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DR. BABASAHEB AMBEDKAR MARATHWADA UNIVERSITY, 
AURANGABAD. 

 
PUBLIC ADMINISTRATION 

 
Revised Syllabus of 
M.A. Second Year 

 
Semester-IIIrd & IVth 

(Effective from : June 2011) 
 
 

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 

 
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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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-IIIrd 

 
(Effective from : June 2010-11) 

 

 
 

Marks Paper 
Code. No 

Paper 
No. 

Title of Paper Credits 

Internal 
Assessment 

Term and 
Examination 

Total 

PA-1011 IX Administrative 

Thinkers 

04 20 30 50 

PA-1012 X Rural 

Development 

Administration 

in India 

04 20 30 50 

PA-1013 XI Office 

Management 

04 20 30 50 

PA-1014 XII Public Policy 04 20 30 50 

OR 

 XII International 

Administration 

04 20 30 50 



M.A. Public Admn. Second year - 5 - 

5 
 

 

Public Administration 
M.A. Second Year 

Semester-IIIrd 
 (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 - Administrative Thinkers 

      Macmillan India Ltd. Mumbai-  

      1998  

2. H.R. Mukhi  - Administrative Thinkers   

3. Ravindra Prasad  –  Administrative Thinkers. 

& Others 

4. S.P. Naidu  - Public Administration Concepts  

      and Theories 

5. Sum Sun Nisali  - Eminent Administrative Thinkers- 

      Acossiated Publising House, New  

      Delhi-1984 

6. ¯ÖÏÖ.»Ö�´Ö�Ö 
úÖêŸÖÖ¯Ö»»Öê  - ×¾ÖÃÖÖ¾µÖÖ ¿ÖŸÖ
úÖŸÖß»Ö ¯ÖÏ¿ÖÖÃÖ
úßµÖ ×¾Ö“ÖÖ¸ü¾ÖÓŸÖ-  

      ×−Ö´ÖÔ»Ö ¯ÖÏ
úÖ¿Ö−Ö- −ÖÖÓ¤üêü›ü, 2005. 

7. ›üÖò.‹ÃÖ.™üß.×ÃÖ¸üÃÖÖ™ü,   - ¯ÖÏ¿ÖÖÃÖ
úßµÖ ×¾Ö“ÖÖ¸ü¾ÖÓŸÖ 

 ¯ÖÏÖ.×•ÖŸÖêë¦ü ¾ÖÖÃÖ×−Ö
ú ¾Ö ¯ÖÏÖ.²Öî−ÖÖ›üêü  –ÖÖ−ÖÃÖ×´Ö¬ÖÖ ¯ÖÛ²»ÖØÃÖ-Ö ¾Ö»›üÔü, †Öî̧ üÓü-ÖÖ²ÖÖ¤ü-2003. 

8. ÁÖß.“ÖÓü¦üÖ ×Æü̧ üÖ¾ÖŸÖ   - ¯ÖÏ¿ÖÖÃÖ
úßµÖ ×¾Ö“ÖÖ¸üü
ú 
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Public Administration 
M.A. Second Year 

Semester-IIIrd 
 (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. Durgesh Nandini - Rural Development Administration 

Rawat Publication, New Delhi. 

2. P.W. Purushottam/ - Development Administration,   

 M.Karamatullah   A Rural Perspective,   

Kanishka Publishing House,  

Delhi-1993  

3. C.M. Vijay   - Rural Development in India 

4. ›üÖò.ÁÖß−ÖÖ£Ö ¿Ö´ÖÖÔ ‹¾ÖÓ   - ¯ÖÓ“ÖÖµÖŸÖ ¸üÖ•Ö ‹¾ÖÓ -ÖÏÖ´Öß�Ö ×¾Ö
úÖÃÖ  

›üÖò.´Ö−ÖÖê•Ö
ãú´ÖÖ¸ü ØÃÖÆü   †×¤üŸµÖ ¯ÖÛ²»Ö¿ÖÃÖÔ ²Öß−ÖÖ -2000 

5. ¯ÖÏÖ.¾ÖÖ.²Ö.¯ÖÖ™üß»Ö   - ×¾Ö
úÖÃÖÖ“Öê ¯ÖÏ¿ÖÖÃÖ−Ö  

×¾ÖüªÖ ¯ÖÏ
úÖ¿Ö−Ö −ÖÖ-Ö¯Öã̧ ü-1999. 

