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Progamme Name : Under Graduate 

 
Course : Bachelor of Arts in Public Administration 

Duration : Three year 

Medium : English 

 
Pattern : Bi-annual Semester 

Total credits 96 

Mode : Distance Mode 

Programme Project Report 

a)Programme mission and objectives 

Vision The vision of our public administration programme is to develop best public leaders and 

managers in the world by encouraging learners to acquire knowledge ,skills and 

capabilities arising from the need for a more efficient and effective public administration 

in the context of modern state and capable of responding to in ternational demand 

Mission 

 

 

 

 

 

 

 
 

 

 

 To develop and enhance the knowledge and skills of current and future 
administrators, managers in politics and administration 

 Develop ethical and well informed administrators and citizens who contribute to 
advancement of public services and politics 

 Bring the best practices in the field of public administration 
 Advance the state of knowledge in the area of public administration through 

scholarly and applied research by which render service to the Profession and 

Nation 
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Objectives 

 To understand the governance and management system of Modern government 

 To meet the training and skill requirements of personnel working in the public 

services 

 To promote quality,ethics transparency in the study of public administration for 

the needs and requirements of modern government 

 To train up the capacity of students to become an ethical and effective leader 

with appropriate skills for the Nation building 

 To train up students with highest quality of education in preparation of careers in 

government and non- governmental organizations for complete success of top posts 

b) Relevance of the Programme with HEI’s Mission and Goals 

 
Affording quality higher Education to the learners who are interested in pursuing higher 

education through distance mode enable to make learners intellectually to be competent human 

resources in order to promote the nation in terms of Educational, Social, Technological, 

environmental and Economic magnificence (ESTEEM). This programme is designed with to 

impart quality higher education through liberal mode in accordance with the mission of 

Alagappa University where the course programme of the Bachaler of arts in public 

administration is launched with strong emphasis on academic and research skills. 

c) Nature of prospective target group of learners 

The curriculum has been designed to fulfill the needs and aspirations of following diversified 
class of learners 

 Civil services exam aspirants 

 State civil services exam aspirants 

 Central and State Public service employees 

 Legal professionals 

 Charted accountants 

 Non-Governmental Organisation Functionaries 

 Teaching Professionals 

 College drop outs 

 Local self government institution functionaries 

 Public sector employees 

 Politicians 

 Public activists 

 
d) Appropriateness of programme to be conducted in Distance learning mode to acquire 

specific skills and competence 

B.A-Public Administration programme is conducted in Distance Learning mode for the 

learners to acquire specific skills,knowledge and competence in public services and politics in 

order to give professional and research skills to enhance knowledge in the field of political 

administrative system by which learners can contribute to advancement of politics,governance 

and public services. The designed programme can bring best practices in the field which may  

lead to advance the state of knowledge in the area of public administration by  developing 

through scholarly and applied research in order to promote the country’s public services and 

development of nation. It is a good base for higher research studies like M.Phil., and Ph.D.etc.,. 
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By this programme students can seek employment opportunities and aquire employability skills 

in the field of Governance, public services,politics, Non- profit organizations and in ternational 

Organisations. 

e) Learning outcome of the programme 

1. Students  can  apply academic  theory to  the best practices in associated with Public 
Governance, Public Policy and Modern governmental system 

2. Students can apply analytical and research skills to the study of Politics,governance and 

administration in public organizations and institutions. 

3. Students can demonstrate proficiency and communicating ideas and perspectives about 

pubic administration 

4. Enhancement of student skills to develop and implement public policy and service 
5. Students acquire critical thinking and problem solving skills in the field of politics and 

administration 
 

f) B.A-public administration employment Areas 

 
 Civil services 

 Government jobs 

 Non-Governmental Organisations 

 Non-Profit Organisations 

 Private Employment 

 Public Sector Jobs 

 Project Consultant 

 World Bank jobs 

 International Organisations 

 UNO in ternational Civil Services 

 Teachers 

 Human Resource Professional 

 Politicians 

 Local self government functionaries 

 Public Activist 

 NGOs 

g) Instructional Design 

I)curriculam design 

The B.A Public Administration course duration consist of two academic year under 

bi-annual semester pattern. This course carries 24 theory paper to cover 96 credits for entire three 

year duration.Each semester carries 4 theory paper to cover16 credits in which 4 credits assigned 

for each theory paper in order to complete the course 
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Subject 

Code 

 

Subject 
Maximum Marks 

CIA ESE Total Credit Points 

I Year 

First Semester 

10611 A/B Part-I: Tamil Paper- I / 

Communication skills-I 

25 75 100 4 

10612 Part-II: English Paper-I 25 75 100 4 

10613 Business Communication 25 75 100 4 

10614 Indian Constitution 25 75 100 4 
 Total 100 300 400 16 

Second Semester 

10621 A/B Part-I:Tamil Paper- 

II/Communication skills-II 

25 75 100 4 

10622 Part-II: EnglishPaper-II 25 75 100 4 

10623 Administrative Theory 25 75 100 4 

10624 Indian Administration 25 75 100 4 
 Total 100 300 400 16 

II Year 

Third Semester 

 
10631 A/B 

Part-I: Tamil Paper- III / 

Human Skills 

Development-I 

 
25 

 
75 

 
100 

 
4 

10632 Part-II: English Paper-III 25 75 100 4 

10633 Principles of Management 25 75 100 4 

10634 Administrative Thinkers 25 75 100 4 
 Total 100 300 400 16 

Fourth Semester 

10641 A/B 
Tamil Paper-

IV/Human Skills 

Development-II 

25 75 100 4 

10642 English Paper-IV 25 75 100 4 

10643 Organizational Behaviour 25 75 100 4 

10644 
Modern Administrative 

System 
25 75 100 4 

 Total 100 300 400 16 

III Year 

Fifth Semester 

10651 Public Financial Administration 25 75 100 4 

10652 
Human RightsAdministration in 

India 
25 75 100 4 

10653 Development Administration in 

India 

25 75 100 4 

10654 Citizen and Administration 25 75 100 4 
 Total 100 300 400 16 

Sixth Semester 

10661 Computers and Data Processing 25 75 100 4 
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10662 
Public Personnel 

Administration 
25 75 100 4 

10663 Public Policy Analysis 25 75 100 4 

10664 Local Self Government 

Administration in India 

25 75 100 4 

 Total 100 300 400 16 
 Grad Total 600 1800 2400 96 

 

II)Faculty and staff requirements 

 
The course programme requires the following faculty and supporting staff: 

 

 

Staff Category Required 

Core faculty for public administration 3 

Faculty Specialization 2 

Supporting Staff 1 

III)Instructional delivey mechanism 

The instructional delivery mechanisms of the programme includes SLM – study materials, 

face to face contact session for theory courses .E-content study materials in the form of CD, 

video or audio, computer aided devices.MOOC also will be employed. 

IV) Identification of media 

The Self Learning study Materials in the form of print media as well as CD  in the form  

of electronic media to be used. 

 
VI)Student Support Services 

The student support services will be facilitated by the head quarters i.e., Directorate of 

Distance Education, Alagappa University, Karaikudi and its approved Learning Centres located 

at various parts of Tamil Nadu. The pre-admission student support services like counselling 

about the programme including curriculum design, mode of delivery, fee structure and evaluation 

methods will be explained by the staff at head quarters and Learning Centres. The post- 

admission student support services like issuance of identity card, study materials, etc. will be 

routed through the Learning Centres. The face to face contact sessions of the programme for 

theory courses will be conducted at the head quarter and Learning Centres. The conduct of end 

semester examinations, evaluation and issuance of certificates will be done by office of the 

controller of examinations, Alagappa University, Karaikudi 

 
g) Library Resources 

The university central library has largest repository of volume of books related to the 
publicadministration 
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h) Procedure for admissions,curriculum transactions and evalution 
 

SI)Eligibility: 

A candidate should have passed in Plus two(or) Puc (or) any recognized three year 

diploma course examinations. 

II) Duration of the Programme 

The UG -B.A Public Administration course duration consists of three academic year under 

biannual semester pattern. 

III) Curriculum transaction 

The classroom teaching would be done through lecture method, Power Point 

presentations, web-based learning etc., The face to face contact sessions would be included paper 

presentation,group discussion and micro level study analysis etc., The face to face curriculum 

transaction covers 64 hours per semester for each paper 16 hours. 

IIV)Evaluation methods and passing conditions 

Evaluation 

The examinations shall be conducted separately for theory and practical’s to assess the knowledge 

acquired during the study. There shall be two systems of examinations viz., internal and external 

examinations. In the case of theory courses, the internal evaluation shall be conducted as Continuous 

Internal Assessment via. Student assignments preparation and seminar, etc. The internal assessment 

shall comprise of maximum 25 marks for each course. The end semester examination shall be of three 

hours duration to each course at the end of each semester. In the case of Practical courses, the internal 

will be done through continuous assessment of skill in demonstrating the experiments and record or 

report preparation. The external evaluation consists of an end semester practical examinations which 

comprise of 75 marks for each course. 

Passing Minimum 

 For internal Examination, the passing minimum shall be 40% (Forty Percentage) of the maximum 

marks (25) prescribed for UG and PG Courses. 

