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Swami Ramanand Teerth Marathwada University, Nanded
Choice Based Credit System (CBCS) Course Structure
Faculty of Social Sciences

Subject : Public Administration

B.A. Second Year Syllabus

Semester | Core Paper | Name of Paper Lectures | Totd CA | ESE | Tota | Credits
course No. Per No. of Marks
Week Lectures
CCPA-A |V Personnel 4 55 35 40 75 3
Administration
Il CCPA-B | VI State Government 4 55 35 | 40 75 3
& Administration
SEC I Rurd 3 45 25 25 50 2
Development and
Empowerment
Programmes
Total 11 155 95 105 200 8
CCPA-A | VII Office 4 55 35 | 40 75 3
Administration
v CCPA-B | VIII District 4 55 35 | 40 75 3
Administration
SEC 0 Application of E- 3 45 25| 25 50 2
Governance and
E-Devicesin
Administration
Total 11 155 95 105 200 8
Total 22 310 190 | 210 400 16
Note:
1. CCPA : Core Course of Public Administration
2. SEC: Skill Enhancement Course
3. CA: Continuous Assessment
4, ESE : End of Semester Examinations
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SWAMI RAMANAND TEERTH MARATHWADA UNIVERSITY, NANDED
CBCS — Paper Pattern in the Subject of Public Administration
B.A. Second Year
(Effective from 2017-18)

SEMESTER -1
Paper | Titleof the Paper | Internal End Semester Exam | Total
No. Mark (CA) | (ESE) (CA+ESE)
\Y Personnel
Administration 35 40 75
VI State Government
& Administration 35 40 75
SEC-I Rural Devel opment 25 25 50
and Empowerment
Programme
SEMESTER -1V
Paper | Title of the Paper I nternal End Semester Exam | Total
No. Mark (CA) | (ESE) (CA+ESE)
Vv Office Administration 35 40 75
VI District Administration 35 40 75
SEC-1l | Application of E- 25 25 50
Governance and E-
Devicesin Administration
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SWAMI RAMANAND TEERTH MARATHWADA UNIVERSITY, NANDED
Public Administration
B.A. Second Y ear
Semester — 111
Paper —V
Personnel Administration
(Effective from June — 2017)

Credits: 03 Periods : 55 Marks: 75

Course I ntroduction:

Personnel administration is an important part of Public administration. Personnel
administration is the art and science of planning, organizing, directing, controlling and
motivating human resources. The main thing is to give knowledge of personnel system in Indian
administration, specialy how to process of Recruitment, Training, Promotion and Retirement of
the Government Sector Employees; and understands all new issue in personnel administration.

Cour se Objectives:

1. To familiarize the students with basic process of Civil Service Recruitment in Indian Personnel

Administration.
2. To understand how to Train Civil Servants for their Better Role in Indian Governance and
Administration.
3. To know the Systematic process in Personne Administration (Recruitment to Retirement of
the Personndl).
Course Content: Periods Marks
Unit-1 Personnel Administration — 10 15
Meaning, Importance, Scope
Unit -2 Recruitment — 10 15
Meaning, Direct & Indirect Recruitment
Unit-3 Training — 15 15
Meaning, Objectives & Types
Unit- 4 Promotion — 10 15
Meaning, Principles of Promotion (Merit & Seniority)
Unit -5 Retirement — 10 15

Meaning, Need of Retirement
Benefits of Retirement (Pension, Gratuity, Provident funds, NCPS)



Suggested Reading
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13.
14.
15.
16.
17.
18.
19.
20.
21.
22.

Godl, S.L., Personnel Administration and management, Sterling Publishers, New Delhi,
1993.

Basu Rumki, Public Administration Concept and Theories, Sterling Publishers, New
Delhi, 2013.

Rajesh K. Jha, Public Personnel Administration, Pearson Publication, New Delhi, 2012.
Edwin B. Fippo, Personnel Management, Singapur, 1984

Glenn Stal, Personnel Administration, Oxford IBH Publication, New Delhi, 1977
Gosh, Personnel administration, Sudha Publication, New Delhi,1975.

Gupta C.B., Human Resources Management, Sultan Chand & Sons publication, New
Delhi, 2001.

Puri K.K., Personnel Administration and Financial Administration , Bharat Publishers,
Jalandhar, 2005.