6. ÁÖß. ´Ö−ÖÖê•Ö †Ö¾Öôûêûüü  - ¯ÖÓ“ÖÖµÖŸÖ ¸üÖ•Ö 
úÖµÖÔ,
úÖµÖ¤üÖ ¾Ö µÖÖê•Ö−ÖÖ- 

†−Öã²ÖÓ¬Ö ¯ÖÏ
úÖ¿Ö−Ö, ¯Öã�Öê-2000 

7. ÁÖß.¿ÖÖ´Ö ¤üÖîÓ›ü
ú¸ü  - ¯ÖÓ“ÖÖµÖŸÖ ¸üÖ•Ö 
úÖ¸ü³ÖÖ¸ü †Ö×�Ö µÖÖê•Ö−ÖÖ. 

8. ›üÖò.¯ÖÏßŸÖß •ÖÖê¿Öß   - ×¾Ö
úÖÃÖ ¯ÖÏ¿ÖÖÃÖ−Ö 

9. ¯ÖÏÖ.
úã»Ö
ú�Öá ¾Ö ¬ÖãŸÖ  - ²ÖòØ
ú-Ö“Öß ŸÖŸ¾Öê ¾Ö -ÖÏÖ´Öß�Ö ×¾Ö
úÖÃÖ  

10. ³ÖÖ¸üŸÖ ÃÖ¸ü
úÖ¸ü -ÖÏÖ´Öß�Ö   - Ã¾Ö�ÖÔ•ÖµÖÓŸÖß Ã¾ÖµÖÓ̧ üÖê•Ö-ÖÖ¸ü µÖÖê•Ö−ÖÖ 

×¾Ö
úÖÃÖ ´ÖÓ¡ÖÖ»ÖµÖ 

11. ›üÖò.‹.¯Öß.†¾ÖÃ£Ößûüü  - ×¾Ö
úÖÃÖ ¯ÖÏ¿ÖÖÃÖ−Ö 

12. ¯ÖÏÖ.
úêú.†Ö¸ü.²ÖÓ-Öûüü   - ×¾Ö
úÖÃÖ ¯ÖÏ¿ÖÖÃÖ−Ö 

13. µÖ¿Ö¤üÖ ¯Öã�Öêüü   - -ÖÏÖ´Ö ×¾Ö
úÖÃÖÖ“Öß ×¤ü¿ÖÖ †Ö×�Ö ¯ÖÓ“ÖÖµÖŸÖ ¸üÖ•Ö ¯ÖÏ¿ÖÖÃÖ−Ö  

      µÖ¿Ö¤üÖ-¯Öã�Öê. 

14. ›üÖò.‹ÃÖ.™üß.×ÃÖ¸üÃÖÖ™ü ¾Ö ¯ÖÏÖ.²Öî−ÖÖ›üêü  - ³ÖÖ¸üŸÖÖŸÖß»Ö Ã£ÖÖ×−Ö
ú Ã¾Ö¸üÖ•µÖ ÃÖÓÃ£ÖÖ 

15. ÁÖß.´Ö−ÖÖê•Ö ¯ÖÖ™üß»Ö  - 
êúÓ¦ ¾Ö ¸üÖ•µÖ ¿ÖÖÃÖ−ÖÖ“µÖÖ ×¾Ö
úÖÃÖÖ“µÖÖü µÖÖê•Ö−ÖÖ “ÖÖî¬Ö¸üß  

      
îú.ú¯Ö×²»Ö¿ÖÃÖÔ, ¯Öã�Öê-2007. 
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Public Administration 
M.A. Second Year 

Semester-IIIrd 
 (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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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. Berry J.   : 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. −Ö¸üêüëüü¦üØÃÖÆü ×²ÖÃ™ü   : 
úÖµÖÖÔ»ÖµÖ ¯ÖÏ²ÖÓ¬Ö -  

×Æü´ÖÖ»ÖµÖÖ ¯ÖÛ²»ÖØÃÖ-Ö ÆüÖ‰úÃÖ, ´ÖãÓ²Ö‡Ô-1992. 