 For External Examination, the passing minimum shall be 40% (Forty Percentage) of the maximum 

marks (75) prescribed for UG and PG Courses. 

 In the aggregate (External + Internal), the passing minimum shall be 40% for UG and 50% for PG 

courses. 

I) Continous in ternal Assessment(CIA) 

The continous in ternal Assessment carries 25 marks for each theory paper in which each 

candidates should secure minimum marks subject to standing regulations of university in all 16 

theory papers.In terms of internal assessmentwhere candidates are entrusted to submit five 

assignment paper each which carries five marks equally to cover maximum25 marks in all  

papers 

II) End Semester Examinations(ESE) 

The end semester examinations conducted for maximum 75 marks in which a candidate 

should secure minimum marks subject to standing regulations of university out of 75 marks. 
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a) Question paper pattern 

The question paper pattern in End Semester Examinations (ESE) covers 3 hours duration for 
Maximum marks of 75 which are divided into three sections like part-A,Part-B and Part-C 

 
Part A covers maximum 10 questions, all questions carry 2 Marks equally for maximum marks 

of 20 ,candidates should answer all questions with out any choice option 

Part B covers maximum 5 questions by choosing either one,each question carries equally 5 
marks for maximum Marks of 25 

Part C covers maximum 5 questions ,candidates should answer any 3 questions, each question 

carries equally10 marks for maximum marks of 30 

b) Marks and Grade 

 
The following table gives the marks, grade points, letter, grades and classification to indicate the 
performance of the candidate. 

 
Range of Marks Grade Points Letter Grade Description 

90-100 9.0-10.0 O Outstanding 

80-89 8.0-8.9 D+ Excellent 

70-79 7.5-7.9 D Distinction 

60-69 7.0-7.4 A+ Very Good 

50-59 6.0-6.9 A Good 

42-49 5.0-5.9 B Average 

00-39 0.0 U Re-appear 

ABSENT 0.0 AAA ABSENT 

Ci = Credits earned for the course i in any semester 
Gi = Grade Point obtained for course i in any semester. 

n refers to the semester in which such courses were credited 

 

c) For a semester 

 

Grade Point Average [GPA] = ∑i CiGi/ ∑i Ci 

 

Grade Point Average = Sum of the multiplication of grade points by the credits of the courses 
 

Sum of the credits of the courses in a semester 
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d) For the entire programme; 

 

Cumulative Grade Point Average [CGPA] = ∑n ∑iCniGni/ ∑n ∑iCni 

 

CGPA = Sum of the multiplication of grade points by the credits of the entire programme 
 

Sum of the credits of the courses for the entire programme 

 
CGPA Grad Classification of Final Result 

9.5-10.0 

9.0 and above but below 9.5 

O+ 

O 

First Class- Exemplary* 

8.5 and above but below 9.0 

8.0 and above but below 8.5 

7.5 and above but below 8.0 

D++ 

D+ 

D 

First Class with Distinction* 

7.0 and above but below 7.5 

6.5 and above but below 7.0 

6.0 and above but below 6.5 

A++ 

A+ 

A 

First Class 

5.5 and above but below 6.0 

5.0 and above but below 5.5 

0.0 and above but below 5.0 

B+ 

B 

Second Class 

U Re-appear 

 

d)Commencement of regulations 

 

These regulations shall be implemented from the academic year 2018-2019 onwardse)Fee 

Structure 

 

The prescribed fee structure for the programme 

 

Sl. 

No. 

Fee Detail Amount in Rs. 

First Year Second 

Year 

Third Year 

1 Admission Processing Fee 100 -- -- 

2 Course Fee 2500 2500 2500 

3 ICT Fee 150 150 150 

 TOTAL 2750 2650 2650 
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f) Cost estimate of the programme and the provisions: 

The cost estimate of the programme of B.A-Public Administration prescribed in the following 

way 

 

 
 Expenditure Heads Approx. Amount in Rs. 

1 Programme Development 10,00,000/- 

2 Programme Delivery 20,00,000/- 

3 Programme Maintenance 3,00,000/- 
 

 

Quality assurance mechanism and expected programme outcome 

Motto 

‘Excellence in Action’ 
 

Vision 
Achieving Excellence in all spheres of Education, with particular emphasis on “PEARL”- 

Pedagogy, Extension, Administration, Research and Learning. 

 
Objective 
1. Providing for in structions and Training in such Branches of Learning as the University 

may determine. 

2. Fostering Research for the Advancement and Dissemination of Knowledge 

Quality policy 

Attaining Benchmark Quality in every domain of ‘PEARL’ to assure Stakeholder Delight 

through Professionalism exhibited in terms of strong purpose, sincere efforts, steadfast direction 

and skillful execution. 

Quality quote 

Quality Unleashes Opportunities towards Excellence (QUOTE) 

 

The benchmark qualities of the programme may be reviewed and modified based on the 

performance of students in their end semester examinations. A part from that review feedback 

and suggestions from the Alumni, Current students, Parents ,Public,Alma-mater and all other 

Stalk-holders will be considered for further enhancement of course to benefit large segment of 

the learners in the country. 
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DETATAILED SYLLABI OF B.A-PUBLIC ADMINISTRATION 

FIRST YEAR 

FIRST SEMESTER 
 

Course Code Title of the Paper 

10611A Part-I: Tamil -I 

 
Nehf;fk; : nkhop mwpT> ,yf;fz mwpit tsh;j;jy; 

 
gpupT -1 : ,irg;ghly; 

$W 1 
1. fz;zjhrd; - = fpU\;z fhdk; 

1. Gy;yhq;Foy; nfhLj;j 
2. FUthA+Uf;F thUq;fs; 

$W 2 
1. NfhFyj;J gRf;fs;; 
2. NfhFyj;jpy; xU ehs; uhij 
3. Mah;ghb khspifapy; 

$W 3 
gl;Lf;Nfhl;il fy;ahz Re;juk;  
1. neQ;rpy; FbapUf;Fk; 
2. nra;Ak; njhopNy nja;tk; 

$W 4 
1. ghujpahh; 

fz;zd; vd; tpisahl;Lg;gps;is  
ghuj khjh jpUg;gs;sp vOr;rp 

gpupT - 2 : ftpij> GJf;ftpij 

$W 5 
1. ghujpjhrd;  - cyfg;gd; ghl;L (5)  
2. ehkf;fy; ftpQh;  - Nehaw;w tho;T 7 ghl;L 
3. ng.J}ud;   - epyh gpQ;R 

$W 6 
1. ty;ypf; fz;zd;  - ntWk; Gfo; 
2. F.g.,uh[Nfhghyd; - vjw;fhf? 
3. kPuh    - gjpide;J 

$W 7 
1. rpw;gp   - rh;g;g ahfk; 
2. Qhdf;$j;jd;  - Njhoh; NkhrpfPudhh; 

$W 8 
1. mg;Jy; uFkhd;  - fz;Zk; vONjk; 
2. rz;Kf Rg;igah  - tapW 
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gpupT - 3 : fhg;gpak; 
$W 9 

1. rpyg;gjpfhuk;  - tof;Fiu fhij  
2. fk;guhkhazk;  - mNahj;jpah fhz;lk; 

 
                    gpupT - 4 : fhg;gpak; 

 
$W 10 

1. rPwhg;Guhzk;  - <j;jq;Fiy tutioj;j glyk; (1) 
$W 11  

   Njk;ghtzp  - fhl;rpg;glyk;  
 ghly; vz; (xt;nthU ghlypd; Kjy;thp); 

1. ,d;dthapy; 
2. nfhOe;JWk; 
3. gQ;(r) muq;fpy; 

$W 12 
Njk;ghtzp  - fhl;rpg;glyk;  

 ghly; vz; (xt;nthU ghlypd; Kjy;thp); 
4. vz;ZNs 
5. xz;jyq;fs; 
6. ,utpNae;j fQ;rf; 

$W 13 
Njk;ghtzp  - fhl;rpg;glyk;  

 ghly; vz; (xt;nthU ghlypd; Kjy;thp); 
7. fd;dpahajhAk; 
8. Ve;jp Xq;F csj;J 
9. Mt NjKdh; 
10. nfhy;Yk; NtnyhLk; 

$W 14 
Njk;ghtzp  - fhl;rpg;glyk;  

 ghly; vz; (xt;nthU ghlypd; Kjy;thp); 
11. vd;w thrfk; 
12. mk;gpdhy; 
13. Ntz;Lk; Xh; tpid 
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Course Code Title of the Course 

10611B Part-I: Communication Skills - I 

 
Learning objectives: 

1. To make students to understand the basic skills of Communication. 

2. To acquaint students with the important features of Communication skills. 

 

BLOCK I:  COMMUNICATION: AN INTRODUCTION 

 

Unit - I Communication – Meaning – Types- Importance 

Unit – II Barriers to Effective Communication – Principles – Principles of 

Effective Communication 

 

BLOCK II: ORAL COMMUNICATION 

 

Unit – III Oral Communication – Meaning – Importance- Forms of Oral 

Communication 

Unit – IV Intonation –Meaning – Function- Types 

Preparation of Speech- Steps Involved 

Unit – V Principles of Effective Oral Communication 

 