Arun Monappa, Managing Human Resources, Macmillan Indian Ltd. 2001

Sharma M.P., Public Administration : Theory and Practice, Kitab Mahal, Allahabad,1988
ShinaV.M., Personnel Administration, RBAS Publishers, Jaipur, 1986.
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SWAMI RAMANAND TEERTH MARATHWADA UNIVERSITY, NANDED
Public Administration
B.A. Second Y ear
Semester — |11
Paper — VI
State Government and Administration
(With Specia Reference to Maharashtra)
(Effective from June — 2017)

Credits: 03 Periods : 55 Marks: 75

CourselIntroduction:

India is a Democratic Republic with a Parliamentary form of government which is
federal in structure with unitary features. There is a Council of Ministers with the Prime Minister
as its head to advice the President who is the congtitutional head of the country. Similarly in
states there is a Council of Ministers with Chief Minister as its head, who advices the Governor.
In this paper focus is on the Structure of State Government and Administration with specia
reference to Maharashtra. The course is designed to provide knowledge to the students about
formation of statein India, State Legidature, State executive and State judiciary.

Cour se Objectives:

1. The Courseintroduces and provides knowledge of State Government and Administration.
2. Tounderstand process of State Judiciary.

3. Toknow perceive Constitutional and Statutory Agencies.

Course Content: Periods Marks
Unit-1 Formation and reorganization of M aharashtra State. 10 15
Unit-2 State L egidlature. 15 15

a) Governor — Powers, Functions & Role.
b) Legidative Assembly (Vidhan Sabha) — Composition and Functions.
c) Legislative Council (Vidhan Parishad) — Composition and Functions.
Unit-3 State Executive 10 15
A) Chief Minister
B) Council of Ministers
C) State Secretariat

Unit-4 State Judiciary 10 15
High Court — Composition & Powers
Unit-5 Constitutional and Statutory Agencies 10 15

a) Maharashtra Public Service Commission
b) State Election Commission
c) State Women Commission



Suggested Reading

A WD

10.
11.
12.
13.
14.
15.
16.
17.

Jain Ashok, Government and Politics of Maharashtra

Kharkar & Veankar, Government of Maharashtra.

Maheshwari S.R., State Government in India, Mecmillan, New Delhi, 1982.

Government of India, Administrative Reforms Commission-11, 15" Report on State
Administration, New Delhi, 2009.

Khandelwal R.M., State level Plan Administration in India, RBSA Publishers, Jaipur,
1985.

Sapru R.K., Indian Administration, Kalyani Publishers, New Delhi, 2001.

Arora R.K., Goya Ragani, Indian Public administration, Wishwa Prakshan, New Delhi,
2009.

Padhi A.P., State Administration in India, Uppa Publication, New Delhi, 1998.
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SWAMI RAMANAND TEERTH MARATHWADA UNIVERSITY, NANDED
Public Administration
B.A. Second Y ear
Semester — 111
Skill Enhancement Course— |
Rural Development and Empower ment Programmes
(Effective from June — 2017)

Credits: 02 Periods: 45 Marks : 50

Course Introduction:

Rural development programmes are designed to facilitate a multi-faceted growth of the
rural poor people by extending the benefits of development to them. The main am of rura
development programmes is to improve the living standards of the people and providing them
opportunities. In the present era, various rural development programmes have been newly
defined by Prime Minister. This course designed to create awareness of rural development in the
students.

Course Objectives:
1. Tounderstand Rural Development and Empowerment.
2. Tostudy various Rural Development Programmes.
3. Tounderstand variousissuesin rural development programmes.
Course Content: Periods Marks
Unit-1 Meaning & Importance of Rural Development 15 20
1.Rura Development
2.Women Empowerment of rura area
3.Rural Employment
Unit-2 Rural Development Programme 15 20
1. Clean India Mission (Swachh Bharat Abhiyan)
2. MGNREGA (Mahatma Gandhi National Rural Employment Guarantee Act-2014)
3. Pradhan Mantri Awas Y ojana
4. Jalyoukt Shivar
Unit-3 Issuein Rural Development & Empower ment 15 10

1. Transparency and Accountability

2. Rura Migration

3. Lack of Effective Implication

Note: It isobligatory to conduct 45 Periodsin one semester for Skill Enhancement

Course, per week 3 periods, onefor theory and 2 for practical’s.



