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Departmentation
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Definition 1: Grouping of common activities on the basis

of a function of the organization under a single person’s

control

Definition 2: Process by which similar activities of the

business are grouped into units for the purpose of

facilitation smooth administration at all levels



Process of Departmentalization
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I Identification 
of work

II Analysis of 
details of 
each work

III 
Description 

of function of 
organization 

IV Entrusting 
the function 

to a separate 
person

V Fixing the 
scope of 

authority and 
responsibility 
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Types of Departmentalization
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Types of Departmentalization
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Organizational chart
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Organization chart is a

diagrammatical presentation

of relationships in an

enterprise.

Functions and their 
relationship

Channels of authority and 
relative authority of different 

managers

Two types

• Master chart: formal

• Supplementary chart: 
Relationship, authority and 
duties

Three ways to show the chart

• Vertical

• Horizontal

• Circular
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Difference

Basis for 

Comparison
Centralization Decentralization

Meaning

The retention of powers and authority with 

respect to planning and decisions, with the top 

management, is known as Centralization.

The dissemination of authority, 

responsibility and accountability to 

the various management levels, is 

known as Decentralization.

Involves
Systematic and consistent reservation of 

authority.
Systematic dispersal of authority.

Communication Flow Vertical Open and Free

Decision Making Slow Comparatively faster

Advantage Proper coordination and Leadership
Sharing of burden and 

responsibility

Power of decision 

making
Lies with the top management.

Multiple persons have the power of 

decision making.

Implemented when Inadequate control over the organization
Considerable control over the 

organization

Best suited for Small sized organization Large sized organization
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1. An Organization Manual is a structured summary of all regulations of a

company. An organization Manual contains, for example, the

• company history,

• goals,

• definitions,

• organizational instructions and

• guidelines.

Organization Manual
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Manuals

Content

Telephone 
of 

organizati
on

Full name 
address of 

the 
organizati

on

Specimen 
form

A brief 
explanatio

n

Rules 
regarding 

leave, 
leaving, 

promotion 
and transfer

Duties and 
responsibil

ities

Name and 
address of 

the top 
executive

Address of 
the show 

rooms

Important 
sections

Address of 
the branch 

office
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1. The Span of Management refers to the number of subordinates who can be managed

efficiently by a superior.

2. Simply, the manager having the group of subordinates who report him directly is called

as the span of management. according to a particular or group of tasks

Span of organization
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Factors Determining Span of 

Management
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