BLOCK III: WRITTEN COMMUNICATION 

 

Unit – VI Written Communication – Meaning –Steps – Importance- Advantages Use of 

words and Phrases 

Unit – VII Sentence – Meaning –Sentence formation- Characteristics of an 

Effective Sentence 

Unit–VIII Paragraph Writing –Essay Writing –Steps Involved –Outline-Layout – 

Contents-Drafting-Correction- Final Draft 

 

BLOCK IV: OFFICIAL COMMUNICATION 

 

Unit – IX Application for Employment and Curriculum Vitae –Steps involved 

Unit – X Non –Verbal Communication – Meaning –Types –Body Language – 

Postures-Gestures –Facial Expressions –Eye Contact 

Unit – XI Report Writing –Report –Types of Reports –Format of a Report 

Unit – XII Essentials of a Good Report –Preparation of Report-Procedure Involved 

Unit – XIII      Meetings-Purpose of the Meeting – Procedure 
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Unit–XIV       Group Discussion–Quality of Content-Participation –Logical   Presentation 

–Behavioural Skills 

References: 

1. Krishna Mohan & Meera Banerjee, Developing Communication Skills, 2005. 

2. Geetha Nagaraj, Write to Communicate, 2004. 

3. Wren & Martin, English Grammar and Composition, 2002. 

4. Dale Carnegie, How to Win Friends and in fluence People, 1981. 

5. Dale R Jordan, Language Skills and Use. 

6. Gartside L. Bahld, Nagammiah and McComas, Satterwhite, Modern Business 

Correspondence. 

7. Rajendra Pal and Kortahalli J S, Essentials of Business Communication. 

8. Wallace, Michael J, Study Skills in English. 

9. Editors of Readers Digest, Super Word Power. 
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Course Code Title of the Course 

10612 Part-II: English - I 

 

Learning objective: 

1. To make the students master the different topics prescribed in the Prose, 

Grammar and Composition. 

BLOCK I:                           PROSE   I 

 

Unit – I Water-the Elixir of life - C.V. Raman 

Unit – II Mrs. Packletide’s Tiger - SAKI 

Unit – III A Deed of Bravery - Jim Carbett 

Unit – IV The Cat    - Catharine M.Willson 

Unit – V On Letter Writing - Alpha of the Plough 

BLOCK II:                   PROSE   II 

Unit – VI Our Ancestors - Carl Sagan 

Unit – VII Our Civilization - C.E.Foad 

Unit – VIII A Hero on Probation - B.R. Nanda 

Unit – IX Dangers of Drug Abuse - Hardin B. Fones 

Unit – X Food - J.B.S. Haldane 

BLOCK  III: DEVELOPING GRAMMATICAL SKILLS  

Unit – XI - Articles-Gerunds-Participles-Infinitives-Modals-Proposition- 

Tenses 

Unit – XII - Direct and Indirect Speech-Transformation of sentences- Active 

and passive voice. 

  BLOCK  IV: DEVELOPING WRITING SKILLS 

Unit – XIII - Letter writing - Precis writing - Developing hints. 

Unit – XIV - Dialogue writing - Paragraph writing. 

References: 

1. Sebastian D K, Prose for the Young Reader, Macmillan. 

2. Active English Grammar, Ed. by the Board of Editors, Macmillan. 

3. Modern English – A Book of Grammar Usage and Composition by N.Krishnaswamy, 
Macmillan Publishers. 
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Course Code Title of the Paper 

10613 Business Communication 
 
 

BLOCK I: MEANING, NATURE, SCOPE AND ESSENTIAL OF BUSINESS 

COMMUNICATION 

Unit – I 

Meaning, Nature, Scope and Importance  of Communication - Purpose of            

Communication - Process  of Communication 

Unit –II 

Essential  of Communication-Basics  of English Grammer-Structure  of Business Letters 

BLOCK II: ORAL AND WRITTEN COMMUNICATION 

Unit – III 

Listening Skills - Listening Process - Classification of Listening - Purpose  of Listening 

- Common Barriers in  Listening 

Unit - IV 

Language For Communication - General Principles  of Writing - Improving Writing 
Skills - Essentials  of Good Style 

 

BLOCK III: CHANNELS, NETWORKS, FORMS AND DIMENSION OF COMMUNICATION 

Unit - V 

Communication in  Organizations -Channels  of internal Communication and 

External Communication. 

Unit – VI 

Communication Process-Channels- Barriers and Problems 

 

BLOCK IV: BUSINESS LETTERS 

Unit – VII 

Writing of Business Letter - Importance of Business Letters - Differences Between 

Personal and Business Letters - Structure and Format  of Business Letters - Types  of 

Business Letters. 

 Unit – VIII 

Collection Letters-Sales Letters-Agency Letters-Banking Letters-Insurance Letters 

Unit – IX 

Letter of Enquiry-Offers and Quotations-Orders-Trade References -Status Enquiries- 

Confirmation 

Unit – X 

Writing E-Mail - Principles of E-Mail - E-Mail Etiquette - Overcoming Problems in    

E-   Mail Communication. 

 

BLOCK V: PRESENTATION, MEETING, DRAFTING OF REPORTS AND LETTERS 

Unit - XI 

Oral Communication Skills -Oral Business Presentation - Purpose –Audience - Steps in  
Making Presentation - Delivering A Presentation. 
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Unit – XII 

Meetings - Types  of Meetings - Importance  of Business Meetings - Different Types  of 

Business Meetings - Conducting Meetings and Conferences 

Unit – XIII 

Drafting  of Minutes-Reports and Office Notes-Drafting  of Short Speeches 

Unit – XIV 

Application For Employment and Bio Data-Preparation-Covering Letter 

Reference Books 

1. Premavathi.N,Business Communication & Correspondence (3rd Edition), Sultan Chand &Sons 

, New Delhi. 2010. 
2. Rajendra Pal Korahill,. Essentials  of Business Communication Sultan Chand & Sons, New 

Delhi, 2006. 

3. Ramesh, M.S and Pattanshetti C.C, Business Communication Sultan Chand & Sons , New 

Delhi,2003 

4. Reddy And Appannaiah,Rajendrapal And Korlahalli Js,Essentials Of Business 

Communication 

5. Premavathi.N. Business Communication & Correspondence (3rd Edition), Sultan 

Chand &Sons , New Delhi,2010. 



18 
 

Course Code Title of the Paper 

10614 Indian Constitution 
 
 

BLOCK I: HISTORICAL BACKGROUND AND MAKING OF THE CONSTITUTION 

Unit-I 

The Company Rule (1773-1858)-Crown Rule(1858-1947)-Interim Government(1946) 

Unit-II 

Composition of the Constituent Assembly-Committees of The Constituent Assembly- 

Enactment of  the Constitution 

BLOCK II: SALIENT FEATURES OF THE CONSTITUTION 

Unit-III 
Salient Features of the Indian Constitution-Preamble-Fundamental Rights-Directive Principles 

of State Policy-Fundamental Duties 

Unit-IV 

Parliamentary Government Features-Merits and Demerits 

Unit-V 

Emergency Provisions-President Rule-Financial Emergency 

Unit-VI 

Citizenship-Meaning and Significance- Citizenship Act 1955 - Single Citizenship-
Dual Citizenship 

Unit-VII 

Procedure For Amendment-Types  of Amendments-Criticism  of The Amendment Procedure 

Unit-VIII 

Inter- State Councils-Zonal Councils-Interstate Trade and Commerce 

BLOCK III: PARLIAMENTARY SYSTEM 

Unit-IX 

Organisation and Composition of Parliament- Privileges  of Parliament 

Unit-X 

Parliamentary Forums-Objectives-Composition-Functions 

BLOCK IV: SPECIAL PROVISIONS FOR SOME STATES 

Unit-XI 

Special Status  of Jammu and Kashmir-Features  of Jammu and Kashmir Constitution 

Unit-XII 

Special Provisions For Some States of Maharastra-Gujarat-Nagaland-Manipur 

Unit-XIII 

Creation and Administration of Union Territories-Special Provisions For Delhi 

BLOCK V: FOREIGN POLICY 

Unit-XIV 

Principles of Indian Foreign Policy-Objectives of Indian Foreign Policy-Nuclear Doctrine  of 
India 
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2.M.Laxmikanth,Indian Polity,Mcgraw Hill Education(India) Private Ltd,2013 
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 SECOND SEMESTER 
 

Course Code Title of the Paper 

10621A Part-I: Tamil Paper-II 

 
Nehf;fk; : nkhop mwpT> ,yf;fz mwpit tsh;j;jy; 

gpupT 1: Njk;;;;ghtzp 

$W 1 

Njk;;;;ghtzp  - fhl;rpg;glyk;  

 ghly; vz;  (xt;nthU ghlypd; Kjy;thp); 

14.   nrhy; jtph;e;j 
15.   md;id  
16.   mQ;Rthh; 
17.   nrhy;yf; Nfl;lds; 
18.   kw;nra;if 
19.   kz;fdpag; 
20.   mOJ Mh;e;j 