Internal Practical : (25 marks)
- Writea Assignment on Concept of Rural Development. 10 mark

- Concern teacher should take atest of total 05 mark

- Create two survey form (or) write short survey report on Rural Devel opment
Programme . 10 marks

External Practical Exam : (25 marks)

External practical exam is conducted by University at the end Semester. 25marks.

Suggested Reading

1.

10.

11.
12.
13.
14.
15.

Desal Vasant, Fundamental of Rural Development : A systems Approach, Himalaya
Publication, Bombay, 1991.

Hoja Rakesh, Administrative Interventions in Rural Development, Rawat Publication
Jaipur, 1987.

Sharma S.K. & Malhotra S.L., Integrated Rural Devel opment, Abhinav Prakashan, New
Delhi, 1977.

Prasad B.K., Rural Development: Concept, Approach and stategy, Sarup & Sons, New
Delhi, 2003

Rau S.K., Global Search Rural Development, NIRD, Hyderabad, 2001.
Maheshwari S.R., Rural Development in India, Sage Publication, New Delhi, 1985.

Singh Manohar, Rural Development Administration and Anti-Poverty Programmes, Deep
& Deep Publication, New Delhi, 1988

Swachh Bharat Abhiyan- www.swachhbharatabhiyan.in , www.swachhbharat.mygov.in

Pradhan Mantri Awas Y ojana— www.pmaymis.gov.in ,
www.pradhanmantriawasyojana.in , www.mhupa.gov.in

Jalyoukt Shivar — www.mrsac.maharashtra.gov.in , www.quora.com,
www.jalyouktshivar.com
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SWAMI RAMANAND TEERTH MARATHWADA UNIVERSITY, NANDED
Public Administration
B.A. Second Y ear
Semester — IV
Paper — VII
Office Administration
(Effective from June — 2017)

Credits: 03 Periods : 55 Marks: 75

Course Introduction:

Everyone knows what is meant by an *Office’ but very few are able to define it. Office
Administration is a part of general management. The man am of the paper Office
Administration is to introduce the process of the work method. What is role of head of the office
in office administration? How to keep safely and smoothly maintain office records &
environment.

Cour se Objectives:
1. To understand the meaning of Office Administration.
2. Tointroduce the Office Procedure and Method.
3. Toidentify various problemsin Office Administration.

Course Content: Periods Marks
Unit-1 Office Administration - Meaning, Importance & Functions 15 15
Unit-2 Office Environment 10 15

a) Office Lighting — Meaning and Importance
b) Noise Control - Meaning and Importance
C) Sanitation - Meaning and Importance

Unit-3 Office Procedur e and M ethod 10 15

a) Head of Institute — Qualities and Function
b) Establishment - Function
¢) Filing—Meaning and Method

Unit-4 Working of Office Administration 10 15
a) Manuas—Meaning and Type
b) Reporting — Type and Importance
c) Service Book — Objectives and Importance

Unit-5 Problems of Office Administration 10 15

a) Red tape— Meaning and Effects
b) Stress - Causes and Effects
c) Corruption - Causes and Effects

10



Suggested Reading

1. E. C. Eyre, Med, ACIS, Office Administration, Rupa Co. New Delhi, 1983.

2. Prof. Sahai, Modern Office Management, Kitab Mahal, Allahabd.

3. Arora S.P., Office Organisation and Management.

4, Pilla & Bagavathi, Office Organization and Management, S.Chand Company, New
Delhi.

5. Lokhandwala A.H., & Behere V.K, Office Management, Nirai Prakashan, Pune.
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SWAMI RAMANAND TEERTH MARATHWADA UNIVERSITY, NANDED
Public Administration
B.A. Second Y ear
Semester — IV
Paper —VI1I
District Administration
(Effective from June — 2017)

Credits: 03 Periods : 55 Marks: 75

Course I ntroduction:

The Present system of district administration owes its origin to the time of the Mauryan
Empire. But modern structure of district administration in India developed in Colonial Period
(1772). At that time was district administration established for collection of revenue. In the
present era, district is the basic territorial unit of administration in India. District administration
is the total functioning of Government in a district. In this paper stress is on providing
knowledge of district administration for the Students.