10. ›üÖò.¯ÖÏ³ÖÖ
ú¸ü ¤üêü¿Ö´Öã@Ö  : 
úÖµÖÖÔ»ÖµÖ ¾µÖ¾ÖÃ£ÖÖ¯Ö−Ö †Ö×�Ö ¯ÖÏ¿ÖÖÃÖ−Ö- 

Ø¯Ö¯ÖôûÖ¯Öã̧ üêü †ò�›ü 
úêú.¯ÖÛ²»Ö¿ÖÃÖÔ, −ÖÖ-Ö¯Öæ̧ ü 

11. ›üÖò.´ÖÆüêü¿Ö 
úã»Ö
ú�Öá ¾Ö ›üÖò.×²ÖµÖÖ�Öß : 
úÖµÖÖÔ»ÖµÖ ¾µÖ¾ÖÃ£ÖÖ¯Ö−Ö -  

×−Ö¸üÖ»Öß ¯ÖÏ
úÖ¿Ö−Ö,¯Öã�Öê-1999 

12. ÁÖß.@Ö¸üêü ¾Ö ˆ@Öôû
ú¸ü  : ¾ÖÖ×�Ö•µÖ 
úÖµÖÔ ¯Ö¬¤üŸÖß †Ö×�Ö 
úÖµÖÖÔ»ÖµÖ ¾µÖ¾ÖÃ£ÖÖ¯Ö−Ö-  

      ×¾ÖªÖ ¯ÖÏ
úÖ¿Ö−Ö, −ÖÖ-Ö¯Öæ̧ ü-1998 

13. ¯ÖÏÖ.´Öê‘Öê ¾Ö ¯ÖÏÖ.µÖê‰úôû
ú¸ü  : 
úÖµÖÖÔ»ÖµÖ ¾µÖ¾ÖÃ£ÖÖ¯Ö−Ö †Ö×�Ö ¯Ö¡Ö¾µÖ¾ÖÆüÖ¸ü - ÁÖß ´ÖÓ-Öê¿Ö  

      ¯ÖÏ
úÖ¿Ö−Ö, −ÖÖ-Ö¯Öæ̧ ü-1983.  

14. ¯ÖÏÖ.ÃÖß.¯Öß. ±ú›ü
úêú  : 
úÖµÖÖÔ»ÖµÖ ¯ÖÏ¿ÖÖÃÖ−Ö 
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Public Administration 
M.A. Second Year 

Semester-IIIrd 
 (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. 
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Reference/ Recommended Books: 

1. Anderson James - Public Policy making, New Delhi- 

      1925.  

2. Woll Peter   - Public Policy, Cambridge-1974. 

3. Brewer G.and   - The Foundation of Public Policy 

Declen p    analisis, Attalantic, New Delhi. 

4. Harold Lass Well - Preview of Policy Science 

5. Learner D.   - The Policy Science. 

& Hasswell H. 

6. Bimal Jalan  - Essays in Development Policy 

7. Charles Lindblom - Policy Making Process 

8. Thomas Dye  - Understanding Public Policy 

9. R.K. Sapru  - Public Policy 

10. Hogwood B.   - Policy Dynamics wheat sheaf (UK) 

& Ptersquy 
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Public Administration 
M.A. Second Year 

Semester-IIIrd 
 (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 
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Reference/ Recommended Books: 

1. Rumki Basu  : Personnel Administration in  

     United Nations – Sterling-1989 

2. Hoshiyar Sing  : International Civil Service - 

     Sterling-1975 

3. G.J.Mangone  : A Short History of International 

     Organization-New York -1964 

4. Goodrich L.N.and : The Charter of the United  

Hambro E    Nations, Commentary and  

     Documents-1949 

5. Hogen Willard and  : A History of League of Nations-

Walters    Londno-1952 

6. Stephon Goodspeed : Nature and Functions of   

     International Organization- 

     New York-1967 

7. Young T.C.  : International Civil Service  

     Principles and Problems 

8. Hill Norman  : International Administration 

9. Royal Institute of International Affairs – The International 

     Secretariat iof future. 

