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Concept And_Application.
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Learning Outcomes: After completion of this paper students will be able to:
* Discuss the major theories and concepts of Public Administration and its subfields.
* Discuss and evaluate the institutional structure and processes of the major national,
state, and local political and Administrative institutions of policy making.
» ldentify and describe the major theories of public organizations, and bureaucratic
behavior.
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UNIT 3: Models of Public Policy
a) John Rawls: A Theory Of Justice

b) Harold Lasswell : Policy Sciences
¢) William Niskanen: Budget Maximizing Model

UNIT 4: Policy Making-Precess, Poliey-tmplimentationPoliey-designs in India

a) Environmental policy
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Learning Outcomes: After completion of this paper students will be able to

« Making policy draft related to various fields. Based on various models of public
policy making.

- participate as a civically engaged member of society;

-+ use electronic and traditional library resources to research key local, state, national
and international policy issues and present results;
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Course Obijective: This subject enables the students to understand the basics of
Management, formulation of strategy and various other concepts.

Learning Outcome: After completion of this unit students will be able to:

* Understand Concept of management

» Learn about strategic planning

» Discuss role of different types of leadership style

* Aware about communication barrier in management

UNIT I: Introduction to Management

Concept of management, scope functions & features. Principles of management, Concept+——

Rele—@f—Manage#Ln—@rgamsaHe#and Role of manager in orqanlsatlon Classmcatlon 9#

Business-Xetivities-And-ElementsByof business activities and elements by Henry Fayol,
Evolution Of Management By Different-Authors; Scientific-And-Classical-Thearies-Of
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Management.of management by different authors, scientific and classical theories of

management.
JUNIT 2RPEANNING-AND-STRATEGICMANAGEMENT

Deﬁneﬂanﬂmg—eress—Pehey—Andll Strateglc Management—Ba&%tepHn—Fllaﬂmng

Gaseé}tuehe&and Plannmg
N1T3-ORGA MISING AND ORGANISATION BEHAVIOUR

Nature—And—Purpese—Of -OrganisingPlanning- Objective of planning, planning process,
Types of planning, Types of plans, Corporate planning, Management by Obijective,
Decision-making- types, process & techniques, making decision effective. Business policy
and_strategic _management, basic steps in strategic _management process UNIT IlI:
Organising and Staffing

Nature and purpose of organising, |

Greupsand informal qroups/Organlzatlon Centralization Andand Decentralization.

Organization Structure-structure: Formal Ane-tnformal < —

Oreanizational-Behaviour;Meaning and concepts of staffing, Nature & Scope of Staffing,
Process of staffing

UNIT IV: Communication, Directing and Controlling

Concept Andand Definition, Process of communication and role of communication in

Management
Meaning of Directing: Principles of Direction, issuing order / instruction.

Controlling: Concept, Definition, Basic control process, Different control techniques,
Management by exception
UNIT V: Organizational Behaviour: Concept and Significance; Relationship
Bebween-Management-Lad
Organisational-Behavieur-Organizational-Culture;between management and
organisational behaviour; Attitudes; Perception; Learning; Personality->xnd-\alues;
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, Motivation: Process OfMetivation:of motivation; Theories Of Meotivation—Need
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COMMUNICATION & PERSONALITY DEVELOPMENT

Course Objective: This subject enables the students to understand the
basics of business communication, Drafting letter and various other concepts.

be able

Learning Outcome: After completion of this unit students will

- to:
. Understand Concept of Communication
. Learn about forms of communication
Discuss role of different types of letter style

Aware about communication barrier

Give Presentation and interview
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& letter writing, letters of bank correspondence, complaint letters & project
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UNIT IV

Effective presentation skills: body language, eye contact, gesticulation, use of
audio visual aids, Handling audience, conduct during presentation Interview skills:
types of interview, preparing for an interview, how to handle stress interview,
attire for an interview,
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Spoken Exercises-Listen-&kepeat-AndTFongueFwisterexercises listen & repeat and tongue« |

twister, Group DBiscussionsdiscussions, Mock Meetings—&—Interviewsmeetings &
interviews, Presentations ©On-A-—Fechnical FopicRele-Playson a technical topic, role plays,

Confidence Buiding—Exercises—ind-Submission-Of-Reports—Prepared:-building exercises,
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UNIT-2-Introduction-To-Computer

Course Objective: This subject enables the students to understand the theory and
practical aspect of computer applications.