Cour se Objectives:

1. Toknow what is District Administration means.
2. Tounderstand Structure and function of various departments of District Administration.
3. To provide knowledge of the revenue system, Judiciary system and Police administration at

district level.
Cour se Content: Periods Marks
Unit-1 District Administration - Meaning & 10 15
Elements of District Administration
Unit-2 Law and Order - Principles and Agencies 10 15
Unit-3 District Revenue Administration 15 15

a) Digtrict Collector
b) Sub Divisiona Officer
c) Tahasildar
d) Talathi
Unit-4 District Judiciary 10 15
a. District and Session Court
b. Loknyayalaya
Unit-5 District Police Administration 10 15
a. District Superintendent of Police
b. Police Inspector
c. Police Ptil

12
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12.
13.
14.
15.
16.
17.
18.
19.

Khera S.S., District Administration, National, New Delhi, 1977

Jain R. B., District Administration, Indian Institute of Public Administration, 1980

Dayal Ishwar, Mathur Kuldeep & Battacharya M., District Administration, McMillan,
New Delhi, 1976

Misra S.C. Police Administration in India, National Police Academy, Mount Abu, 1972
Shrama P.D., Indian Police : A Development Approach, Delhi, 1971.

Shukla J.D., State and District Administration in India, 11PA,New Delhi

Sapru, R.K., Indian Administration, Kalyani Publishers, New Delhi, 2001.

Maheshwari S.R., State Government in India, Mcmillan, New Delhi, 1982.

Government of India, Administrative Reforms Commission-11, 15" Report on State
Administration, New Delhi, 2009.

Khandelwal R.M., State level Plan Administration in India, RBSA Publishers, Jaipur,
1985.

Arora R.K., Goya Ragani, Indian Public administration, Wishwa Prakshan, New Delhi,
2009.

Padhi A.P., State Administration in India, Uppal Publication, New Delhi, 1998.
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SWAMI RAMANAND TEERTH MARATHWADA UNIVERSITY, NANDED
Public Administration
B.A. Second Y ear
Semester — IV
Skill Enhancement Course—11
Application of E-Gover nance and E-Devicesin Administration
(Effective from June — 2017)

Credits: 02 Periods: 45 Marks : 50

CourseIntroduction:

The E-Governance is basically associated with carrying out the functions and achieving
the result of governance through the utilization of ICT (Information and Communications
Technology). World Bank explained the “E-Governance as the use by Government agencies of
information technology that have the ability to transform relations with citizens.” In India, main
trust for E-governance was provided by the launching of NICNET in 1987 by the national
satellite based computer network. It is established that E-Governance is the application of
information and Communication technology to transform the efficiency, effectiveness,
transparency and accountability in the government. The course mainly aims at creating new skill
in students for Application of E-Governance and Digital Devices in administrative service
delivery.

Cour se Objectives:

1. To familiarize the students with concept of E-Governance and digital technology in service

delivery.

2. Tounderstand how to use of E-Governance in various administrative departments.

3. Toknow the application of E-Governance and various i ssues.
Course Content: Periods Marks
Unit-1 E-Governance 15 20

1. E-Governance—Meaning and Importance

2. Digita Service Delivery Devices

3. Useof E-devicesin Higher Education

Unit-11 Application of E-Governance 15 20
1. E-Seva
2. E-Panchayat
3. E-Scholarship
4. Socia Networking Apps
Unit-111 Various Issuesin E-Governance 15 10

1. Lack of E-Literacy

2. People Participation

3. IT Security
Note: It isobligatory to conduct 45 Periodsin one semester for Skill Enhancement
Course, per week 3 periods, onefor theory and 2 for practical’s.

14



Internal Practical : (25 marks)
- Write an Assignment on Concept of E-Governance and E-Digital Devices. 10 mark
- Concern teacher should take atest of total 05 marks on above syllabus.

- Visitlocal Common Service Center (Setu Suvidha) and write a short report on how to
use E-Governance. 10 marks

External Practical Exam : (25 marks)

Externa practical exam is conducted by University at the end Semester. 25marks.

Suggested Reading

1.

Bhatnagar Subhash, E-Governance from Vision to Implimtaion, Sage Publication, New
Delhi, 2004.

Government of India National E-Governance Plan, www.Indian.gov.in

GuptaD.N., E-Governance: A Comprehensive Framework, New Century Publication,
Verlag, 2008.

Pardhasardhi Y ., E-Governance and Indian Society. Kanishka Prakashan, New
Delhi,2009.

SinhaR.P., E-Governancein India: Initiatives and Issues, Concept Publication, New
Delhi, 2006.
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