strategy making, corporate planning 

should be broken into policies, programmes, budgets etc. For effective 

implementation, the strategic plans should be broken into different 

components that are called operational or tactical plans. It involves,  
 

٥-   �EEی+ خ��EEت��EE��ت،      : ����� B�َ	َ���O أن ُ�ْ����ريّ �5���� ت5���	ّ
��، ا���
ات�5ّ�, ا	���iا ����A 
ات�      	�iا ���
8ّ9، ا�

/ّ	*(�) ا u
ا��، ا
��Wا�ّ��ت إE
�,   ا)/	��
 اL�*�
O5� ,�ّ5 أن تُْ�َ	َ�B ا

  �1	W/موه)ا  .ت#	�#ّ�,اّ
	. ت�j�1َُ خ�� ت�aD/ّ�, أو 
 

a) Identification of jobs to be accomplished. 

b) Determining the sequence of jobs and activities. 

c) Drawing a schedule of operations, and 

d) Laying down procedures and method of work. 
 

 .ت*W5#. � ا'��0ل 
�ت�ّ )أ 
 .ا'��D,ت���� ت�1/1 ا'��0ل و  ) ب 
 ر�B ج�ول �0/ّ��ت، و )ج 
��, وMG اmجاءات )د y و ���
 .ا

 
6. Implementing the strategy: For implementation, corporate (or master) 

strategy should be translated into medium-range functional and short-range 

operational plans. An effective implementation strategy requires designing 

of suitable structure of the organization, effective.' management system 

and proper organizational culture to ensure employee motivation. 
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٦-   (��ات��5,ت*(�	����iا :ا
	  (���)*
��ري اا��5	i .5ات�	���   ,�ّ#���1�
�� ا���
�. ا��6 Bَجْ���O أن تَُ	��5� 
    ,��ّ"	�
ة ا
��ى و ا
��/ّ�, ا�T�
��      .ا
��ىا#�Z
���B اTت O�8ّ9ة ت	�ّ/��
�) ا�)*	ّ
 ا�	ات�5ّ�, ا

��*�

/"{�(,ا O،ح��س  و ��Q	� دارةmم ا�F� .ا
�"ّ{�ا
6��wّ, ا
ّ	*��Fّ�, ا
�*��E, و 
 

2.8,5    How STRATEGIC AND OPERATIONAL PLANS DIFFER 

 .ا�ّ�=�J�ّ�	ا���� ا���� ا5��+ات�3ّ�	 و  ت���) آ�)
 

Strategic and operational plans differ in terms of the following: 

ات��5,ا
��� ت�	/� 	�mا�/�aD	
 :�/. , ���6 و ا
 

1. Time horizon: Strategic plans take into consideration several years or 

even decades. For operational plans, a year is often the relevant tune 

period. 
 

١-   X��sأ6�N"
�*"ات :ا��ّ�ة ����ر 0�E	0iا .��ات�6 ,�ّ5	���iا �����
�) ا���  أو ت;خ��"دحّ	��0. ����*�A�����
 ا
،,�/��
 .واح�ة �*, ت;خ)�0دة  ا

 

2. Scope: Strategic plans affect a wide range of organizational activities, 

whereas operational plans have a narrow and more limited scope. The 

number of relationships involved is the key difference. 
 

ات�5ّ�,     :ا
��5ل -٢	�iا ���
��          ت8ّ9 ا��
�� ا�*�A ،,��ّ��F*	
��, اD��� ا'� ,�Q�0 ,/�#�D0/� ت

��a/�,   ا( ��/�,  اD	
 ( �Z���
��ود      � و �5��ل ��wأآ  ����G.           فK	�ك ه�" اiخ	�D�
��ت اNK�
0��د ا 

 .ا'���ّ.
 

3. Degree of detail: Strategic goals arc stated in terms that look simplistic 

and generic. Or on other hand, operational plans, as derivatives of strategic 

plans arc stated in relatively finer detail. 
 

�.   ا'ه�اف    ت��د أوت"MG   :ا
	(��Tدرج,   -٣	
ات��5, ا	�mو    ت ا��E       ���*�A ,/���1��, و&E�  ����
ا
,�/�aD	ّ
ات�5ّ�, 6. ت(��T أدقّ ا
����D	ّ��ت   ت��دأوت"MG  ، ا	�iا ���E1�. 

 
2.8.6   STRATEGIES AT DIFFERENT LEVELS 


��ی�5ا� ا�L ات�3ّ��ت+��	!��� ت ا�
 

1. Corporate strategy: At the corporate level, strategic decisions relate to 

organization-wide policies as in the case of multi-divisional companies 

having wide-ranging business operations Major policy decisions involving 

acquisition, diversification and structural re-designing belong to the 

category of corporate strategy. 
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ات��5,   -١	�i�5ر�,ا	
ارا  6. ا
�1	"ى ا
	�5ري   :ا�
ات��5,ت  ، ا	�mا   X/ّ�	ت ت�����1A   ,��F*�
ا
,����, ا
"ا��
�. ح��6 �����ا
 آ���	�
آ�ت ا��Dم���1N'دة ا  z���. ت�/�	
اراتا��N ,������ 
 ,����وا���ت ��/�

ار بآ	�1ا�
��Y.  ة  ع و إ�0د  ، ا
	*" ا*E
1�9�,    ا
	B��T ا�/
    ���. ت�	
ت�E  أو ا�ات�A  ,�5  ت	��i�
 .,ا
	�5ر�

 

2. Business level strategy: It is the strategy to achieve the specific 

objectives of the strategic business unit (SBU) to help achieve the overall 

corporate objectives. A SBU is an operating division of a firm, which 

serves a distinct Product/market segment, or a well-defined set of 

customers or a geographic area.  
 

