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DR. BABASAHEB AMBEDKAR MARATHWADA UNIVERSITY,
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Revised Syllabus of
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Semester-IIT"? & IV*"
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PA-1011

PA-1012

PA-1013

PA-1014

PA-1015

PA-1016

PA-1017

PA-1018

SEMESTER - III
- Paper — IX - Administrative Thinkers
- Paper — X - Rural Development Administrtion in India
- Paper — XI - Office Management
- Paper — XII - Public Policy
Or

Paper — XII - International Administration

SEMESTER - IV
- Paper — XIII - Management Thinkers
- Paper — XIV - Rural Development Administrtion in India
- Paper — XV - Office Management
- Paper — XVI - Public Policy

Or
Paper — XVI - International Administration
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DR. BABASAHEB AMBEDKAR MARATHWADA UNIVERSITY,
AURANGABAD.

PUBLIC ADMINISTRATION

Revised Syllabus of
M.A. Second Year

Semester-III*
(Effective from : June 2010-11)
SEMESTER - III
PA-1011 - Paper — IX - Administrative Thinkers
PA-1012 - Paper — X - Rural Development Administrtion in India
PA-1013 - Paper — XI - Office Management
PA-1014 - Paper — XII - Public Policy
Or

Paper — XII - International Administration
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DR. BABASAHEB AMBEDKAR MARATHWADA UNIVERSITY,
AURANGABAD.

Structure of Courses in Public Administration
M.A. Second Year

Semester-III

(Effective from : June 2010-11)

Paper Paper | Title of Paper | Credits Marks
Code. No No. Internal Term and | Total
Assessment | Examination
PA-1011 IX Administrative 04 20 30 50
Thinkers
PA-1012 X Rural 04 20 30 50
Development
Administration
in India
PA-1013 XI Office 04 20 30 50
Management
PA-1014 XII Public Policy 04 20 30 50
OR
XII International 04 20 30 50
Administration
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Public Administration
M.A. Second Year
Semester-IIT¢
(Effective from : June 2010-11)

PA-1011 Paper- IX Administrative Thinkers

Periods
1.  Paul Appleby : a) Views on Public Administration 15
b) Decentralised Democracy
c) Views on Indian Administration
2. Mahatma Gandhi: a) Concept of Rural Development 15
b) Concept of Swadeshi
c) Concept of Trustteeship
3. Luther Gullick : a) Principles of Organisation 15
b) Theory of Departmentalisation
c) Views on Public Administration
4. Woodrow Wilson : a) Views on Administration & Politics 15

b) Comparative Administration

c) Public Opinion
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Reference /Recommended Books :-

1. S.R. Meheshwari

H.R. Mukhi
Ravindra Prasad
& Others

4. S.P. Naidu

5. Sum Sun Nisali

6. 1. S&HUT BIdTUe

7. SLUY.SLRRYE,

IANCERCIRIRCAC RIS

8. Mgl favrad

Administrative Thinkers
Macmillan India Ltd. Mumbai-
1998

Administrative Thinkers

Administrative Thinkers.

Public Administration Concepts
and Theories

Eminent Administrative Thinkers-
Acossiated Publising House, New
Delhi-1984

faqTea erdablcilel Uiy faaRdd-

e gerE- A, Q004.
PNIRCINRCEIRER]

AT IR 9ee, IRIMEE-2003.
PNIREIRRCEINGY
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Public Administration
M.A. Second Year
Semester-IIT¢
(Effective from : June 2010-11)

PA-1012 Paper — X - Rural Development Administration In India

Periods
1.  Rural Development Administration : 15
Meaning, Nature, Scope & Importance
2.  Approaches to rural Development 15
a) Community Development Programme
b) Integrated Development
c) Area Development
3. Role of Panchayat Raj Institutions in Rural Development : 15
4.  Organisation for rural Development : 15

a) Rural Development Department in
Central Government

b) Rural Development Department in
Maharashtra.

c) District Planning Committee
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Reference/ Recommended Books :-

1.

10.

11.
12.
13.

14.
15.