$W 2 

Njk;ghtzp - fhl;rpg;glyk;  

 ghly; vz;  (xt;nthU ghlypd; Kjy;thp); 

21.   ngha; nghJSk; 
22.   ,d;G mUe;jp 
23.   tOjhapd ,d;G 
24.   kwk; Vtpdh; 

$W 3 

Njk;ghtzp  - fhl;rpg;glyk;  

 ghly; vz;  (xt;nthU ghlypd; Kjy;thp); 

25. kz;Nzhh;fs; 
26. ngha;ah tpjpNaha; 
27. tpbah ,Us; 
28. mOthh; vtUk; 

gpupT 2: rpWfij> ciueil 

$W 4   

rpWfij - ePygj;kehgdpd; “thd tPjpapy;” 

$W 5  

ciueil - fk;gd; Gwj;jpiz - jp.nrhf;fypq;fk; 

 

gpupT 3: ,yf;fzk; - vOj;Jk; nrhy;Yk; 

$W 6 

1. KjnyOj;Jfs;, rhh;ngOj;Jfs; 
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2. nkhop KjnyOj;Jfs; , nkhop ,Wjp vOj;Jfs; 

 

$W 7 

1. xw;nwOj;J kpfYk; kpfhikAk,; 
2. MF ngah; , md;nkhopj; njhif. 
3. tpdh-tpil tiffs; 

$W 8 

1. jkpo;r; nrhy;yikg;gpd; rpwg;G – ngah; , tpid, ,il, chp tbtq;fs; , 
2. gpw nkhopr; nrhw;fisj; jkpopy; MSk; Kiwfs; 

$W 9 

3. my; top, Ntw;Wikg; Gzh;r;rpfs; 
4. jpiz, ghy; , vz; , ,l ,iaG. 

 

gpupT 4: jkpo; ,yf;fpa tuyhW 

$W 10 

1. ,f;fhy ,yf;fpa tiffs; 
 m) kuGf; ftpij 

 M) GJf; ftpijapd; Njhw;wKk; tsh;r;rpAk; 

 

$W 11 

1. ciu eil ,yf;fpaq;fs; - Njhw;wKk; tsh;r;rpAk; 

 m) fl;Liu   M) rpWfij 

 ,) Gjpdk;    <) ehlfk; 

$W 12 

1. ,f;fhy ,yf;fpaf; fsq;fs; 
jpiug;glk; , njhiyf;fhl;rp, thndhyp,  ,jo;fs; jkpOf;F Mw;wp tUk; gzpfs; 

$W 13 

1. jkpOk; rkaq;fSk; : 
m) irtk;  M)itztk;  ,)rkzk; <)ngsj;jk; c),Ryhk;  

C) fpwpj;Jtk; 

$W 14 

1. gpw;fhyf; fhg;gpaq;fs; : 

  m)  fk;guhkhazk;  M)  nghpaGuhzk; 

2. ,izak; - gw;wpa nra;jpfs;  
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Course Code Title of the Course 

10621B PART I:      COMMUNCATION SKILLS – II 

 

Learning objectives: 

1. To make students understand the basic skills of Communication. 

2. To acquaint students with the important features of Communication skills. 

BLOCK   I: INTRODUCTION TO COMMUNICATION SKILLS 
 

Unit – I Code and Content of Communication Skills  

Unit– II Stimulus and Response of Communication Skills 

BLOCK   II: SPEAKING SKILLS 

Unit – III Effective Speaking Guidelines 

Unit – IV Pronunciation Etiquette of Communication Skills 

Unit – V Phonetics in Communication Skills 

BLOCK   III: LANGUAGE SKILLS 

Unit – VI A self Assessment of Communicating Soft Skills 

Unit – VII Language Skills –Ability –Skill Selected Need- Learner Centre activities 

Unit – VIII     Listening Skills –Importance –Types of Listening- Interview Skills 

Unit – IX Conversation Skills –Modes 

Unit – X Presentation Skills - Preparing –Planning-Presentation 

BLOCK   IV:  WRITING SKILLS 

Unit – XI Written Communication –Structure of Effective Sentences –Paragraph 

Unit – XII Technical Writing-Creative Writing- Editing and Publishing 

Unit – XIII     Corporate Communication Skills-Internal –Effective business writing – 

Letters, Proposals, Resume 

Unit – XIV    Corporal Communication Skills-External - Press release - Newsletters- 

Interviewing skills 
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 Course Code Title of the paper 

10622 PART-II : English Paper - II 

 
Learning objective: 

1. To make the students master the different topics prescribed in the Poetry and 

Language use Sections. 
BLOCK   I: POETRY – I 

 

Unit – I Sonnet - William Shakespeare 

Unit – II Lines Composed upon Westminster Bridge 

-William Wordsworth 

Unit – III Grecian Urn - John Keats (1795-1827) 

Unit – IV Andrea Del Sarto - Robert Browning (1812-1889)  

BLOCK   II: POETRY – II 

 

Unit – V The Road Not Taken - Robert Frost (1874-1963)  

Unit – VI Strange Meeting - Wilfred Owen (1813-1918) 

Unit – VII Gitanjali - Rabindranath Tagore (1861-1946) 

Unit – VIII     The Coromandel Fishers - Sarojini Naidu  

Unit – IX The Express - Stephen Spender  

BLOCK  III: DRAMA 

Unit – X Shakespeare : The Merchant of Venice 

BLOCK  IV: DEVELOPING LANGUAGE SKILLS 

Unit – XI Essay writing 

Unit – XII Note Making 

Unit – XIII Report writing 

Unit – XIV Comprehension 

 

 

References: 
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Course Code Title of the Paper 

10623 Administrative Theory 

BLOCK I: PUBLIC ADMINISTRATION: AN INTRODUCTION 

Unit-I 

Meaning, Scope and Significance of Public Administration-Evolution of The Discipline and its 
Present Status-New Public Administration 

Unit-II 

New Public Management Perspective-Minnow Brook Conferences-State Vs Market Debate 

BLOCK II: MANAGEMENT 

Unit-III 

Scientific Management Theory-Classical Theory-Bureaucratic Theory-Systems Theory 

Unit-IIV 

Decision Making –Leadership-Motivation Theories 

Unit-V 

Ministries and Departments-Public Corporations-Government Companies 

Unit-VI 

Head Quarters and Field Relationship-Regulatory Authorities-Public-Private Partnership 

BLOCK III: ACCOUNTABILITY AND CONTROL 

Unit-VII 

Control Over Public Administration-Legislative-Executive-Judiciary 

Unit-VIII 

Citizen and Administration-Role  of Media-Interest Groups 

Unit-IX 

Civil Society-Citizen Charter-Right To information Act 

BLOCK IV: ADMINISTRATIVE TECHNIQUES 

Unit-X 

Organisation and Methods-Work Study-Work Management 

Unit-XI 

Management Tools-Network Analysis-Management Information System 

BLOCK V: ECOLOGY AND GOVERNANCE 

Unit-XII 

Ecology and Administration –F.W.Riggssian Model 

Unit-XIII 

Concept  of Development-Changing Role  of Development Administration 

Unit-XIV 

Good Governance Concept and Application- Impact  of Globalization On Public administration 

 
References: References: 

1.B.L.Fadia and Kuldeep Fadia, Public Administration, Sahitya Bhawan,Agra,2011 

2.Mohit Bhattacharya, New Horizons  of Public Administration, Jawahar Publishers, 

New Delhi,2011 

3.M.P.Sharma and B.L.Sadana, Public Administration in  Theory and Practice, Kitab Mahal,2014 

4.Avasthi & Maheswari, Public Administration, Lakshmi Narayan Agarwal Agra,2015 
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Course Code Title of the Paper 

10624 Indian Administration 

 
BLOCK I: EVOLUTION AND CONSTITUTIONAL SETTING 

Unit-I 

Administrative System of the Period of Kautilya-Mughal-British 

Unit-II 

Salient Features of Indian Administration-Parliamentary Democracy in India- Administrative 
Culture 

BLOCK II: THE UNION EXECUTIVE 

Unit-III 

President-Powers and Position-Prime Minister Powers and Functions-Council of Ministers at 

Central 

Unit-IV 

Ministries and Departments of Central Government-Cabinet Secretariat-Central Secretariat 

Unit-V 

Public Sector Undertakings -Forms and Autonomy 

Unit-VI 

All India Services-Central Services-Union Public Service Commission 

BLOCK III: STATE ADMINISTRATION 

Unit-VII 

Governor-Powers and Position-Chief Minister-Council of Ministers at State 

Unit-VIII 

Chief Secretary-State Secretariat-Directorate-Field Offices 

Unit-IX 

District Collectorate-Changing Role of District Collector 

Unit-X 

State Public Services-State Public Service Commission –Training in State Public Services 

BLOCK IV: FEDERAL SYSTEM 

Unit-XI 

Indian Federal System-Centre and States Legislative, Financial and Administrative Relations 

Unit-XII 
Relationship between Specialist and Generalist Administrators-Minister-Civil Servant 
Relationship 

Unit-XIII 

Indian Parliament Composition Role and Functioning-State Assembly composition, Role and 

