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Course Description:

Introduction to Public Administration is an interdisciplinary course that provides an overview
of the theory and practices of public administration. The course aims to familiaize students
with the nature, scope, recruitment and accountability of public administrators in India.

Course Objectives:

1. Understand the concept and scope and evolution of public administration.
2. Understand the relationship between public administration and public policy.
3. Develop critical thinking and analytical skills to evaluate public administration

practices.

Course Outcomes:

1. Awareness about the evolution and growth of the discipline of Public Administration.
2. Familiarityi,viththeconstitutionalframeworkonwhichlndianAdministrationisbased.
3. Understanding the in-built control mechanisms over constitutional bodies and

administration in seneral.

Course Topics:

Unit: I
1. Introduction to Public Adrninistration - Woodrow Wilson - Definition and nature and

scope of public administration - Signihcance - Distinction between public and private
administration

Unit:II
2. All India Services-Central Services-State Services-Importance of All India Services

UPSC & SPSCs Powers and Functions - NITI Aavos

Unit:III
3. Accountability of Administration in India - Legislative - Executive - Judiciary -

Judicial Activism - E-Governance in India - Good Governance initiatives - Functions
and roles of Administrators

Activities:

1. Class participation and discussions
2. Field trips to government offices
3. Individual or group assignments
4. Student's projects- Individual and group
5. Quizzes or Slip tests.
6. Presentations
7. Research papers
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Public Administration by Awasthi & Maheswari

Indian Administration by Maheswari

Administrative Theories by Mohit Bhattacharya

C omp arative A dministration by Mohit Bhattachary a

Indian Government &Politics by B.L'Fadia
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SEMESTER-III

PRINCIPLES OF NIANAGEMENT

Credits:2

Unit - I:
Definition of Management, Functions of Management, Principles of Management,

Levels of Management, Business Strategy-SWOT Analysis

Unit - II:
Purpose of Planning, Planning Process, Types of Plans, Objectives, Managing by

Objectives (MBO); Organizing; Organization Structure, Formal and Informal

Organization, Decision Making Process

Unit - III:
Directing, Motivation, Motivation Theories, Leadership Styles, Leadership Theories,

Controlling, Process of Controtling, Types of Control-Budgetary and Non-Budgetary,

Control Techniques, Cost Control, Purchase Control, Maintenance Control, Quality

Control
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SEMESTER-III

PRINCIPLES OF ACCOUNTING

Credits: 2 2 hrs/week

Unit - I:
Need for Accounting, Definition, Ob.jectives, GAAP, Accounting Cycle, Classifications

of Accounts and its Rules, Book l(eeping and Accounting, Double Entry Book-Keeping,

Journalizing.

Unit - II:
Types of subsidiary Books, Cash Book, Three column Cash Book-Petty Cash Book

(lncluding Problerns), preparation of Trail Balance, Errors, Meaning, Types of Errors,

Rectifi cation of Errors.

Unit - III:
Need for Bank Reconciliation, Reasons for Difference between Cash Book and Pass

Book Balances, Preparation of Bank Reconciliation Statement, Profit and Loss Account,

Balance Sheet, Final Accour.rts with Adjustments, Accounting Package-Tally.
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SEMESTER-III

BASIC Electronics

UNIT.I: (10 hrs)

Brief History of Electronics, Overview of Atom and its particles, Voltage, Current &
Resistance. Ohms Law, Series and Parallel Circuits, Short and Open circuit. Usage of Digital
multimeter.

Power Sources: DC and AC, Electrical energy, consumption of electrical power, Kilowatt
hour (KWh). Batteries: How to Choose a Battery types, lead acid batteries, Nickel -
Cadmium, Lithium - Ion & Solar cell.

Identifying Phase, Neutral and Earth on power sockets, Electric tester, First aid for electric
shock. Basics of House wiring, Overloading, electrical circuit protection using Fuses, MCB5,
earthing and its necessity, awareness of electrical safetv tools.

UNIT-II: (10 hrs)

Classification of solids according to electrical conductivity (Conductor, Semiconductor &
Insulator)' Intrinsic & Extrinsic Semiconductors, Vacuum Tubes, Diodes, Transistors, ICs &
Relays: advantages, disadvantages, applications, and their uses.

Transducers and Sensors: Advantages, various parts, t1pes, and applications, LED, IR LED.
Photo Resistor & Photodiode (Symbol & applications of each)

DC Regulated Power Supply, IC Voltage Regulators, UpS

Home Appliances: Electric geyser, micro wave oven and refriserator

UNIT.III:

Basics of communication Systems: Transmitter, Receiver, channel
wireless channels, Modulation, Demodulation.

Daily usage of Electronic Devices include: Mobile phones, Digital Camera, audio & video
systems, TV (Television), Con.rputer, Laptop. LED lights, GpS, ipod and Tablets, Wi-Fi and
Internet. Importance of energy efficicncy in elcctrical appliances.

(10 hrs)

i) wired channels ii)



Electronics in different fields: Information processing, Medicine and research, Computers

and other electronic instruments. Automation.

Resource Material

(1) Electrical technology by V.K. Mehta & Rohit Mehta (S. Chand & Company Pubs.)

(2) Few references from Wikipedia free Encyclopedia.
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SBMESTER-III

BASIC MATHEMATICS

Credits:2 2 hrs/week

Course Outcomes
After successful completion of this course, the student will be able to

1. understand the concept of sets and relations
2. know the method of rationalisation in surds
3. understand Co-ordinate systein and Locus
4. find the Point of intersection of two straieht lines
5. find the Rank of a matrix.

Course Content

Unit-I: Algebra

Sets and Relations : Sets - Finite and Infinite sets - Equality of sets - Subsets - Power set -
Universal set- Union and Intersection of sets - Relations - Equivalence relations -Examples.
Surds : Surd - Pure and Mixed surds - Similar surds - Monomial surds - Binomial Surds -
Rationalisation.
Logarithms : Definition - Properties of Logarithms - common Logarithms.

Unit - II : Co-ordinate Geometry

Co-ordinate system : Distance between two points - Division formula - Centroid - Areas of
Triangles and Quadrilaterals.
Locus : Definition of Locus - Equation of Loclrs
Straight Line: Different forms - Reduction of general equation into various forms -Point of
intersection of two straisht lirres

Unit-III: Matrices

Matrices: Types of matrices - Examples - Addition of Matrices - Subtraction of Matrices -
Scalar multiple of a matrix - Multiplication of matrices - 'Iranspose of a matrix and
determinants - Minors and Cofactors - Adjoint of a matrix - Inverse of a matrix - Rank of a
matrix - definition and examoles.



Activities:
Seminar/ Quiz/ Assignments/ Problem Solving Sessions.

Reference Books :

l. Basic Abstract Atgebra by P.B.Bhattacharya, S.K.Jain, S.R.Nagpaul, Cambridge

University Press.

2. Co-ordinate Geornetry by M.L.Khanna, Jai Prakash Nath Publications.

3. A Text book of Matrices by ShantiNarayan & PK Mittal, S.Chand Publications.
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