Durgesh Nandini

P.W. Purushottam/

M.Karamatullah

C.M. Vijay
IR RIS NI
SLAAPIR 8
U1.91.9. 91T

NGRS SIS

NG ICISE N
SIRIGIRSINI

1. gerHoll d ¢
HRT EYBR Yo7
[EEANERISE)
1.7 ). araweft

UL.P .IR.ET

RAEU-

S1.79.3.RR4Ae 9 ur.eATs -

CIEEISEEICE]

Rural Development Administration
Rawat Publication, New Delhi.
Development Administration,

A Rural Perspective,

Kanishka Publishing House,
Delhi-1993

Rural Development in India

UATId RTST U AT fadr

afecy ufesrer¥ {1 -Q000

EEaRICRNINE

e epTer ATYR- 988K,

TgTd IS B, BRIGT G Jror1-
3TJ&e YT, Yul-2000

GeTRId TS BRYR JATIOT JTSTAT.
T yem

It a g arfior e
IO RERISTR TSl

e gemad

e gemad

I faerardt feem sfor damad 1S gemad
Ie&T-gol.

YRATd el AT RIS HRAT

®Eg G IS AT fApmTarear Ao ARy
. feaTerd, gul-3000.
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Public Administration
M.A. Second Year
Semester-IIT¢
(Effective from : June 2010-11)

PA-1013 - Paper - XI - Office Management

Periods
1.  Office and Office Management : 15

a) Meaning, Importance & functions of office
b) Meanig, & functions of office management
c) Role of Office Manager

2.  Office Organisation : 15
a) Meaning & Importance of Office Organisation
b) Principles of Office Organisation

3. Office Accomodation : 15
a) Importance of Office Accomodation
b) Location, Layout and furniture
c) Working conditions — Lighting,
Ventilation, Security, Cleaness and
Sanitation, office Machines

4.  Office Systems and Procedures : 15
a) Meaning and Objects of office system
b) Advantages of office system
c) Flow of work

d) Office Procedures
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-10 -

Reference/ Recommended Books :

e A L

11.

12.

13.

14.

K.K. Sharma

Prashant K. Ghosh

Berry J.
Neuner and Kippling:
R.A.Chopra

Devis and Stelson

Govt. Of Maharashtra :

S.P.Arora
R foe

SL.YHTAR QI

SR ENIESCRIICRSIRER

MR T STBHY

UL.9Y g UL.AHBHY

UL.GLT. Bed

Modern office Management —
Mangal Deep Publication, Jaipur
Office Management-Sultan
Chand & Sons Publishers,

New Delhi-1980

Developments in Office Management
Modern Office Management

Office Administration Management
Office Administration

Guidelines of Office Administration

Office Organization and Management

PRI yay -

feATerar Ul 8o, Jag-9’]2.
BT FARATY JATIOT FIRAA-

fiu@IqR 3ive & .gfeererd, YR

HTATTT FIRATYT -

FRTEll YepTe, gul-988%

qIOTST HRf gegeht ST Brafery ravemy=-
faerm gepTe, ANTIR-98%¢

BT ALY 30T IR - & HI90
YehTeM, TRTYR-9R( 3.
BIITTT GATAT

10
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Public Administration
M.A. Second Year
Semester-IIT¢
(Effective from : June 2010-11)

PA-1014 - Paper - XII - Public Policy

Periods
1.  Public Policy : 25
a) Meaning, Nature, Objectives &
Significance of Public Policy
b) Types of Public Policy
c) Stages in Public Policy Process
2.  Policy Making Process : 35

a) Contextual Setting of Policy making

b) Characteristics of public policy making

c) Institutional arrangement for policy
making, legislature, Executive, Judiciary,
Bureaucracy, voluntary/Non Governmental
Organisation, Political Parties, Pressure Groups
& Mass Media.

d) Public Opinion and Public Policy Making.

e) Contraints in Public Policy Making.

11
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Reference/ Recommended Books:

1.

o

© ® N o

Anderson James

Woll Peter
Brewer G.and
Declen p

Harold Lass Well
Learner D.

& Hasswell H.
Bimal Jalan
Charles Lindblom
Thomas Dye
R.K. Sapru
Hogwood B.

& Ptersquy

Public Policy making, New Delhi-
1925.