10. ›üÖòò.¯Öß.�êú.‹�Óú²Öê�ú¸ü ¾Ö  : †ÖÓŸÖ¸ü¸üÖÂ™ÒüßµÖ ¯ÖÏ¿ÖÖÃÖ−Ö - †Öê´ÖÃÖÖ‡Ô ¯ÖÏ�úÖ¿Ö−Ö, ¤êü"Ö»Öæ¸ü- 

 ›üÖò.�ú¢Öã¸ü¾ÖÖ¸    2009. 

 ü     
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AURANGABAD. 

 
PUBLIC ADMINISTRATION 

 
Revised Syllabus of 
M.A. Second Year 

 
Semester - IVth 

(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-IVth 

 
(Effective from : June 2010-11) 

 

 
 

Marks Paper 
Code. No 

Paper 
No. 

Title of Paper Credits 

Internal 
Assessment 

Term and 
Examination 

Total 

PA-1015 XIII Management 

Thinkers 

04 20 30 50 

PA-1016 XIV Rural Development 

Administration in 

India 

04 20 30 50 

PA-1017 XV Office Management 04 20 30 50 

PA-1018 XVI Public Policy 04 20 30 50 

OR 

 XVI International 

Administration 

04 20 30 

 

50 
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Public Administration 
M.A. Second Year 

Semester-IVth 
 (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 : i) 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 
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Reference/Recommended Books :- 

1. Sum Sun Nisa Ali - Eminent Administrative Thinkers 

      Associated Publishing House,   

      New Delhi- 1984 

2. S.R. Meheshwari - Administrative Thinkers 

      Macmillan India Ltd. Mumbai-1998  

3. Ravindra Prasad  –  Administrative Thinkers & Others  

4. Mukhi   - Administrative Thinkers 

5. M.L. Mishra  - Contemparary Management Thinkers 

6. †Ö¸ü.¯Öß.•ÖÖê¿Öß ‹¾ÖÓ †Ó•Öæ ¯ÖÖ¸üß
ú - ¯ÖÏ¿ÖÖÃÖ
úßµÖ ×¾Ö“ÖÖ¸üü
ú 

      ¸üÖ¾ÖŸÖ ¯ÖÛ²»Ö
êú¿Ö−ÃÖ, •ÖµÖ¯Öã̧ ü - 2005  

7. ÁÖß. −Ö¸üêüëüü¦ü •ÖÖê¿Öß   - ¯ÖÏ¿ÖÖÃÖ×−Ö
ú ×¾Ö“ÖÖ¸üü
ú 

      †Ö¸ü.²Öß.‹ÃÖ.‹. ¯ÖÛ²»Ö
êú¿ÖÃÖÔ, •ÖµÖ¯Öã̧ ü-2008. 

8. ÁÖß.“ÖÓü¦üÖ ×Æü̧ üÖ¾ÖŸÖ   - ¯ÖÏ¿ÖÖÃÖ
úßµÖ ×¾Ö“ÖÖ¸üü
ú 

9. ¯ÖÏÖ.»Ö�´Ö�Ö 
úÖêŸÖÖ¯Ö»»Öê  - ¯ÖÖÛ¿“Ö´ÖÖŸµÖ †Ö×�Ö ³ÖÖ¸üŸÖßµÖ ¯Ö¿ÖÖÃÖ
úßµÖ ×¾Ö“ÖÖ¾ÖÓŸÖ 