�	"��ت  -٢��ات�1�,�5	�����ل إ����0mا:���  إ��Z,�5ات�	���
	إ� ���
��اف ا���X ا'ه�������ل ����ة ا'�0��
"ح ,���*
ات�5ّ�,  	�iا )SBU(  �0�1ت          ,��X ا'ه��اف ا
	�5ر����6�. ت /#
ّ��, ا.      z�
��ل ذw)و�SBU(   B�1N

آ, اّ
	. ت��D/
 ��aDام ت �	*�
ا�6 أو �K�0 ,0"�5ء ���دة ج�ً�ا أو �*��, �X،1"ت/ aج,. 
 

The SBU is given the authority to make its own strategic decisions within 

corporate guidelines as long as it meets the corporate objectives. The scope 

of business strategy is limited as compared to corporate strategy. For 

example, in the case of multi product corporation, decision taken at the top 

level management regarding diversification or acquisition of other 

companies are corporate decisions, hut decisions taken at plants or  

divisional levels regarding introduction of a product or development of a 

new market are business decisions. 

 

 (SBU)  1 ت
��    �ِ�َ. ا��
 ,�/
ارات ا��         	
��ت اZج�"	
�, خ�Kل اL��
ات��5, ا	��iا     ���
�y ,��5ر�
��اف ��X ا'ه��ّ������ . ,ا
	�5ر�����ل ��ات�5ّ�, ا'�0	����ل ا��ات��5, د �5	����A ,���
���ر�A���� .,ت�5ر��/0 

 w�
آ, ا
�*	� ا
�	��     ���E ا& ,�ّQN .6 ،خ"ذ 6. أ0/�     دة، ا �ل;�
ار ا�
�"ص  T�A ع أو    إدارة"�*	
 ا
��D
��ء ا�*	Nارا��N "��ى ه��آ�ت ا'خ�E*
�. ا��;خ"ذة 6��
�"خ ا�#
ارات ا��N ،ري����	"��ت  ت5�1�
��ت أو ا�ت

1
ارات ا
��T�A ,�1"ص ت���B ا
�*	� أو ت�"ر اN .���5 ه
 .ا'��0ل"ق ا
 

 In short, corporate strategy defines the business in which the company 

will compete and deploy its sources, whereas a business strategy 

determines how a company will compete in a given business and position 

itself among competitors. 

 

�. ا�6i�5ات�	��� ,
�ا�ة	�5ر����TN ,ى����
ت  ا����ل ���. ف ا'�0�	
�		*�t6اّ�آ,  ���D
�� ا�Z�6 ��D*و ت 
��  ا'��0ل,  �، �A*�� ا�	ات��T�  �5دره�آ, ��		*�t6      أند آ���     ت�&  .�6 ���0  .��� و  أ�0Z
  M�Gو 

 �Zآ, ذاتD
 .ا
�*���A��16 ا



Principles of Management                    CHAPTER 2: Planning 

www.rsscrs.info 35 Prepared by Mr.Amin Hady 

3-Functional level strategy: The ultimate success of the SBU level 

strategy will depend, among other things, on the effectiveness with which 

it is translated into functional areas like marketing, finance, production, 

personnel research etc. 
 

�	"ي  -٣�ات�1	���i5ّ�, ا�.)�}"��
�	"ى :ا�ات�1� ,�ّ5	����ح ا��5���ل ����	 (SUB)  ا'�0�� ����G ،��
       �/��
جB 6. ا
�*�Xy ا	َ� �Z�� .	
��ج،   ��w, أ&��ء أخى، 0/� ا
(�0/�, اّ	�mا ،,�
��
ا
	X�"1، ا

 �"�	
��ث واA'وا}"�

uا...(��ا 
 

For example, if the SBU  level objectives are to be achieved by 

introducing a new product, the R&D. production, finance and marketing 

departments will have to he geared to develop functional level strategies. 

Thus, it   is obvious that functional level   strategies are guided by the SBU 

level strategy. 
 

1�ى ا�����!ل  أه���اف إذا ،ل، �����!و'!���1!������ �"Q")  إس���1اتSBU( RS�,َ1ُ،   س���ی���� P1��&� ;ی����1' 
�ات"Qّ"!ت ا2س��1 ����1�ی�ت����0 ا��!�ّ"��� و أ���F!م ا����1�یR س���ف  و ا�ن��1!ج، و!�',��!ث وا����1ّ�ی� 7

 .ا���0"�
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General Questions  
 
1- Discuss why panning is an important function of management. How 

does planning contribute towards effective operations management? 
 

2- Explain some of the reasons for planning.  Are there "good plans" and 

"bad plans" Describe some of the characteristics of good plans? 
 

3- What are the   problems   encountered   in the process of    planning? 

What of these problems generally contribute heavily towards failure of 

some plans? 
 

4- Discuss the nature and importance of planning? 
 

5- What are the characteristics of good procedures and objectives? 
 

6- Explain in detail as to what you mean by policies, rules and 

procedures? 
 

7- What is premising? 
 

8- Write a brief note on the objectives and importance of corporate 

planning. 
 

9- Discuss the process of corporate planning. 
 

10- Differentiate strategic planning from other types of planning.   How 

does contingency planning affect each type of plans? 

 
 
 
 


