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Department of Higher Education, Govt. of M.P.
Under Graduate Annual Examination System Syllabus.
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Session 2017-18

Class /@en : B.A. —1/d0v0 yorw a¥

Paper/ gsu : 1/9em

Subject / fawg : Public Administration / se
PEURSE]

Title of paper : Principles of Administration

TEYS &1 e : e gerET & Rigid

compulsory / Optional :

Maximum Marks/ si&a 3ie : frafig fRereffar & Y~ 40 siw
warerdt aRenffat & forg — s0 of

Syllabus

UNIT -1

Meaning nature, scope and Importance of Public Administration. Evolution of
Public Administration, New Public Administration, Relation of Public
Administration with other social sciences (political science, Economics,
Psychology and sociology) Public and private administration.

mwmaﬁ,m,%WWlmwwmlmeIW
TR 1 31 WA Rt & ey, @iy sy, i, AfAeE iR T
IR 5 @R S geae |

UNIT -II

Organisation — Meaning, Importance, Types of Organisation, Formal and
Informal Organisation, Basis of Organisation (4P). Principles of Organisation :
Hirerarchy, Span of Control, Unity of Command.

gPlT —2

W—aﬁ,%ﬁ,WZEW,sﬁwﬁwwmwﬁmW,W@W@ﬁ),
TS & Rigl : uewuE, Frosr a7 &5, anrder @ vedr |

UNIT -I11

Principles of Organisation : Authority and responsibility and accountability.
Centralization and Decentralization. Delegation, Supervision and Co-ordination.
Integration VS Disintegration.
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YT, TR0 SR WH | Ueewor g9 Riere |

UNIT -1V

Administrative  Approaches : Classical approach , Behavioural approach |,
System approach.
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UNIT -V

Administrative  Approaches : Scientific management approach FW Taylor,
Human Relation approach Elten Maya, Ecological approach.FW Riggs
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Books Recommended:

A o =)

A.R. Tayagi

1
2. M.P. Sharma sadana
3.
4
5

B.L. fadia

. Mohit Bhatacharya
. L.D. White

F.M. Marx (E.D.)
gEolld B
eV ot
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Public administration

Public administration

Public administration (Hindi &English)
New Horizors of Public administration
Introduction to the study of Public
Administration

Elements of Public administration
RIEZRIRE!
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Department of Higher Education, Govt. of M.P.
Under Graduate Annual Examination System Syllabus.

As recommended by Central Board of Studies and approved by the Governor of M.P,
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AT HOY0 B ¥SAUT ERT AAIRE uroTSH
Session 2017-18

Class /@& : B.A. —1/d0v0 yerw af
Paper/ vea : | WAL
Subject / fawy : Public Administration / se
EMINGH
Title of paper : Indian Constitution and
Government
YIS BT e : IR | e w§ e
compulsory / Optional :
Maximum Marks/ siaaq sie : ol fenffar & R — 40 siw
e whenffat & foro - s0 3w
Syllabus
UNIT -1 Salient features of Indian Constitution - Democracy , Federal System
parliamentary government, Fundamental Rights and duties, Directive principles
of state policy
THIS —1 Wﬂﬁmﬁg@%@uﬂmmwwwwmwﬁm
ATPR wd Fda wow B Ay P @ |
UNIT -II | Union Executive - President, Prime Minister, Council of Ministers.
3PIE —2 WA PRI  IMguly, gemea), va wdmee |
UNIT-III | Judiciary — Supreme Court — Composition, Jurisdiction and Functions,
Administrative Adjudication.
B —3 IR — Felr AR — 59 e Od B Teradig e
UNIT -1V | State Government - Governor, Chief Minister, Ministers of Council .
$PIE —4 | 0 YA — T, e, wuReg |
UNIT -V Statutory Bodies - Election Commission, UPSC, finance commission, C & AG.
3PS —5 WW—WW,WWWW,%W,%W@%M@

JITANT |

Books Recommended:

I.  S.R. Maheshwari : Indian Administration

2. M.V. Pyle : Constitutional Government in India
3. Subhash Kashyap : Our Constitution

4. D.D. Basu : Introduction of Indian Constitution
5. Awasthi, A. : Central Administration

6. dva. wigar : IRA H oA werae

7. $IRM ARy : ARA ¥ A gemas

8. Y@ oW : ARG BT L AR g A

9. WA RO : e D S yenfer
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Under Graduate Annual Examination System Syllabus.