      ×−Ö´ÖÔ»Ö ¯ÖÏ
úÖ¿Ö−Ö- −ÖÖÓ¤üêü›ü - 2005 

10. ¯ÖÏÖ.•Öß.‹“Ö.×²Ö¸üÖ•Ö¤üÖ¸ü  - ¯ÖÏ¿ÖÖÃÖ
úßµÖ ×¾Ö“ÖÖ¸ü¾ÖÓŸÖ 

      
úî»ÖÖÃÖ ¯ÖÏ
úÖ¿Ö−Ö, †Öî̧ üÓü-ÖÖ²ÖÖ¤ü - 2000 

11. ›üÖò.‹ÃÖ.™üß.×ÃÖ¸üÃÖÖ™ü ¾Ö   - ¯ÖÏ¿ÖÖÃÖ
úßµÖ ×¾Ö“ÖÖ¸ü¾ÖÓŸÖ 

 ¯ÖÏÖ.¾ÖÖÃÖ×−Ö
ú ¾Ö ¯ÖÏÖ.²Öî−ÖÖ›üêü  –ÖÖ−ÖÃÖ×´Ö¬ÖÖ ¯ÖÛ²»ÖØÃÖ-Ö ¾Ö»›üÔü, †Öî̧ üÓü-ÖÖ²ÖÖ¤ü-2003. 

12. ¤üêü¾Ö
úÖÓŸÖÖ ¿Ö´ÖÖÔ   - 
úÖî×™ü»µÖ 
êúú ¯ÖÏ¿ÖÖÃÖ×−Ö
ú ×¾Ö“ÖÖ¸ü 

Ø¯ÖÏ™ü¾Öê»Ö •ÖµÖ¯Öã̧ ü - 1998 

13. ›üÖò.†•ÖãÔ−Ö¸üÖ¾Ö ¤ü¿ÖÔ−Ö
úÖ¸ü  - ¯ÖÏ¿ÖÖÃÖ
úßµÖ ×¾Ö“ÖÖ¸ü¾ÖÓŸÖ 

14. ¯ÖÏÖ.
êú. †Ö¸ü.²ÖÓ-Ö   - ¯ÖÏ´Öã@Ö ¯ÖÏ¿ÖÖÃÖ
úßµÖ ×¾Ö“ÖÖ¸ü¾ÖÓŸÖ 

      ×¾ÖüªÖ ²ÖãŒÃÖ ¯ÖÏ
úÖ¿Ö−Ö - †Öî̧ üÓü-ÖÖ²ÖÖ¤ü -2006 
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Public Administration 
M.A. Second Year 

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

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

Periods 

1. 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  

2. 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 
3. 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 
4. Problems and Prospectus :       15 
  A) Problems –  i) Finance 
     ii) Information 
     iii) Personnel 
     iv) Local Politics & Political Parties 
  B) Prospectus – i) Relegansidhi Project 
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Reference / Recommended Books :- 
1. Durgesh Nandini - Rural Development Administration 

Rawat Publication, New Delhi. 
2. P.W. Purushottam/ - Development Administration,   
 M.Karamatullah   A Rural Perspective  

Kanishka Publishing House,  
Delhi-1993  

3. C.M. Vijay   - Rural Development in India 
4. ›üÖò.ÁÖß−ÖÖ£Ö ¿Ö´ÖÖÔ ‹¾ÖÓ   - ¯ÖÓ“ÖÖµÖŸÖ ¸üÖ•Ö ‹¾ÖÓ -ÖÏÖ´Öß�Ö ×¾Ö
úÖÃÖ  

›üÖò.´Ö−ÖÖê•Ö
ãú´ÖÖ¸ü ØÃÖÆü    †×¤üŸµÖ ¯ÖÛ²»Ö¿ÖÃÖÔ ²Öß−ÖÖ -2000 
5. ¯ÖÏÖ.¾ÖÖ.²Ö.¯ÖÖ™üß»Ö   - ×¾Ö
úÖÃÖÖ“Öê ¯ÖÏ¿ÖÖÃÖ−Ö  

×¾ÖüªÖ ¯ÖÏ
úÖ¿Ö−Ö −ÖÖ-Ö¯Öã̧ ü-1999. 
6. ÁÖß. ´Ö−ÖÖê•Ö †Ö¾Öôûêûüü  - ¯ÖÓ“ÖÖµÖŸÖ ¸üÖ•Ö 
úÖµÖÔ,
úÖµÖ¤üÖ ¾Ö µÖÖê•Ö−ÖÖ- 

