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Unit I: Introduction to Administration and Management (25 Questions)

Meaning, nature, scope and importance of Administration and Management — Evolution of
Public Administration and Management — its Present Status — New Public Administration -
Public Management — Good Governance — Public, Private Partnership - Control over Public
Administration (Legislative, Executive, Judicial, Public and Media).

Organization and Management: Principles of Organisation - Hierarchy, Span of Control, Unity
of Command, Centralization Vs. Decentralization, Delegation - Functions of Administration and
Management - Organizational Change and Development - Organizational Control — Principles
of Management — Management by Objectives — Management by Exception - Participative
Management - Organizational Behaviour - Management of Conflict — Organisational Citizenship
Behaviour.

Unit Il: Human Resource Management — Personnel Administration (20 Questions)

Meaning, nature, scope and importance of Personnel Administration - Types of personnel —
Functions of Human Resource Management — Organisation of the Department — e HRM —
Human Resource Policies - Manpower Planning — Recruitment - Performance Appraisal —
Training and Development — Promotion — Pay Commission — Skill Development — Bureaucracy
and Civil Services — Civil Service Associations — Retirement — Administrative Ethics and Code
of Conduct - Employees Counselling — Public Grievances — Grievances Redressal Mechanism
— Centralised Public Grievance Redressal Monitoring System (CPGRAMS) — Department of
Administrative Reforms and Public Grievance (DARPG).

Unit lll: Comparative Public Administration and Development Administration (20 Questions)

Meaning, nature, scope and importance of Comparative public Administration - Approaches to
the study of comparative public administration — Ecological and systems approaches —
Prismatic Society - Industria Agraria model - Comparative Administrative Systems: UK — USA -
France and Switzerland — Sustainable Development and Goals - Sustainable Governance -
Planning Commission - Five Year Plans in India - National Institution for Transforming India
(NITI) Aayog — Corporate Social Responsibility - Development Indicators.

Unit IV: Indian Administration (25 Questions)

Evolution of Indian Administration: (Ancient, Medieval and Modern Pre and Post -
Independence) — Constitutional Frame work of Indian Administration (Preamble, Fundamental
Rights, Directive Principles of State Policy, Fundamental Duties and Parliamentary Democracy
Union Government: President - Vice-President - Prime Minister and Council of Ministers —
Parliament — Central Secretariat — Cabinet Secretariat — Union - State Relations (Legislative,
Administrative, Financial and Judicial) State Government: Governor - Chief Minister and State
Council of Ministers - State Legislature - State Secretariat - District Administration-
Administration of Law and Order Local Government and Administration: Evolution of Local
Government in India - 73rd and 74th Constitutional Amendment Acts — Types of Local
Governments (Rural and Urban) - Tamil Nadu Panchayat Act 1994 — Panchayat Extension to
Schedule Areas (PESA) Act of 1996 - Judiciary: Supreme Court - High Courts and Subordinate



Courts — Judicial Activism - Public Services: All India Services - UPSC - Central Services -
State Services in India - State Public Service Commissions.

Unit V: Financial Administration and Management (20 Questions)

Meaning, nature, scope and significance of Financial Administration and Management —
Budget - Types of Budget — Planning, Programming Budgeting System (PPBS), Zero Based
Budgeting (ZBB) and Performance — Budgetary process — Preparation — enactment and
execution - Ministry of Finance - Finance Commission - Resource mobilization — The
Management of Working Capital — Cash Management Strategies — Risk Management — Return
on Investment - Tax Administration in India - Public Debt Management - Control over Public
Expenditure (Parliamentary, Executive and Audit) - Accounting and Auditing Comptroller and
Auditor General of India (CAG) — Local finances - Types of errors - Rectification of errors —
Bank reconciliation statement — Trading - Profit & Loss Account - Balance sheet — Accounting
for non-trading Institutions - Income & Expenditure Account - Receipts and Payment Accounts
- Electronic Auditing.

Unit VI: Management Information System & E-commerce (20 Questions)

Data, Information, Intelligence, Information Technology, Information System, Functional
Information Systems, Decision Support System (DSS), Employee Information System (EIS),
Key Management System (KMS), Geographic Information System (GIS), International
Information System - Data Base Management System - Role of information management in
Enterprise Resource Planning (ERP), e-governance, Data Mining, Business Intelligence,
Pervasive Computing, Cloud computing. Electronic Commerce: Technical Components of
E-Commerce Functions of E-Commerce - Advantages and disadvantages of E-Commerce -
Electronic Commerce and Electronic Business - Electronic Commerce Technology - Building
the E-Business application - Avoiding legal issues - Web strategy: Attracting and retaining
visitors - Search Engines and Portals - Cyber service - Online Banking.

Unit VII: Social Welfare Administration (15 Questions)

Concept of Social Welfare - Social Justice and Social Change - Institutional arrangement for
Social Welfare & Social Justice Administration — Non Government Organizations (NGOs), Civil
Societies and Voluntary Agencies - Social Welfare Policies, Programmes and Institutional
Framework for the Protection and Welfare of SCs / STs / BCs / Women / Children, Aged,
Differently - abled and Minorities Commissions — Women, SC/ST, Minority - Social Welfare
Schemes in India and Tamil Nadu.

Unit VIII: Research Methodology (15 Questions)

Research — Meaning — Types — Nature and scope of research — Types of Research -
Research process — Hypothesis — Formulation of Hypothesis — Types of Hypothesis -
Research designs - Experimental Research. Methods of data collection - Sampling — Measure
of Central Tendency - Measure of Dispersion — Correlations — Regression - Multivariate
Analysis - Research Report.

Unit IX: Public Policy and Administrative Law (20 Questions)

Meaning, nature and importance of public policy - Theories and models of public policy
making: Harold Lasswell - Charles Lindblom - Y.Dror — Policy Making Process: Formulation —
implementation — Evaluation — Policy making Institutions: Legislature — Executive — Judiciary -



Higher Educational Institutions and Non Government Organizations (NGOs) Role of media,
Civil society and pressure groups in policy making.

Administrative Law: Meaning, nature and scope of Administrative Law — Rule of Law -
Administrative Law and Constitutional Law - Delegated Legislation — Judicial Remedies and
Judicial Review — Administrative Tribunals — Public Interest Litigation - National Green
Tribunal - Ombudsman (Lokpal, Lokayuktas) - Consumer Forum.

Unit X: Issues in Public Administration and Management (20 Questions)

Political and Permanent Executive — Generalists VS Specialists — Integrity in Public
Administration - People’s participation in administration — Administrative Reforms in India:
First Administrative Reforms Commission — Second Administrative Reforms Commission —
Right to Information Act — Central Information Commission and State Information Commission
- Citizen Charter - Human Rights — National Human Rights Commission — State Human Rights
Commission - Disaster Management - Nature and Types of Disaster - Institutional
Arrangements for Disaster Management.
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