Public Policy, Cambridge-1974.
The Foundation of Public Policy
analisis, Attalantic, New Delhi.
Preview of Policy Science

The Policy Science.

Essays in Development Policy
Policy Making Process
Understanding Public Policy
Public Policy

Policy Dynamics wheat sheaf (UK)

12
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Public Administration
M.A. Second Year
Semester-IIT¢
(Effective from : June 2010-11)

PA-1014 - Paper - XII (OR) - International Administration

Periods
1. International Administration : 15
a) Meaning, Nature, Scop of International
Administration.
b)Importantance of International
Administration.
2. League of Nations : 15
a) Objectives and Organisation
b) Functions and causes of failure
3.  United Nations Organisation : 15
a) Formation & Basic Principles of UNO
b) Aim & Objectives of UNO
4. U.N.O. : Structure and Functions 15

a) General Assembly
b) Security Council
c) Economic and Social Council

d) International Court of Justice

13
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Reference/ Recommended Books:

1.

10.

Rumki Basu

Hoshiyar Sing

G.J.Mangone

Goodrich L.N.and
Hambro E

Hogen Willard and

Walters

Stephon Goodspeed :

Young T.C.

Hill Norman

Personnel Administration in
United Nations — Sterling-1989
International Civil Service -
Sterling-1975

A Short History of International
Organization-New York -1964
The Charter of the United
Nations, Commentary and
Documents-1949

A History of League of Nations-
Londno-1952

Nature and Functions of
International Organization-

New York-1967

International Civil Service
Principles and Problems

International Administration

Royal Institute of International Affairs — The International

21413 TeheeT o
SLHTRAR

Secretariat iof future.

QooR.

14
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DR. BABASAHEB AMBEDKAR MARATHWADA UNIVERSITY,
AURANGABAD.

PUBLIC ADMINISTRATION

Revised Syllabus of
M.A. Second Year

Semester - IV
(Effective from : June 2010-11)

SEMESTER - IV
PA-1015 - Paper — XIII - Management Thinkers
PA-1016 - Paper — XIV - Rural Development Administrtion
In India
PA-1017 - Paper — XV - Office Management
PA-1018 - Paper — XVI - Public Policy

Or
Paper — XVI - International Administration
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DR. BABASAHEB AMBEDKAR MARATHWADA UNIVERSITY,
AURANGABAD.

Structure of Courses in Public Administration
M.A. Second Year

Semester-IVt?

(Effective from : June 2010-11)

Paper Paper Title of Paper Credits Marks
Code. No No. Internal Term and Total
Assessment | Examination
PA-1015 XIII Management 04 20 30 50
Thinkers

PA-1016 XIV | Rural Development 04 20 30 50

Administration in
India
PA-1017 XV Office Management 04 20 30 50
PA-1018 XVI Public Policy 04 20 30 50
OR

XVI International 04 20 30 50

Administration

16
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Public Administration
M.A. Second Year
Semester-IV™"
(Effective from : June 2010-11)

PA-1015 - Paper - XIII - Management Thinkers

Periods
1. Lyndoll F. Urwick : Organization and Management 12
2.  Frederick Herzberg: i) Hygine Theory 12
ii) Views on Motivation and
Job-Enrichment
3. Abraham Maslow :1i) Theory of Motivation 12
ii) Hierarchy of Needs
4.  Douglas Mc Gregor : i) Views Regarding Management 12
ii) Theory x and Theory y
5.  Chris Argyris : i)Organizational theory — fusion model 12

ii) Immaturity — Maturity Theory

17



M.A. Public Admn. Second year

-18 -

Reference/Recommended Books :-

1.

10.

11.

12.

13.
14.

Sum Sun Nisa Ali -

S.R. Meheshwari -

Ravindra Prasad -

Mukhi -
M.L. Mishra -

aR.A SR T iy T -

oY, Wy <eh -

sft.@ig1 fexmad -
1. S&HUT BIdTUe -

FIASIAGCACRIN AR -
... RRae 9 -

U.aIe g UT.eATS

CCCARIEI -

SIS NENEREEEIN -

.. IR -

Eminent Administrative Thinkers
Associated Publishing House,

New Delhi- 1984

Administrative Thinkers

Macmillan India Ltd. Mumbai-1998
Administrative Thinkers & Others
Administrative Thinkers

Contemparary Management Thinkers

NG foaR®

NE qf-s\mqogp-ﬂ, ST - o0y

UII® fdaR®

IR E1.UH.T. UfecTdherd, SRIYR-R00¢.