Learning Outcome: After completion of this unit students will be able to:
* Understand basic computer fundamentals.
» Learn about resources of computer.
» Discuss role of operating system
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e Able to access Internet

e Learn about various latest technologies.
Unit | - Anatomy of computer, operating system concepts, hardware, software
concepts & terminology, networking--- definition, types, applications, Introduction to
Ul.

Unit Il - Introduction to MS-Office— MS Word: creating documents, formatting features,
standard toolbar, text formatting, header &footer, mail-merge, macro, insertion of files &

pictures.

Unit 111 - MS-Excel :Construction of worksheet and inserting data according to its
characteristics, creation of charts and graphs .Use of statistical tools including measures of
central tendency, coefficient of correlation and regression.

Unit IV - MS- Power point — Create power point presentation with the help of different
presentation styles, editing slides, various views of PowerPoint presentation, insertion of
chart and pictures, animation and transition effects, creation of photo album.

Unit V- Internet basics& Applications—Internet & its uses, Intranet & Extranet, web pages,

websites, web servers, web browser, internet domains, URL’s, IP address, search engines.

Unit VI - Introduction to IT and its development — Virtual reality, GPS, GIS, Mobile
technology — 1G, 2G, 3G, 4G. Wi-Fi, Bluetooth.
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UNIT, I: Historical Background

A) X3-Evolution Of Indian Administration

3)-Socio - Economic, Political And Cultural Context Of Indian Administration
B) C) Indian Administration: Continuity And Change
-NEH
UNIT Il Constitutional Framework Of Government

A) X)-Constitutional Context Of Indian Administration: Parliament, Executive,
Judiciary —— Structures, Functions And Work Processes
B) 3)-President, Prime Minister And Council Of Ministers- Cabinet And Cabinet
Committees _C) Constitutional And Other Agencies
ENITHI
UNIT I11: System Of Government

A) X-Federal And Unitary Features Of The Constitution
B) 3)-Centre-State Relations And Trends In Centre — State Relations &}
C) Inter State Relations- Emerging Issues And Resolution Mechanism
AT
UNIT, IV: State Government

A) X)-Governor, Chief Minister And Council Of Ministers +* ecretariat
B) Secretariat And Directorates

C) &)-Changing Nature Of District Administration And The Role Of District Collector +NIF

UNIT, V: Constitutional, Statutory And Non-Statutory Authorities

A) X-Election Commission, Finance Commission And Union Public Service Commission;

National
_Commission For Schedule Caste & National Commission For Schedule Tribes

B) Planning Commission, B) National Development Council, National Informatics Center

(NIC)

National Human Rights Commission, National Commission For Women, And National

C) Commission For Minorities

Learning Outcomes: After completion of this paper students will be able to:

*  Tounderstand the historical evolution and socio-economic, political, cultural and

global context of Indian Administration;

*  To identify the transformative role of Indian Administration;

*  To make out the multi-dimensionality of problems and processes of Indian
Administration;

<,\
Q

«  To understand the form and substance of Indian Administration;
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ECONOMIC POLICY-CONGEPTS AND MOBELSPOLICY ANALYSIS

Economic development and Economic Planning
Planning Machinery in India

Planning Machinery in state level

Economics Policy -

Public Enterprises in India: Evolution and Types
New Trends in Economic Field

Unit-11

Theoretical Perspectives

. {Formatted: Font: Bold

A) Policy Cycle Framework

B) Policy Process Network

C) Political Feasibility UNIT- 111
Actors in Policy Analysis

a) Government Institutions

b) International Donor Agencies

¢) Multinational and Transnational Agencies
d) Media and Civil Society
UNIT- IV: Techniques
Cost Benefit AnalysisA)-Vilfredo-Pareto-Optimality-And-mprovement

a)
b) Management by Objectives (MBO)
c) Operations Research

d) Proqramme Evaluatlon and Review Technlque (PERT) & Critical path Method (CPM)

a) ~H-Moedels-OfEconomic Constraints on Public Policy ~134
b) Polltlcal Fea5|b|I|tv Interests and Power
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FreedomU-V 1T \/: Coneepts- Of PublieConstraints on Policy:

d) Social and Cultural Factors: Constraining and Enabling Policy Reversals

Learning Outcomes: After completion of this paper students will be able to

¢ clearly and with purpose on issues of management, administration and public policy;