Functioning 

BLOCK V: ISSUE AREAS 

Unit-XIV 
Globalisation and Indian Administration-Impact  of Information Communication Technology 
On Indian Administration 

References 

1.B.L.Fadia and Kuldeep Fadia,Indian Administration,Sahitya Bhawan Publications,Agra 

2.S.R.Maheswari,Indian Administration,Laxmi Narayan Agarwal,New Delhi 

3. Ramesh K.Arora and Rajni Goyal,Indian Public Administration:Instutions and Issues,New 
Age in ternational Publishers
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                                                     SECOND YEAR    

                                                  THIRD SEMESTER 

Course Code Title of the Paper 

10631A Part-I: Tamil Paper-III 

 

Nehf;fk; : nkhop mwpT> ,yf;fz mwpit tsh;j;jy; 

gpupT 1: ,yf;fpak; - 1 

$W 1: gj;Jg;ghl;L – Ky;iyg;ghl;L 

$W 2: vl;Lj;njhif – Iq;FWE}W  

$W 3: fgpyh; - FwpQ;rpj;jpiz  

$W 4: kQ;iQg;gj;J – Kjy; %d;W ghly;fs; 

$W 5: FWe;njhif – guzh; ghly;fs; gh. vz;. 19> 24> 36> 128> 399 

gpupT 2: ,yf;fpak; - 2 

$W 6: ew;wpiz –  ngUq;Fd;W}h;fpohh;  - gh. vz;. 5 

    ngUtOjpahh;  - gh. vz;. 55 

    ngUq;nfsrpfdhh;   - gh. vz;. 139 

$W 7: ew;wpiz –  fUt+h;f;Nfhrpfdhh;  - gh. vz;. 214 

    cNyhr;rdhh;   - gh. vz; 249 

$W 8: mfehD}W – Nre;jk;g+jdhh; ghly;fs; gh.vz;. 84> 207 

$W 9: GwehD}W – kNwhf;fj;J eg;griyahh; ghly;fs;  

       gh. vz;. 37> 39> 126> 226> 280 

gpupT 3: gjpndz;fPo;f;fzf;F 

$W 10: gjpndz; fPo;f;fzf;F – jpUf;Fws; - tho;f;ifj; Jiz eyk; (6)>  

       mwpTilik (43)> gphpthw;whik (116) 

$W 11: ehd;kzpf;fbif – vs;sw;f (3)> giwglthoh (4)> 

$W 12: ehd;kzpf;fbif - kz;zp mwpg (5)>fs;sptapw;wpy; (6)> fy;ypw;gpwf;Fk;(7) 

gpupT 4: ehlfk; - Gjpdk; 

$W 13: ehlfk; - ,uhruhrNrhod; - mU. ,uhkehjd; 

$W 14: ehty; - RtLfs; - ,uh. ghyRg;gpukzpad;> rj;ah ntspaPL> kJiu. 
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Course Code Title of Paper 

10631B Part-I: Human Skills Development - I 

Objectives: 

 To Make the Students develop human skills. 
BLOCK   I: HUMAN SKILLS AND HABITS 

 

Unit – I Human Skills –Developing skills-Types 

Unit – II Mind-Levels of functions 

Habits-Meaning-Types-Merits of good habits - Interpersonal Relationship-Features- Interpersonal 

Behaviour 

BLOCK   II: PERSONALITY AND SELF CONCEPT 

Unit – III Thinking ahead- Significance of thinking ahead 

Unit – IV Developing Personality-Meaning -Need- Factors influencing 

personality, Ways of developing personality -Building positive personality 

Unit – V Self-concept-Self-esteem-Meaning-Importance - Self- efficacy-Self- 

acceptance-Meaning-Importance - Etiquette-Meaning-Etiquettes in using mobile, telephones-Dais 

Etiquette 

BLOCK   III: TYPES OF SKILLS 

Unit – VI Goal-setting Skills-Meaning-Types-Importance- 

Unit – VII Decision-making skills-Meaning-Types-Steps in decision-making 

Unit–VIII       Negotiating Skills-Styles-Structure-Creating negotiation-Competitive Negotiation 

BLOCK   IV: HUMAN RELATIONS 

Unit – IX Attitudes-Meaning-Types-Importance-Developing positive attitudes 

Unit – X Coping with Change-Meaning-Characteristics-Importance of change 

Resistance to change-Dealing with change 

Unit – XI Leadership-Meaning-Importance-Characteristics-Styles- 

Unit – XII Human Relations Skill-Need-Canons of good human relations 

Unit – XIII     Counselling-Meaning-Importance-Forms- Conflicts-Meaning-Types- Causes-

Effects-Managements of conflicts 

Unit – XIV     Stress-Meaning-Types-Causes-Effects-Managing the stress - Anger- 

Meaning-Causes-Consequences-Anger Management 

References: 

1. Les Giblin, Skill with People, 1995. 

2. Shiv Khera, You Can Win, 2002. 

3. Christian H Godefroy, Mind Power. 

4. Dale Carnegie, How to Enjoy Your Life and Your Job, 1985. 

5. Natalie H Rogers, How to Speak without Fear, 1982. 

6. Dale Carnegie, How to Develop Self-Confidence and in fluence People by 

Public Speaking. 
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Course Code Title of the Paper 

10632 PART-II : English Paper - III 

Objective: 

 To make the students master the different topics prescribed in the Short Stories, One Act 

Plays, Grammar and Composition. 
BLOCK   I: SHORT STORIES 

 

Unit – I A Hero - R.K. Narayanan 

Unit – II The Diamond Necklace - Guy de Maupassant 

Unit – III The Verger - Somerset Maugham 

Unit – IV The Postmaster - Rabindranath Tagore 

BLOCK   II:        ONE ACT PLAYS - I 

Unit – V The Proposal - Anton Chekhou 

Unit – VI The Boy Comes Home - A.A. Milne 

Unit – II The Silver Idol - James R. Waugh 

Unit –VIII Progress St. John Ervine 

 

BLOCK   III:        ONE ACT PLAYS - II 

Unit – IX The Pie and the Tart - Huge Chesterman 

Unit – X Reunion - W.st. Joh Tayleur 

Unit – XI A kind of Justice - Margaret Wood 

Unit – XII The Refugee - Asif Currimbhoy 

                                    BLOCK   IV:        GRAMMAR AND COMPOSITION 
           Unit – XIII     Parts of speech-Noun- Pronoun- Adjective Degrees 

of Comparison- Verb- Adverb 

Unit – XIV Agenda- Minutes- Notice- Descriptive Writing 

References 

1. Aroma, Ed. by the Board of Editors, Publishers- New Century Book House, Chennai. 

2. Six Short Stories, Ed. by the Board of Editors, Harrows Publications, Chennai. 

2. One Act Plays, Ed. by the Board of Editors, Harrows Publications, Chennai. 

3. Modern English – A Book of Grammar Usage and Composition by N.Krishnaswamy, 

Macmillan Publishers. 

4. English for Communication, Ed. by the Board of Editors, Harrows Publications, chennai 
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Course Code Title of the Paper 

10633 Principles of Management 

 

BLOCK I: MEANING, NATURE, FUNCTIONS AND IMPORTANCE 

UNIT – I 

Management: Definition – Nature – Scope - Functions – Administration and Management 

UNIT – II 

Planning: Nature, Importance and Strategic Considerations  of Planning – Planning Premises – 
Objectives - Planning Process – Methods  of Planning 

Unit – III 

Policies, Strategies, Procedures, Methods, Rules, Projects and Budgets 

UNIT-IV 

Decision Making – Meaning – Importance – Types – Process – Elements 

BLOCK II: ORGANISATION AND ITS PRINCIPLES 

UNIT – V 

Organizing: Nature, Purpose and Kinds  of Organization – Structure – Formal Organization – 

Informal Organization-Bases  of Organisation 

UNIT-VII 

Hierarchy-Span  of Control – Line and Staff Functions – Authority and Responsibility – 

Centralisation and Decentralization – Co-ordination. 

Unit – VI 

Delegation - Importance  of Delegation – Types  of Delegation – Problems  of Delegation – 

Effective Delegation. 

UNIT – VII 

Staffing – Elements of Staffing – Functions  of Staffing 

BLOCK III: ORGANISATIONAL  BEHAVIOUR 

UNIT-VIII 

Motivation: Meaning – Importance – Types – Theories. 

UNIT – IX 

Communication: Meaning – Types – Process – Barriers – Overcoming Barriers 

Leadership: Meaning – Styles –Theories-Essential Qualities. 

 

BLOCK IV: MANAGERIAL CONTROL 

 

UNIT – X 

Controlling: Objectives and Process  of Control – Devices  of Control – integrated Control – 
Special Control Techniques. 

UNIT – XI: Directing – Principles of Direction – Techniques  of Direction – Importance  of 
Direction – Characteristics  of Direction 

BLOCK V: MANAGEMENT AUDIT AND SYSTEM 

UNIT – XII: Management Audit – Definition – Objectives – Scope – Need For Management 

Audit – Advantages of Management Audit. 