As recommended by Central Board of Studies and approved by the Governor of M.P.
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Session 2019-20

Class /&en : B.A. — 11/ ovo fgdfig a4

Paper/ y&u3 : I/ vom

Subject / fawa : Public Administration / &
URMHA

Title of paper : Organisation and Management

geus &1 e : GRCEICIN Tk

compulsory / Optional :

Maximum Marks/ sf@&ad s : Frafi el & o — 40 3@
ey wenfiEl & foy — 50 3fF

Syllabus

UNIT -1

Structure of Organisation : Chief executive - Types, Role and Functions |,
Features of Good Chief executive. Line and Staff : Line Agency- Department —
types, Importance and need, Basis of Departmental Organisation. Staff Agency
— Staff — Types, Features, Functions, Merits and Demerits of Staff, Difference
between Staff and line.

PR 1

oA B G - J& GRS — UPR, AP AR F1Y, 8 q& HRulers & o,
F Q4 W% GF AWHRT : fPIT — UPR, aeIhar AR Hewd, [T W6 @ SR,
6 — b P JoR, [A9vad, o, -8, g3 R 1% § R |

UNIT -II

Line Agencies : Public Corporation — Definition, Purpose of establishment of
corporation ,Types, Difference between public corporation and department.
Independent Regulatory Commission — Meaning, Features and functions, Merits
and demerits , suggestions for improvement.

PR —2

A AT - Ald (R — gRETT | RITOAT & I5e3d, ISR, olldh 1 Ud [T H iR,
s e T — o1l fARivdTy, HRi, U3, guR @ g |

UNIT -II1

Management — Meaning, Nature, significance and features, Functions of
Management, POSDCORB, Management by objective (MBO), management by
exception (MBE), Concept of New Public management.

@mé;a

yaee — a1f, y@f, W o v, udve & Frl, dedE, I3vd UdH, Jare
RS Feer, 4T Al Yagd B SHaER |

UNIT -IV

Tools of Administrative management : Decision making (Contribution of
Herbert Simon), Leadership, Communication, Time Management, Stress
Management, Office Management.

T —4

TR Jee @ SUSRY ¢ (1G], gcd, HOR, 999 G6EH, TG YeEE, e
T |

UNIT -V

O & M : Meaning, Nature, Function, Information Technology in public
administration. PERT & CPM technique, Concept of Good Governance ,
Administrative reforms.

TPE —5
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Books Recommended:

1.
2.
3.

o N

M. Bertmgrose
D. Givishioni
L.S.. Shrinath

LL.O.
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Organization and Their Meaning
Organization and Management
PERT & CPM ~ Principles and
Applications

Introduction to Work Study
Development in India
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Department of Higher Education, Govt. of M.P.
Under Graduate Annual Examination System Syllabus.
As recommended by Central Board of Studies and approved by the Governor of M.P.
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Session 2018-19

Class /@em : B.A. —II/ dovo fgg of

Paper/ yea= : II / fg<ha

Subject / fawy : Public Administration / &&
RINE

Title of paper : Personnel and Financial
Administration

TS &1 fifs : a1 ¢F iy gemes

compulsory / Optional :

Maximum Marks/ a9 sim : frafa fenffay & R — 40 3

@A) gdenffat & fw — s0 3w

Syllabus

UNIT -1 | Civil Service — Meaning, Development, Features, Bureaucracy — Meaning,
Features, Merits Demerits.

PTG —1 fifaer e — aref, Repre, favivare, Arewermdr — e, @em, U3 |

UNIT -II | Recruitment — Meaning and Methods, Training — Meaning, Objectives and
Methods, Promotion — Meaning, Importance and Types, Retirement — Need,
Types and benefits.

THE —2 W—aﬁ@wﬁ,ﬁm—aﬁ,s@w@um|w=ﬁ%—eﬁa‘,ﬂzﬁrle
— JMAYHT, UHR Td IR |

UNIT -1II | Financial Administration — Meaning , Scope, Importance and Structure.
Budget — Meaning Types and principles.

IPIE —3 ﬁ%ﬁww—aﬁ,@ﬁﬂﬁwmmme—aﬁ,wwﬁ@m

UNIT -1V | Budgetary Process in India — Preparation, Legislation, Execution of Budget.

SIS —4 IR H U1y UfBAT — aoic BT R, goie @ [T U6 aoie & haraa |

UNIT -V Parliamentary Control on finance — Public account and estimate committee,
Accounting and Auditing- Meaning , need and process.

TS —5 ﬁaw@éﬁﬁww—wwwaﬁﬁqdmﬂﬁﬁéwwmﬁw—
a1} rravIear g ufdar )

Books Recommended:

1. V.M Sinsha : Personnel Administration
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Department of Higher Education, Govt. of M.P.
Under Graduate Annual Examination System Syllabus.
As recommended by Central Board of Studies and approved by the Governor of M.P.
Jeg e fawmr Hogo e+
e damel @ fod f§ yeua yomell v afifes udlenn ugfl & S aR $1a Iega deel g1 g
AT HOWo B RISJUTA §RT IqHIfaa draqsd
Session 2019-20

Class /& . B.A. —III / §logo geila a9

Paper/ 43 : I/ vem

Subject / favg : Public Administration / dft&
WRIA

Title of paper : Central and state
Administration (With Special Ref. of
M.P.)