{ Formatted: Font: 12 pt ]

¢ analyze administrative and policy problems and formulate policy options;
* Demonstrate critical thinking, including the ability to form an argument, detect
fallacies, and martial evidence, about key issues of public policy and administration.
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Significance;

_Development Administration And Traditional Administration; Characteristics Of
Admlnlstratlon In Developed And Developlng Countrles Issues-And-Constraints-

Juation-UNIT -2 Sustainable Development concept, Basic Prmcmals SDG AGENDA
2030, SDG implementation in India, NITI Aayog

UNIT-3:- Bureaucracy Andand Development Administration: Role ©fof Bureaucracy In

Plan
formulation Formulation And Its Implementation.

UNIT-4—6nternational- Ald-AndTechnical Assistance Programmes:. World bank, WHO,

<

IMF, IBRB-WTO-+/-0ECD, ADB

Learning Outcomes: After completion of this paper students will be able to:

e understand the historical evolution and socio-economic, political, cultural and
global context of Administration;
e identify the role of development Administration;
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Unit _1-Introduction to Research: Meaning and definition of research; scope and

importance of research; Types of research, The process of research, Research problem and

objective formulation, types of variables, Research applications in social, psychological,

political, and business sciences; Features of a Good research study,

Unit 2 Data source and data structure and Sampling:
Types and methods of Primary and secondary data collection, Review of Literature,
gualitative and guantitative data, Survey method----sampling and sampling methods

Unit 3: Measurement and Scaling, Classification and presentation of data through
charts, frequency distribution and graphs, Correlation and Regression
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B) Geoffrey Vickers: Appreciative System

B) Warren Bennis: Changing Organizations Unit

I1: Organizational Humanism — I:
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A) Frederick Herzberg: Hygiene And Motivation Factors

B) Chris Argyris: Integrating The Individual And The Organization C) Rensis
Likert: Systems Management Unit IV: Market Theories:

A) Vincent Ostrom: Public Choice

B) Peter Drucker : Knowledge Based Organization C) Elinor Ostrom:
Governing The Commons Unit V: Emerging Trends:

A) Critical Social Theory

B) New Public Service

C) Post Modernism And Post Structuralism3:-Developing
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Learning Outcomes: After completion of this paper students will be able to:

Ability to summarize and explain difficult ideas and concepts. Ability in writing that reflects
careful attention to language, logic, and subtleties of reasoning. Ability to write
philosophical essays that have coherent theses and reasonable supporting arguments.Ability
to understand reality from different perspectives and thus to understand that different people
will define issues in different ways.
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State and Social Welfare Administration with special reference to MP

UNIT 1- Planning administration at the state level in Madhya Pradesh, plan
formulation implementation, monitoring and coordination.

UNIT 2 - Secretariat-Directorate relationship; state secretariat Organization and its
working ; Departments and function Cabinet secretariat ; Role of chief secretary

. YMITF-Concept Of Social Welfare And Social Justice — Evolution And Scope Of
Social X\elfareWelfare Administration, Role Of Governmental Agencies.

U-NF-2- Women And Child Welfare Administration — Concept, Laws, Policies, o

Programmes indAnd Administrative Machinery.

UNIT-4-Welfare Administration —— Concepts, Laws, Policies, Programmes, Administrative «| —

Machinery With Special Reference To Physically Challenged And Aged.

Learning Outcomes: After completion of this paper students will be able to:

Resolve Administration Health Organization subjects and Social Welfare. 0 Analyse and

use procedures for the promotion of Social Welfare.
Prepare, comment and present data that they have designed and collected.

Approach with professionalism rules and values that govern the Social Welfare.
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Cy—Corporate-Lobby Groups-tn-The-Policy-Process

A)——Learning Organizations
By——Network Organizations

PERSONNEL ADMINISTRATION

UNIT1: Personnel administration Meaning, nature, scope of public personnel
administration, meaning of HRM, difference between HRM & Personnel Management,
importance of human resource development.