ENINEIREECINGY

UTeEETRT AT AR RIS [remed
fRie gepTerd- Figs - Q004

U faamed

BT YT, ARIMMENE - 2000
PNIREINRCEIRER]

AT UfetRIT aee, SfRTETg-Q003.
Dlfeed & YRS faaR

fliedal SgR - ’]¢

ENINEIUACEIRCR]

U UMD faamdd

faen gea yerer - JIRTMMETE -200¢,
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Public Administration
M.A. Second Year
Semester-IV™"
(Effective from : June 2010-11)

PA-1016 - Paper — XIV - Rural Development Administration in India

1.

Periods

Agencies and Programmes for Rural Development 15
in Central Government
a) District Rural Development Agency
b) Programmes :
i) Indira Awas Yojna
ii)Swarna Jayanti Gram Swarojagar Yojna
iii) Pradhan Mantri Gram Sadak Yojna
iv) Mahatma Gandhi National Employment
Guarantee Scheme
Programme and Schemes at State Govt.Of Maharashtra : 15
i) Maharashtra Employment Guarantee Scheme
ii) Jalsandharan and Jal Swarajya Project
iii) Gram Swachhata Abhiyan
iv) Social Foresty
Role of Various Agencies and Institutions : 15
i) District Central Co-operative Bank
ii) National Agricultural Bank and Rural
Development
iii) Co-operative Sugar Factories
iv) Voluntary Organisations
v) Rural Banks
Problems and Prospectus : 15
A) Problems — i) Finance
ii) Information
iii) Personnel
iv) Local Politics & Political Parties
B) Prospectus — i) Relegansidhi Project

19
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-20-

Reference /| Recommended Books :-

1.

2.

Durgesh Nandini

P.W. Purushottam/
M.Karamatullah

C.M. Vijay
IR IS RG]
SLAASHAR 8
U1.91.9.971e T

Y. FAIST AT

sft. o SfedR
SIRIGIRSIE!

1. gerHoll d ¢
HRA ARBR 0T
CEASRGEIGE

1. T argeely
L. & .3TR.ET

T o

S1.T9.3L.RRYe 9 urL.dAe -

CIKEISEEICE]

Rural Development Administration
Rawat Publication, New Delhi.
Development Administration,
A Rural Perspective

Kanishka Publishing House,
Delhi-1993

Rural Development in India
TETg ST gd grHior faera

arfeey afeerer¥ dMT -Q000
EEIRICRENINE

faem gehrer ATTgR-9]<R.

eI ’TST 61, BIIGT d ATSTI-

ST THIE, FOI-000

UITIel RIS BIRHR JATIOT ATSTI.

faera gemas

dfeprre ac @ arHior faerd

USRI CRIRISTIR TSI

ICEARRCEULR]

famrT gemaA

I et feem snfor damad o1 yemad
Ie&T-gol.

HRANA RS RIS G

PG g ST AT fIBTATRr AreTr AR
. YfeeTerd, gul-3000.
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Public Administration
M.A. Second Year
Semester-IV™"
(Effective from : June 2010-11)

PA-1017- Paper — XV - Office Management

Periods
1. Office Communication: a) Internal and External, 15
correspondance & mail handling.
b) Inward and Outward mails, Mechnical
mail service, computer network.
2.  Office Forms : a) Meaning, Importance & 15
Types of forms
b) Design of forms — importance &
principles
c) Forms Control
3.  Office Files, Record & Reports : Filing, Classification of files, 15
Essential of good filling system. Methods of
filling, Record Management & Record Keeping,
Indexing Office Stationary, Stores and Supply,
Office Report, Report writting.

21
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4.  Office Management Improvement :

a) Need and Importance of office
management improvement .

b) Techniques of office management
Improvement.

c) Organisation Analysis, Job Analysism, O &
M, work measurement and standard,
Lakhina Pattern.