YUH &1 WS : PN ¢F 9 g (AW, B e
e #)

compulsory / Optional :
Maximum Marks/ 3ifeiead afe : fafyg fenfehy @ o — 40 3@
Tl wWenflat ® faw — 50 3@

Syllabus

UNIT -1 | Development of Indian Administration — Kautilya Period to 1947, Main
features of Public Administration in post independence India.

3PS —1 WRA oMb UITHA Pl [AbTd — Blced Bl ¥ 1947, WAl Zard YRATT ol qImAA
1 T R |

UNIT -1I | PMO - Introduction , functions, Role and structure, Cabinet Secretariat —
function and Role, Ministries — Home, Finance, Railways (Composition and
functions).

TP 2 FIEA BTG — UREy B, YAST 9 GXeH, AEEed |aied bRl Ud Yfie,
AAre— 8, faa, Yo (WTed g @) |

UNIT -III | Central Government — Autonomous bodies- National development council,
Railway board, Information Commission, Human Right Commissions. Public
under takings.

SHS —3 DI I — WA ARG~ I (b URYE, Yod dls, ga-l g, Ad
JAYPR TN | oAb SUBH |

UNIT -IV | State Administration — Chief Secretary , Mantralaya (Secreliate) Directorates,
Divisional level Administration.

TP —4 IR TR — G Qied, AR (Aiarerd), Freirerd, AN XRid T |

UNIT -V | District Administration - Collector — Role, Functions and Powers .
Revenue Administration - SDM. Tehsildar, Patwari.
Police Administration - SP, Role, Functions and Powers .
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Books Recommended:

P N

S.R. Maheshwari

1
2. R.B.jain

3.

4. Hoshiar singh

M.V. pyle

Awasthi, A.
qud. wiear

SR AT
RY o= Tl

Indian Administration
Contempory issues in Indian Administration
Constitutional Government in india

public Administration in india : Theory and
practice

Central Administration

IRT # A gem

HRT # b emad

IRA H A TemEd




Department of Higher Education, Govt. of M.P.
Under Graduate Annual Examination System Syllabus.
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Session 2019-20

Class /@& : B.A. — I/ #ovo qfig af

Paper/ yeus : 11/ fg<fra

Subject / fawa : Public Administration / &%
ERINE)

Title of paper : Local Self Government and
Development Administration

s &1 s : W weNE vd e g

compulsory / Optional :

Maximum Marks/ aifS&aw 3iw : rafg el & fod - 40 3@
ey el & fog — 50 3@

Syllabus

UNIT -1

Local Self Government — Meaning, Importance, Development and scope. 73 ™
and 74 th Amendment in constitution.

PR —1

WY W — 318, "8, [t ok &3 | 7347 wd 74al AouTE qene |

UNIT -1I

Urban Local Bodies —Types, Organization, Functions and Working. Autonomy
and State control over Urban Local Bodies.

TPHIE —2

BN W GG — YHR TS |, B U4 BrAITel | R Ud 98 aTae eReig
¥ XSG 9 &7 =0T |

UNIT -1

Panchayti Raj Institution’s — Three Tear System , Structure and Formulation,
function’s and powers. Role of state finance commission.

TP —3

TG IS WA — PBRey SReET — WeY Ug 764, 18 Ud I | o [aed Sa
Bl T |

UNIT -1V

Development Administration - concept : Meaning, Nature, Features , Scope and
importance. Development and Conventional Administration.

T —4

fara e — sERen ¢ o, v, fRATY, &5 Ud A | e Sered OF aRERe
TIRITH |

UNIT -V

Concept of Economic, Political Development and social change, Development
and Modernisation . Development Administration and Bureaucracy.

THRE 5

il vd wrofae A ok |rIfis IRacH, [ 3N SEIa TR0, [aeTd Feme
Tq ApRATE |

Books Recommended:

1. SR Maheshwari & RR Arora : Bureaucracy and Development
2. SP Verma & SK sharma : Development Administration
3. CM Jain : Dynamics of Development

Administration
@NJ_/

4. CN Bhalerao(ED) : Administration, Politics and

Development in India
5. dfa=x Rig : TRT ¥ fasrg gemad #
NG
6. Sfo smaxeh : fawra gemra

7. drar wieh
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