 

 

 

 

 



32 
 

UNIT – XIII 

Management information System – Objectives of MIS – Importance  of MIS – Process of MIS 
– Advantages of MIS 

UNIT – XIV 

Recent Trends and New Perspectives in  Management - Strategic Alliances – Core Competence 
– Business Process Reengineering – Total Quality Management – Bench Marking-Brain 

Storming 

 

References 

1. Ramaswamy.T, Principles  of Management [Eight Edition] Himalaya Publishing Home Pvt 

Ltd, Mumbai. 2012, 

2. L.M .Prasad,Principles and Practice  of Management,Sultan Chand&Sons 2015 

3. Koontz and O’Donnell,Management:A Global Perspective.McGrawHill,1998 
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Course Code Title of the Course 

10634 Administrative thinkers 

 

Unit-I 

Kautilya 

Unit-II 

Woodrow Wilson 

Unit-III 

F.W.Taylor 

Unit-IV 

Maxweber 

Unit-V 

Maslow 

Unit-VI 

Henry Fayol 

Unit-VII 

M.P.Follet 

Unit-VIII 

Herbert A.Simon 

Unit-IX 

C.I.Barnard 

Unit-X 

EltonMayo 

Unit-XI 

F.W.Riggs 

Unit-XII 

Chris Argris 

Unit-XIII 

Rensis Likert 

Unit-XIV 

Yezkel Dror 

 

References 

1. Ravindra Prasad,D,Prasad,Sathyanarayana.P,Administrative Thinkers,Sterling Publishers Pvt 

Ltd,2008 

2. Maheswari,Administrative Thinkers, Millon Publishers India Ltd,2003 

3.S.L.Goel,Administrative and Management Thinkers Relevence in New Millenium,Deep and 

Deep publications,New delhi,2008 
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FOURTH SEMESTER 
 

Course Code Title of the Paper 

10641A Part-I: Tamil Paper-IV 

 
Nehf;fk; : nkhop mwpT> ,yf;fz mwpit tsh;j;jy; 

gpupT 1: nra;As; cWg;Gfs; 

$W 1: nra;As; cWg;Gfs; - ahg;G - vOj;J> mir> rPh;>  

$W 2: ahg;G - jis> mb> njhil  

$W 3: ntz;gh> Mrphpag;gh> fypg;gh> tQ;rpg;gh>  

$W 4: Gjpa ahg;G tbtq;fs; - rpe;J> fz;zp> fPh;j;jid  

$W 5: GJf;ftpijapy; FwpaPL – gbkk;. 

gpupT 2: mfg;nghUs; - Gwg;nghUs; 

$W 6: mfg;nghUs; - Gwg;nghUs; - Ie;jpiz tpsf;fk; 

$W 7: mfg;nghUs; Jiwfs; - tiuT flhjy;> mwj;njhL epw;wy;>  

cld;Nghf;F 

$W 8: Gwg;nghUs; Jiwfs; - tQ;rpdf;fhQ;rp> ifaWepiy> nrtpawpTW}c 

gpupT 3: mzp 

$W 9: mzp ,yf;fzk; - ctik> cUtfk;> Ntw;Wik> gpwpJ nkhopjy;>  

jw;Fwpg;Ngw;wk;> rpNyil> gpd;tUepiy.  

$W 10: epWj;jy; Fwpfs.; 

gpupT 4: fhg;gpak; - rq;f ,yf;fpak; 

$W 11: njhy;fhg;gpak; - rq;f,yf;fpak; - vl;Lj;njhif> gj;Jg;ghl;L> 

$W 12: gjpndz;fPo;f;fzf;F. 

$W 13: Ik;ngUq;fhg;gpaq;fs; - gpw;fhyf; fhg;gpaq;fs; - fk;guhkhazk; -  

nghpaGuhzk.;  

$W 14: ,f;fhyf; fhg;gpaq;fs; - ghujpapd; ghQ;rhyp rgjk; -         ghujpjhrdpd; ghz;bad; ghpR 
- fz;zjhrdpd; ,NaR fhtpak; , rpw;gpapd; - nksd kaf;fq;fs;. 
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Course Code Title of the Paper 

10641B Part-I: Human Skills Development - II 

Objective: 

 To Make the Students develop human skills. 

 

             BLOCK   I:     GUIDENCE AND COUNSELLING 

Unit-1: Guidance & Counselling – Role of Counsellor - Importance and Techniques of 

counselling. 

Unit-2: Managerial skill- Need – Importance. 

Unit-3: Human relational skills-Communication-Attention. 

BLOCK   II:        TECHNICAL SKILLS 

Unit-4: Conceptual skills-Meaning-Importance. 

Unit-5: Technical skills-Techniques-Practices-Tools-Procedures. 

Unit-6: Presentation skills-Planning-Preparation-Delivery. 

Unit-7: Organization skills-Meaning-Nature-Importance-Types. 

Unit-8: Multi-Tasking skills Responsibilities-Causes. 

Unit-9: Leader- Qualities of a good leader. 

BLOCK   III:        UNDERSTANDING SKILLS 

Unit-10: Understanding Skills -Human systems: in dividual, Group, organization, and their major 

interactions. 

Unit-11: Understanding Skills -Human systems: Community and Society, and their major 

interactions. 

BLOCK   IV:        SOCIETY BASED SKILLS 

Unit-12: Problem solving skills – Handling –Facing – Importance. 

Unit-13: Cooperative Learning Skills. 

Unit-14: Making Social Responsibilities-Causes. 

References: 

1. Les Giblin, Skill with People, 1995. 

2. Shiv Khera, You Can Win, 2002. 

3. Christian H Godefroy, Mind Power. 

4. Dale Carnegie, How to Enjoy Your Life and Your Job, 1985. 

5. Natalie H Rogers, How to Speak without Fear, 1982. 

6. Dale Carnegie, How to Develop Self-Confidence and in fluence People by 

Public Speaking. 
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Course Code Title of the Paper 

10642 PART-II : English Paper - IV 

Objective: 

 To make the students master the different topics prescribed in the Short Stories, Drama, 

Fiction, Tales from Shakespeare, Biographies, Grammar and Composition. 

BLOCK  I:        SHORT STORIES 

Unit-1:Lalajee - Jim Corbelt 

Unit-2: A Day’s Wait - Hemmingway 

Unit-3: Two old Men - Leo Tolstoy 

Unit-4: Little Girls wiser than - Men Tolstoy 

Unit-5: Boy who wanted more Cheese - William Elliot Griffir 

BLOCK   II:        DRAMA AND FICTION 

Unit-6: Pygmalion - G.B. Shaw 

Fiction 

Unit-7: Swami and Friends - R.K. Narayanan 
BLOCK    III:    SHAKESPEARE 

Unit-8: The Merchant of Venice 

Unit-9: Romeo and Juliet 

Unit-10: The Winter’s Tale 

  BLOCK   IV:    BIOGRAPHIES, GRAMMAR AND COMPOSITION 

Unit-11: Martin-Luther king - R.N. Roy 

Unit-12: Nehru - A.J. Toynbee 

Grammar 

Unit-13: Concord- Phrases and Clauses-Question Tag 

Composition 

Unit-14: Expansion of Proverbs 

- Group Discussion 

- Conversation (Apologizing, Requesting, Thanking) 

References: 

1. Sizzlers, by the Board of Editors, Publishers-:Manimekala Publishing House, Madurai. 

2. Pygmalion – G.B. Shaw 

3. Swami and Friends – R.K. Narayan 

4. Tales from Shakespeare Ed. by the Board of Editors, Harrows Publications, Chennai. 

5. Modern English – A Book of Grammar Usage and Composition by N.Krishnaswamy, 

Macmillan Publishers. 
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Course Code Title of the Paper 

10643 Organisational Behaviour 

 

BLOCK I: AN INTRODUCTION TO ORGANISATIONAL BEHAVIOUR 

Unit – I 

Introduction To Organizational Behaviour – Nature– Basic Objectives – Elements – 
Importance  of Organizational Behaviour. 

 
Unit – II 

Foundations of Individual Behaviour – Positive Individual Behaviour – Negative 

Individual Behaviour – Factors Influencing Individual Behaviour – Personal Factors – 

Environmental Factors 

 
Unit – III 

Personality – Definitions – Determinants  of Personality – Influence  of Personality on 

Behaviour – Influencing Behaviour – Personality Development 

 

Unit – IV 

Perception – Definitions – Sensation and Perception – Process  of Perception – 

Determinants  of Perception. 

 

Unit – V 

Attitude and Values – Definitions – Nature and Characteristics  of Attitude and Values 
– Measurement  of Attitude – Functions  of Attitude – Attitude Change – Values and Attitudes 

BLOCK II: GROUPS AND WORK STRESS IN ORGANISATION 

Unit – VI 

Groups in Organization – Meaning – Characteristics – Reasons for Formation  of Groups 
– Types  of Groups – Different Stages  of Groups – Individual and Group Decisions. 