†−Öã²ÖÓ¬Ö ¯ÖÏ
úÖ¿Ö−Ö, ¯Öã�Öê-2000 
7. ÁÖß.¿ÖÖ´Ö ¤üÖîÓ›ü
ú¸ü  - ¯ÖÓ“ÖÖµÖŸÖ ¸üÖ•Ö 
úÖ¸ü³ÖÖ¸ü †Ö×�Ö µÖÖê•Ö−ÖÖ. 
8. ›üÖò.¯ÖÏßŸÖß •ÖÖê¿Öß   - ×¾Ö
úÖÃÖ ¯ÖÏ¿ÖÖÃÖ−Ö 
9. ¯ÖÏÖ.
úã»Ö
ú�Öá ¾Ö ¬ÖãŸÖ  - ²ÖòØ
ú-Ö“Öß ŸÖŸ¾Öê ¾Ö -ÖÏÖ´Öß�Ö ×¾Ö
úÖÃÖ  
10. ³ÖÖ¸üŸÖ ÃÖ¸ü
úÖ¸ü -ÖÏÖ´Öß�Ö   - Ã¾Ö�ÖÔ•ÖµÖÓŸÖß Ã¾ÖµÖÓ̧ üÖê•Ö-ÖÖ¸ü µÖÖê•Ö−ÖÖ 

×¾Ö
úÖÃÖ ´ÖÓ¡ÖÖ»ÖµÖ 
11. ›üÖò.‹.¯Öß.†¾ÖÃ£Ößûüü  - ×¾Ö
úÖÃÖ ¯ÖÏ¿ÖÖÃÖ−Ö 
12. ¯ÖÏÖ.
úêú.†Ö¸ü.²ÖÓ-Öûüü   - ×¾Ö
úÖÃÖ ¯ÖÏ¿ÖÖÃÖ−Ö 
13. µÖ¿Ö¤üÖ ¯Öã�Öêüü   - -ÖÏÖ´Ö ×¾Ö
úÖÃÖÖ“Öß ×¤ü¿ÖÖ †Ö×�Ö ¯ÖÓ“ÖÖµÖŸÖ ¸üÖ•Ö ¯ÖÏ¿ÖÖÃÖ−Ö  
      µÖ¿Ö¤üÖ-¯Öã�Öê. 
14. ›üÖò.‹ÃÖ.™üß.×ÃÖ¸üÃÖÖ™ü ¾Ö ¯ÖÏÖ.²Öî−ÖÖ›üêü  - ³ÖÖ¸üŸÖÖŸÖß»Ö Ã£ÖÖ×−Ö
ú Ã¾Ö¸üÖ•µÖ ÃÖÓÃ£ÖÖ 
15. ÁÖß.´Ö−ÖÖê•Ö ¯ÖÖ™üß»Ö  - 
êúÓ¦ ¾Ö ¸üÖ•µÖ ¿ÖÖÃÖ−ÖÖ“µÖÖ ×¾Ö
úÖÃÖÖ“µÖÖü µÖÖê•Ö−ÖÖ “ÖÖî¬Ö¸üß  
      
îú.ú¯Ö×²»Ö¿ÖÃÖÔ, ¯Öã�Öê-2007. 
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Public Administration 
M.A. Second Year 

Semester-IVth 
 (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. 
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4. Office Management Improvement :      15 
    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. Berry J.   : 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. −Ö¸üêüëüü¦üØÃÖÆü ×²ÖÃ™ü   : 
úÖµÖÖÔ»ÖµÖ ¯ÖÏ²ÖÓ¬Ö -  

×Æü´ÖÖ»ÖµÖÖ ¯ÖÛ²»ÖØÃÖ-Ö ÆüÖ‰úÃÖ, ´ÖãÓ²Ö‡Ô-1992. 
 