Reference /Recommended Books :

1. K.K. Sharma : Modern office Management —
Mangal Deep Publication, Jaipur
2. Prashant K. Ghosh : Office Management-Sultan

Chand & Sons Publishers,
New Delhi-1980

3. BerryJ. : Developments in Office
Management

4.  Neuner and Kippling: Modern Office Management

5. R.A.Chopra : Office Administration

Management

6. Devis and Stelson Office Administration

7. Govt. Of Maharashtra: Guidelines of Office
Administration

8. S.P.Arora : Office Organization and
Management

9. Waf¥E e . Prafey Uee -

femTerar ufeaa¥T Bred, Jag-a’]2.

10. SLU9THR ST ; BRI FGRATY ATV TR
fiu@IqR 3ive & .gfeererd, YR
11. Si92w gasull g elLfqaml :  Sralay g -
RIS UehTer, gur-9]R

12. SR 9 SUBHY : TS BT Ueacd! 3T Braferyl SIaeIy=-
fderm gepte, ANTYR-98%¢

13. UL.9Y T UL.ISSHR : HTATAI IRATY 3T TAIIER 5
i1 HIIST YT, ARTYR-9R¢3.

14. uw.aLd. vs® : BT TR

22
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Public Administration
M.A. Second Year
Semester-IV™"
(Effective from : June 2010-11)

PA-1018- Paper — XVI - Public Policy

Periods
1.  Policy Implementation : 1) Importance of Policy 15

Implementation.
ii) Role of Political Executive &
Bureaucracy.
iii) Stages in Policy Implementation
iv) Monitoring of Policy Implementation.
v) Policy Education
vi) Citizens Participation in Policy
Implementation
2.  Policy Evaluation : i) Objectives of Public Policy 15
ii) Time & cost factors
iii) Qualitative and Quantitative
methods of Policy Evaluation.
iv) Problems in Policy Evaluation.
3. Policy Analysis : i) Importance and Objectives 15
ii) Behavioural and systems
Approaches to Policy Analysis.
4.  Public Policy Process in India : 15

23
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Reference/Recommended Books:

1.

o

© % N o

Anderson James

Woll Peter
Brewer G.and
Declen p

Harold Lass Well
Learner D.

& Hasswell H.
Bimal Jalan
Charles Lindblom
Thomas Dye
R.K. Sapru
Hogwood B.

& Ptersquy

Public Policy making, New Delhi-
1925.

Public Policy, Cambridge-1974.
The Foundation of Public Policy
analisis, Attalantic, New Delhi.
Preview of Policy Science

The Policy Science.

Essays in Development Policy
Policy Making Process
Understanding Public Policy
Public Policy

Policy Dynamics wheat sheaf (UK)

24
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Public Administration
M.A. Second Year
Semester-IV™"
(Effective from : June 2010-11)

PA-1018 Paper — XVI(OR)- International Administration

Periods
1.  Specialized Agencies : UNESCO, UNICEF, WHO, ILO, 12
International Bank & IMF.
2. UNO Secretariat : i) Organization and functions 12
ii) Secretary General : Power,
functions & Role
3. International Civil Services :  a) Features 12
b) Problems and Prospects
4.  Administration of Socio-Economic Cooperation, 12
functional Internationalism Technical Assistance.
5.  Problems and Prospects of the U.N.O. 12

25



M.A. Public Admn. Second year

Reference/ Recommended Books:

1.

10.

Rumki Basu

Hoshiyar Sing

G.J.Mangone

Goodrich L.N.and
Hambro E

Hogen Willard and

Walters

Stephon Goodspeed :

Young T.C.

Hill Norman

Personnel Administration in
United Nations — Sterling-1989
International Civil Service -
Sterling-1975

A Short History of International
Organization-New York -1964
The Charter of the United
Nations, Commentary and
Documents-1949

A History of League of Nations-
Londno-1952

Nature and Functions of
International Organization-

New York-1967

International Civil Service
Principles and Problems

International Administration

Royal Institute of International Affairs — The International

21 Y. . Teha T of
EUCaNEIN

Secretariat iof future.

RooRk.
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