 

Unit – VII 

Work Stress – Causes  of Stress – Personal Factors – Organizational Factors – Stress- 

Performance Relationship – Psychological Problems – Behavioural Changes 

 

BLOCK III: ORGANISTIONAL CHANGE AND DEVELPOMENT 

Unit – VIII 

Organizational Change – Meaning – Factors Influencing Change – Internal Factors – 
External Factors 

Unit-IX 

Organizational Development – Objectives  of Od – Evaluation and Follow Up – 

Organizational Development – Merits and Demerits. 
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BLOCK IV: ORGANISATION AND ITS ENVIRONMENT  

Unit – X 
Organizational Culture and Climate – Types – Determinants – Changing Organizational 

Culture – Organizational Climate – Determinants  of Organizational Culture 

Unit – XI 

Organizational Conflicts – Definitions – Causes  of Conflicts – Different Stages  of 

Conflict – Conflict and Performance – Measures To Stimulate Conflicts – Conflict Outcomes. 

 
Unit – XII 

Career Planning – Meaning and Characteristics – Need For Career Planning – Process   of 
Career Planning – Evaluation  of Career Planning Limitations. 

 

BLOCK V: EMOTIONS AND POWER POLITICS IN ORGANISATION 

Unit – XIII 

Emotional Intelligence –Types  of Emotions – Managing Emotions – Emotional 

Intelligence – Dimensions  of Emotional Intelligence – Advantages and Limitations  of 

Emotional Intelligence. 

 
Unit – XIV 

Power, Politics and Impression Management – Power, Authority and influence – 
Sources – Organizational Politics – Nature  of Organizational Politics 

 

. 

References 

1. Khanka S. S, Organisational Behaviour Sultan Chand & Sons Publications, New Delhi, 2012 

2. Aswathappa K, Organisational Behaviour, Himalaya Publications, New Delhi ,2011 

3. Varma, “Organisational Behaviour”, Forward Book Depot, New Delhi, 2013 

4. Sharma, “Organisational Behaviour”, Tata Mcgraw-Hill Publications, New Delhi ,2 012. 

5.Stephen.P.Robbins,Timothy,A.Judge,Organisational Behaviour, Prentice Hall Pvt,Ltd.New 
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Course Code Title of the Course 

10644 Modern Administrative System 

 

BLOCK I: ADMINISTRATIVE SYSTEM OF USA 

Unit-I 

Administrative System  of USA-Constitution and Government-Congress 

Unit-II 

American President-Executive Office  of The President-American Civil Service 

 

BLOCK II: ADMINISTRATIVE SYSTEM OF BRITAIN 

 

Unit-III 

Administrative System  of Britain- Constitution and Government-British Crown- 

PrimeMinister- Cabinet 

Unit-IV 

British Parliamentary Commissioner-Treasury-British Civil Service 

BLOCK III: ADMINISTRATIVE SYSTEM OF FRANCE AND JAPAN 

Unit-V 

Administrative System  of France-Constitution and Government-French President 

Unit-VI 

French Civil Service-Administrative Courts-Local Government 

Unit-VII 

Administrative System  of Japan-Constitution and Government-Constitutional 

Monarchy-Prime Minister-Diet 

Unit-VIII 

Organisation  of Japan Central Government-Civil Service-Central Personnel Agency 

BLOCK IV: ADMINIDSTRATIVE SYSTEM OF SWITZERLAND AND CHINA 

Unit-IX 

Administrative System  of Switzerland-Federal Legislature-Federal Council 

Unit-X 

Direct Democracy in  Switzerland-Political Parties in  Switzerland-Cantonal Government 

Unit-XI 

Administrative System  of People’s Republic  of China-Constitutional Structure  of China- 
Standing Committee  of National People’s Congress 

Unit-XII 

The President  of China-State Council-Communist Party  of China 

BLOCK V: ADMINISTRATIVE SYSTEM OF CANADA 

Unit-XIII 

Administrative System  of Canada-Constitution-Dominion Executive 

Unit-XIV 

The Canadian Dominion Parliament-Judicial System-Canadian Federalism 
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THIRD YEAR 

FIFTH SEMESTER 

Course Code Title  of The Paper 

10651 Public Financial Administration 

 

BLOCK I: MEANING, NATURE AND SIGNIFICANCE 

Unit-I 

Financial Administration-Meaning-Nature and Significance 

Unit-II 

Budget and its Types-Social and Economic Implications. 

 

BLOCK II: BUDGETARY PRINCIPLES AND TYPES 

Unit-III 
Different Principles  of Budget-Types  of Budget 

Unit-IV 

Performance Budgeting: Growth  of The Concept-Meaning-Objectives - Advantages  

Unit-V 
Zero Based Budgeting: Growth  of The Concept-Meaning-Objectives - 

Advantages  

Unit-VI 
Plan Programme Budgeting System : Growth  of The Concept-Meaning-Objectives - Advantages  

 

BLOCK III: BUDGET PREPARATION AND ENACTMENT  

Unit-VII 

Preparation  of The Budget Process -Enactment  of The Budget Process 

Unit-VIII 

Execution  of The Budget Process -Public Borrowings and Deficit Financing  

Unit-IX 

 Sunset legislation – Top-Down Budgeting 

BLOCK IV: CONTROL OVER PUBLIC FUND 

Unit-X 

Composition, Powers and Functions  of Public Accounts Committee-Estimates Committee 

Unit-XI 

Organisation and Functions  of Central Finance Ministry in  India  

 

BLOCK V: AUDIT AND ACCOUNTS OF PUBLIC FUND 

Unit-XII 

Collection, Custody and Disbursement  of Public Funds 

Unit-XIII 

Accounting and Audit-Meaning-Role-Seperation  of Accounts and Audit System  
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Unit-XIV 
Comptroller and Auditor General  of India- Comptroller General  of Accounts- Role and 

Functions 
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Subject Code Title  of The Paper 

10652 Human Rights Administration in  India 
 
 

  

Unit-I 

 

    Unit-II  

   Unit-III 

BLOCK I: MEANING, NATURE, CONCEPTS AND EVOLUTION 

 
Human Rights: Meaning, Nature and Concept-Classification  of Human Rights 

Evolution  of The Concept  of Human Rights-Human Rights - League  of Nations 

BLOCK II: UNIVERSAL DECLARATION OF HUMAN RIGHTS AND ITS COVENANT 

Universal Declaration  of Human Rights Act  of 1948-Fundamental Rights  of Indian 

Constitution 

Unit-IV 

International Covenant On Political and Civil Rights-Optional Protocal to political and 
Civil Rights 

Unit-V 

International Covenant on Socio-Economic and Cultural Rights-Optional Protocal To 
Socio-Economic and Cultural Rights 

Unit-VI 

United Nations Human Rights Council-Powers and Functions  

BLOCK III: HUMAN RIGHTS ADMINISTRATION 

Unit-VII 

National Humanrights Commission in  India-Composition-Powers and Functions 

Unit-VIII 

State Human Rights Commission in  India-Composition-Powers and Functions 

Unit-IX  

  

Unit-X 

Human Rights Police Stations - Human Rights Courts  

BLOCK IV: HUMAN RIGHTS ISSUES IN INDIA 

Human Rights  of Dalits – Minorities-Age old in  India 

Unit-XI 

Issues and Rights: Child Labourers-Bonded Labourers-Domestic Workers  

BLOCK V: HUMAN RIGHTS LAW AND ITS PROTECTION 

Unit-XII 

Right To Education Act-Protection  of Civil Liberties Act-Child Labour Abolition 

Act  

Unit-XIII 

National Commission For Women - Child-Composition,Powers and Functions 

Unit-XIV 

Role  of Voluntary and Non-Governmental Organisations in  Protection of Human 

Rights  in India 
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Course Code Title  of The Paper 

10653 Development Administration in India 

 

BLOCK I: BASIC CONCEPTS AND APPROACHES OF DEVELOPMENT 

Unit-I 

Concept  of Development-Emergence-Definition 

Unit-II 

Characteristics  of Development Administration-Traditional Administration 

Unit-III 

Various Approaches To The Study  of Development Administration-Significance  of 

Development Administration 

BLOCK II: BUREAUCRACY AND DEVELOPMENT 

Unit-IV 

Concept  of Development-Views  of Fred W.Riggs On Development Administration 

Unit-V 

Indian Bureaucracy and Development-Role and Functions 

BLOCK III: RURAL DEVELOPMENT AND PLANNING 

Unit-VI 

Rural Development Programme Key Features- Issues and Challenges in  India 

Unit-VII 

Urban Transport - Housing Development in  India 

Unit-VIII 

Micro Level Planning –Participatory Approach-Panchayatraj System in  India 

Unit-IX 

Machinery For Developmental Planning At Central-State - District Level 

 

Unit-X 

Unit-X 

BLOCK IV: DEVELOPMENTAL POLICIES  

Land Reforms, Agriculture and Cooperation Policies in  India 

Poverty Alleviation, Health and Nutrition Policies in  India 

 
BLOCK V: AGENCIES INVOLVED IN DEVELOPMENT ADMINISTRATION 
Unit-XI 

Role  of Voluntary and Non-Governmental Organizations in  Promoting Development 

Administration 

Unit-XII 

United Nations Development Programmes ( Undp)-United Nation Millennium Development 

Goals 

Unit-XIII 

World Bank-International Monetary Fund-Asian Development Bank: Role and Functions 