Unit: 2 Man power planning Definition, need, objectives, Methods of man power

planning, Process, Manpower plan components, limitations of Man power planning,

classification of civil services (rank and position based).Employer-employee relations,

problems and right to strike of union.

Unit 3 Recruitment, Selection Meaning, objectives & factors affecting Recruitment,
Theories regarding Recruitment, Methods of recruitment steps on recruitment process, Nature

and importance, difference between recruitment and selection & steps in selection process,

Placement, Induction, promotion and transfer.

Unit 4: Training and Development Meaning, Nature and importance of training and

development Training process, how training needs is identified, Methods of training,

Effectiveness of training programme.

Performance Appraisal Meaning nature, importance & Purpose of Performance Appraisal,
Methods of Performance Appraisal, Challenges and legal issues in Performance appraisal.
Promotion, transfer and demotion. Job satisfaction, job Enrichment, Job empowerment.

Unit 5: Wages and salary Administration Objective of wages and salary administration,
principles of wage and salary administration Different components of wage and salary
administration, Theories of wages, Factors that influence wage and salary, retirement
benefits. Employee Safety and Health Meaning and importance of employee health,
occupational Hazards and diseases, Industrial accidents and industrial injury, Safety
programme/ Measures and Statutory provision for industrial health.

Unit 6: Grievance Mechanism Grievance Handling Procedure, Objective, and benefits.
Moral and administrative ethics
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ELEMENTS OF FINANCIAL ADMINISTRATION

UNIT 1 — Introduction To Financial Systems, Financial Requlators, Financial Institutions,
Financial Markets, Financial Products And Services, Securities Exchange Board Of India

(SEBI)

UNIT 2 — Public Finance: Evolution, Meaning And Scope, Public Revnue, Budget: Types
And Their Definitions, Principles Of Performance Budgeting, Performance Budgeting In
India, PPBS, Zero Base Budgeting, Deficit Financing, Parliamentary Financing Committees.

UNIT 3 — Evolution And Obijective Of Fiscal Policy In India, Resource Mobilization Under
The Plans, Non Tax Revenue, Non Developmental Expenditure, Impact Of Fiscal Policy,
Equality And Social Justice, Monetary Policy — Role Of RBI In Monetary Policy.

UNIT 4 — Principles Of Tax Administration, GST, Problem Of Tax Evasion, Reforming Tax
Administrations, Religion And Indirect Taxation.

UNIT 5 — Finances Of Local Government: Budget Account And Audit, Audit Reforms In
India, Types Of Audit, Internal And External Audits, Standards Of Public Accounting, Roles

Of Comptroller And Auditor General In India (CAG).

Learning Outcomes: After completion of this paper students will be able to:

« knowledge of economics and accounting in addition to finance
- _demonstrate the ability to organize, analyze and draw appropriate conclusions from
financial information
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- apply foundation knowledge and skills necessary to identify problems and generate
feasible alternatives
- demonstrate the ability to apply financial information to recommend and justify
solutions to financial problems
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COMPARATIVE PUBLIC ADMINISTRATION

UNIT I: Introduction: Nature, Scope, Characteristics And Importance Of Comparative
Public Administration , Evolution Of Comparative Public Administration

UNIT I1: Contributions Of F. W. Riggs

e : [Formatted: Font: Calibri

Structural-Functional Approach Medels-Of Publie Poliey-Making - Armonk; M1x Sharpe
A) Themas{2008%
B) Theory of Prismatic Society
C) Revised Prismatic Theory

UNIT I11: Comparative Administrative Systems -1
Classical Administrative System — France
Developing Administrative System — India

UNIT IV: Comparative Administrative Systems -11
Developed Administrative Systems — USA And UK
Modern Administrative Systems — Japan

Learning Outcomes: After completion of this paper students will be able to:

* The students understand the basic principles of Politics including governing
institutions and branches, political wings and organizations,

» Study political behavior and the operation of government at both the national and
state levels.

*_Understanding government and politics in a comparative perspective 0 Understand
government and politics in a global context.
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