10. ›üÖò.¯ÖÏ³ÖÖ
ú¸ü ¤üêü¿Ö´Öã@Ö  : 
úÖµÖÖÔ»ÖµÖ ¾µÖ¾ÖÃ£ÖÖ¯Ö−Ö †Ö×�Ö ¯ÖÏ¿ÖÖÃÖ−Ö- 

Ø¯Ö¯ÖôûÖ¯Öã̧ üêü †ò�›ü 
úêú.¯ÖÛ²»Ö¿ÖÃÖÔ, −ÖÖ-Ö¯Öæ̧ ü 
11. ›üÖò.´ÖÆüêü¿Ö 
úã»Ö
ú�Öá ¾Ö ›üÖò.×²ÖµÖÖ�Öß : 
úÖµÖÖÔ»ÖµÖ ¾µÖ¾ÖÃ£ÖÖ¯Ö−Ö -  

×−Ö¸üÖ»Öß ¯ÖÏ
úÖ¿Ö−Ö,¯Öã�Öê-1999 
12. ÁÖß.@Ö¸üêü ¾Ö ˆ@Öôû
ú¸ü  : ¾ÖÖ×�Ö•µÖ 
úÖµÖÔ ¯Ö¬¤üŸÖß †Ö×�Ö 
úÖµÖÖÔ»ÖµÖ ¾µÖ¾ÖÃ£ÖÖ¯Ö−Ö-  
      ×¾ÖªÖ ¯ÖÏ
úÖ¿Ö−Ö, −ÖÖ-Ö¯Öæ̧ ü-1998 
13. ¯ÖÏÖ.´Öê‘Öê ¾Ö ¯ÖÏÖ.µÖê‰úôû
ú¸ü  : 
úÖµÖÖÔ»ÖµÖ ¾µÖ¾ÖÃ£ÖÖ¯Ö−Ö †Ö×�Ö ¯Ö¡Ö¾µÖ¾ÖÆüÖ¸ü –  

ÁÖß ´ÖÓ-Öê¿Ö ¯ÖÏ
úÖ¿Ö−Ö, −ÖÖ-Ö¯Öæ̧ ü-1983.  
14. ¯ÖÏÖ.ÃÖß.¯Öß. ±ú›ü
úêú  : 
úÖµÖÖÔ»ÖµÖ ¯ÖÏ¿ÖÖÃÖ−Ö 
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Public Administration 
M.A. Second Year 

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

 
PA-1018- Paper – XVI - Public Policy 

 
Periods 

1. Policy Implementation : i) 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 
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Reference/Recommended Books: 

1. Anderson James - Public Policy making, New Delhi- 

      1925.  

2. Woll Peter   - Public Policy, Cambridge-1974. 

3. Brewer G.and   - The Foundation of Public Policy 

Declen p    analisis, Attalantic, New Delhi. 

4. Harold Lass Well - Preview of Policy Science 

5. Learner D.   - The Policy Science. 

& Hasswell H. 

6. Bimal Jalan  - Essays in Development Policy 

7. Charles Lindblom - Policy Making Process 

8. Thomas Dye  - Understanding Public Policy 

9. R.K. Sapru  - Public Policy 

10. Hogwood B.   - Policy Dynamics wheat sheaf (UK) 

& Ptersquy 
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Public Administration 
M.A. Second Year 

Semester-IVth 
 (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 
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Reference/ Recommended Books: 

1. Rumki Basu  : Personnel Administration in  

     United Nations – Sterling-1989 

2. Hoshiyar Sing  : International Civil Service - 

     Sterling-1975 

3. G.J.Mangone  : A Short History of International 

     Organization-New York -1964 

4. Goodrich L.N.and : The Charter of the United  

Hambro E    Nations, Commentary and  

     Documents-1949 

5. Hogen Willard and  : A History of League of Nations-

Walters    Londno-1952 

6. Stephon Goodspeed : Nature and Functions of   

     International Organization- 

     New York-1967 

7. Young T.C.  : International Civil Service  

     Principles and Problems 

8. Hill Norman  : International Administration 

9. Royal Institute of International Affairs – The International 

     Secretariat iof future. 

10. ›üÖòò.¯Öß.�êú.‹�Óú²Öê�ú¸ü ¾Ö  : †ÖÓŸÖ¸ü¸üÖÂ™ÒüßµÖ ¯ÖÏ¿ÖÖÃÖ−Ö - †Öê´ÖÃÖÖ‡Ô ¯ÖÏ�úÖ¿Ö−Ö, ¤êü"Ö»Öæ¸ü- 

 ›üÖò.�ú¢Öã¸ü¾ÖÖ¸    2009. 