Unit-XIV 

Role  of international Organizations in  Promoting Development Administration 
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Course Code Title  of The Paper 

10654 Citizen and Administration 

BLOCK I: VALUES AND ETHICS IN PUBLIC SERVICES 

Unit-I 

Integrity in  Administration-Ethics and Values in  Public Services 

Unit-II  

 

Unit-III 

 

Indian Model  of Ombudsman:Lokpal and Lokayuktas 

 

BLOCK II: ACCOUNTABILITY AND POPULAR CONTROL 

 

Concept  of Accountability-Popular Control Over Administration 

Unit-IV 

Peoples Participation in  Administration-Meaning-Mechanism-Challenges 

Unit-V 

Role  of Civil Society-Social Audit:Meaning-Benefits-Methodology 

 

BLOCK III: OPENNESS AND TRANSPERANCY  

Unit-VI 
Openness and Right To information-Right To information Act: Key Contents 

Unit-VII 

Citizens Charter-Evolution and Experience in  India 

Unit-VIII 

Pressure and Interest Groups-Meaning-Definition-Classification-Features  

 

BLOCK IV: GOOD GOVERNANCE 

Unit-IX 

Good Governance: Concepts and Applications-Features-Characteristics- Application 

in  India 

Unit-X 

Good Governance: Concept-Applications-Parameters 

Unit-XI 
E-Governance-Concepts-Success Story in India  

 

BLOCK V: ANTI-CORRUPTION AND REDRESSAL MECHANISM 

Unit-XII 

Legal and institutional Frame Work To Check Anti -Corruption in  India 

Unit-XIII 

Central Vigilance Commission-Central Bureau  of Investigation: Powers and Functions 

Unit-XIV 

Grievances Redressal Mechanism At District –State - Central Level in  India 
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SIXTH SEMESTER 

 
Course Code Title  of The Paper 

10661 Computers and Data Processing 

 

BLOCK I: FUNDAMENTALS OF COMPUTER SYSTEM 

Unit-I 

Computer System Fundamentals:Hardware and Software-Evalutions  of Computers- 
Classification 

Unit-II 

Basic Components  of A Digital Computer-Internal and Auxiliary Storages-Remote 

Data Entry Devices 

Unit-III 

Characteristics  of internal Storage-Auxiliary Storage-Processing Methods-Batch,Real- 

Time and Time Shared Processing 

 

BLOCK II: DATA PROCESSING SYSTEM 

Unit-IV 

Data Processing Systems and Tools:Types  of Data Processing System-Extend  of Data 
Processing Systems-Data Processing Cycle 

Unit-V 

Components  of A Data Processing Systems-Problem Definition-Planning-Alogritham 

Unit-VI 

Program Flowcharts-Decision Table-Top-Down Programming Techniques-Structure 

Programming 

Unit-VII 

Batch Processing:A Typical Batch Processing Application-Master File-Transaction File- 

File Update 

 

BLOCK III: DATA STORAGE 

Unit-VIII 

Direct Access Storage and Retrieval-File Organization Techniques-Report Generation 

Unit-IX 

Examples  of Flow Charts - Programs For The Functions 

Unit-X 

Applications: Inventory Control And Accounting-Payroll-Production, Planning And 
Control 

 

BLOCK IV: ONLINE PROCESSING AND CONTROL 

Unit-XI 

Online Processing Controls-Examples  of Specific Online Applications 

Unit-XII 

Air Line Reservation-Railway Reservation 
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BLOCK V: MANAGEMENT OF BUSINESS APPLICATION 

Unit-XIII 

Management  of Stores-Query Package 

Unit-XIV 

Real Time Business Applications-On Line Business Transactions 
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Course Code Title  of The Paper 

10662 Public Personnel Administration 
 

BLOCK I: MEANING, IMPORTANCE AND FUNCTIONS OF PERSONNEL ADMINISTRATION 

Unit-I 

Meaning, Importance and Objectives  of Personnel Administration-Functions  of 

Personnel Administration-Position Classification 

Unit-II 

Human Resource Development- Scope – Importance-Current Status 

Unit-III 

Evolution of Civil service in India-Constitutional Provisions of Civil Service 

BLOCK II: RECRUITMENT AND TRAINING 

Unit-IV 

Recruitment-Process-Methods 

Unit-V 

Training-Objectives-Types and Techniques 

Unit-VI 

Composition and Functions  of Union Public Service Commission-State Public Service 
Commission-Staff Selection Commission 

Unit-VII 

Promotion-Promotion System in  India 

BLOCK III: PAY AND SERVICE CONDITIONS 

Unit-VIII 

Pay and Compensation Structure in  India- Other Benefits and Allowances 

Unit-IX 

Whitley Councils - Whitleyism in  India-Central Administrative Tribunal 

Unit-X 

Conduct and Discipline-Political Activities  of Public Servants 

 

BLOCK IV: RIGHTS OF CIVILI SERVANTS 

Unit-XI 

Employees Associations and Unions-Strikes and Political Affiliations 

Unit-XII 

All India Services: Training and Promotion 

BLOCK V: CIVIL SERVICE ETHICS AND MORALE 

Unit-XIII 

Politicisation  of Higher Civil Services in  India-Morale in  Civil Service 

Unit-XIV 

Administrative Ethics-Meaning-Elements-Importance- Hindarances 
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Course Code Title of the Paper 

10663 Public Policy Analysis 
 
 

BLOCK I: CONCEPTS OF PUBLIC POLICY 

Unit-I 

Concepts  of Public and Policy-Scope  of The Policy-Significance 

Unit-II 

Policy Types-Institutional Development for Policy 

Unit-III 

Meaning, Nature and Utility  of Policy Sciences  

 

BLOCK II: MODELS FOR POLICY ANALYSIS 

Unit-IV 

Meaning and Issues  of Policy Analysis-Evolution 

Unit-V 

Rational Policy Making  of H.I.Simon Model-Dror’s Normative - Optimum Model  

Unit-VI 
Systems Model For Policy Analysis-Institutional Approach To Policy Analysis  
 

BLOCK III: PUBLIC POLICY MAKING PROCESS 

Unit-VII 
Forces in  Policy Making Process-Individual Citizen-Electorate Power-Electoral Pledges-

Media- Pressure Groups 

Unit-VIII 

Official Policy Maker Legislature-Executive-Bureaucracy  

 

BLOCK IV: POLICY IMPLEMENTATION AND EVALUATION 

Unit-IX 

Policy Implementation-Meaning and Elements in  Implementation 

Unit-X 

Approaches to the Policy Implementation-Top-Town Model-Bottom -Up Model 

Unit-XI 

Policy Evaluation-Criteria for Evalution  

BLOCK V: PUBLIC POLICY OF INDIA – AN ANALYSIS 

Unit-XII 
Health Care Policy  of India –Evalution and Analysis 

Unit-XIII 

New Education Policy  of India- Evalution and Analysis 

Unit-XIV 
Agricultural Policy  of India-Evalution and Analysis 
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Course Code Title of the Paper 

10664 Local Self Government Administration in India 
 

BLOCK I: MEANING, SCOPE AND EVOLUTION OF LOCAL SELF GOVERNMENT 

Unit-I 

Meaning, Scope and Importance - Evolution  of Local Self Government in  

India  

Unit-II 

Community Development Programmes-National Extension Service-Balwantray Mehta 

Committee Report-Ashok Mehta Committee Report 

 

BLOCK II: ORGANISATION STRUCTURE AND ITS FUNCTIONS 

Unit-III 
Organisation and Functions  of Three Tier Structure Panchayat Raj Institutions –Gram 

Panchayat -Panchayat Ssmiti- Zila Parishad 

Unit-IV 

Organisations and Functions  of Three Forms  of Urban Institutions –Corporation-Municipality- 

Town Panchayat 

 
BLOCK III: CONSTITUTIONAL AMENDMENT ACT AND ITS IMPLEMENTATION 

Unit-V 

Salient Features  of 73rd Constitutional Amendment Act  of 1992-Key Features and its 

Implementation 

Unit-VI 

Salient Features  of 74th Constitutional Amendment Act of 1992-Key Features and Its 

Implementation 

Unit-VII 
State Election Commission-Electoral Process  of Local Self Government Institutions  

 

BLOCK IV: PERSONNEL AND FINANCE IN LOCAL SELF GOVERNMENT 

Unit-VIII 

Personnel in  Panchayat Raj Institutions-Block Development Officer-Extension 

Officer Unit-IX 

Municipal Personnel Administration-Central Council of Local Government 

Unit-X 

Sources  of Income for Panchayat Raj in stitutions-State Control over Panchayat Raj 
institutions-Social Audit 

Unit-XI 

Sources  of Income for Urban Local Self Government-State Control over Urban Local Self 

Government in stitutions 

 
BLOCK V: ISSUES AND CHALLENGES IN LOCAL SELF GOVERNMENT 

Unit-XII 
Rural Development Programmes –Challenges and Issues in  India 

Unit-XIII 

Panchayat Raj Institutions Issues and Challenges-Causes for Failures of Panchayat Institutions 
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Unit-XIV 

Urbanisation Process –Challenges and Issues in  India 
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