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S.Y.BL.A (Applied Component)
Course Title: Business Communication
Paper T & I1

(100 Marks Examination Paltern)

Objectives: ) :
1. To develop an awarcness about the complexity of communication in a dynamic business

environment.
2. To develop effective oral, writing and listening skills among learncrs.
3. To demonstrate the effective use of communication technology.

Course Outcomes:
1. After successful completion of the course,

2. Speaking, Reading and Writing skills and
3. Communication in the business world

the learner should have enhanced Listening,
should be prepared to meet the challenges of

Semester 111 Applied Component Paper I 2 Credits
Course Title: Business Communication

Total Lectures: 60

Unit 1: Theory of Communication 5 Lectures

The Concept of Communication

Models of Communication: Linear / Interactive / Transactional / Shannon
And Weaver (To be discussed, but not to be assessed)

Meaning and Definition of Communication
Process of Communication — Traditional Model of Communication i.e. SMCR (Sender,

Medium, Channel, Receiver)
Need of Communication

Feedback
Emergence of Communication as a Key Concept in the Corporate and GlobalWorld

Unit 2: Communication at the Workplace
i. Objectives of Communication 5 Lectures

Information, Education and Training, Motivation, Persuasion, Raising
Morale, Order and Instruction, Warning, Advice and Counseling
ii. Channels of Communication 3 Lectures

Formal and Informal - Vertical, Horizontal, Diagonal, Consensus and Grapevine
iii. Methods of Communication 5 Lectures

Verbal and Non-verbal (including Visual)
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iv. Business Etiquette

S Lectures

Office Etiquette, Internet Etiquette/Netiquette, Business Card Etiquette, Handshake

Etiquette, Mobile Phone Etiquette

v. Barriers to Communication and How to Overcome Them

5 Lectures

Physical, Semantic/Language, Socio-Cultural and Psychological Barriers

Ways of overcoming these Barriers

vi. Listening
Importance of Listening Skills
Barriers to Listening
Cultivating Good Listening Skills
Distinguishing between Hearing and Listening

vii. Business Ethics
Ethics at the Workplace - Importance of Business Ethics
Personal Integrity at the Workplace
Business Ethics and Media
Computer Ethics
Corporate Social Responsibility

Unit 3: New Media in Communication

Impact of Technology Enabled Communication

5 Lectures

5 Lectures

5 Lectures

Types: Internet, Blogs, E-mail, Moodle, Social Media - Facebook, Twitter and

What’s App -Advantages & Disadvantages
Unit 4: Business Correspondence

i. Theory of Business Letter Writing

5 Lectures

Principles of Effective Letter Writing - ‘You’ Attitude, Jargon, Four C’s of

Communication — Correctness, Completeness, Conciseness, Courtesy

Parts of a Business Letter
Full Block Layout of a Business Letter
Principles of Effective E-mail Writing

ii. Personnel Correspondence

Statement of Purpose

Letter of Recommendation

Job Application Letter and Résumé

Letter of Appointment (To be discussed, but not to be assessed)

10 Lectures

ikshan Seva Mandal's
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Letter of Acceptance of Job Offer
Letter of Appreciation
Letter of Resignation

Unit 5: Writing Skills

Paragraph Writing 2 Lectures
Developing an idea, using appropriate linking devices, Cohesion and Coherence, self-
editing etc.
Evaluation Pattern:
Third Semester End Examination Duration: 3 Hours 100 Marks
Question 1. : 20 marks (10+10)

A. Explain the terms in 2 to 3 sentences ( five out of eight) (From All Units)

B. Objective type questions (From All Units)
Question 2. Short Notes (four out of six) (From Unit 1, Unit 2 & Unit 3) : 20 marks
Question 3. Essay Type Questions (two out of three) (From Unit 2) : 20 marks
Question 4. Personnel Letters (four out of five) : 20 marks

Letter of Recommendation

Letter of Acceptance of Job Offer
Letter of Resignation

Letter of Appreciation

Statement of Purpose
Question 5. 20 marks (10+05+05)

A. Job Application Letter and Résumé (05 + 05)

B. Situation-based Case Study
(From Unit 02 Chap. 2 - Channels of Communication & Unit 2 Chap.5 Barriers to

Communication)
C. Paragraph Writing (one out of two)

ncipal - ’
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Semester Four Applied Component Paper I 2 Credits T

Course Title: Business Communication

Total Lectures: 60

Unit 1: Group Communication

ii.

Group Discussions& Interviews 8 Lectures
Group Discussion

Preparing for an Interview

Types of Interviews — Selection, Appraisal, Grievance, Exit, Online

Soft Skills — Emotional Quotient (EQ), Conflict Management

Meetings 8 Lectures

Need and Importance of Meetings

Types of Meetings

Conduct of a Formal Meeting

Group Dynamics

Role of the Chairperson

Role of the Participants

Drafting of Notice, Agenda and Resolutions

Committees & Conferences 8 Lectures

Importance of Committees

Types of Committees

Meaning of Conference

Importance of Conferences

Organizing a Conference

Modern Methods of Conducting Conferences - Skype & Webinar

Unit 2: Public Relations 10 Lectures

Meaning of Public Relations (PR)

Functions of the PR Department of an Organization
External and Internal Measures of Promoting PR
Crisis Management

Press Releases

and Commerce College
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Unit3: Business Correspondence 15 Lectures

Trade Letters

Letters of Inquiry

Letters of Complaints, Claims, Adjustments
Sales Letters, Promotional Leaflets and Fliers
Consumer Grievance Redressal Letters
Letters under Right to Information (RTI) Act

Unit 4: Report Writing 6 Lectures

Parts of a Business Report
Types of Business Reports
Feasibility Reports (Reports to be Prepared)
Investigative Reports (Reports to be Prepared)
Unit 5: Language and Writing Skills 5 Lectures
Summarisation
Identification of main and supporting/sub points

Presenting the points in a cohesive manner

Evaluation Pattern:

Fourth Semester End Examination Duration: 3 Hours 100 Marks

Question 1. Short Notes (four out of six) (Units 1 & Unit 2) :20 marks
Question 2. Essay Type Questions (two out of three) (Units 1 & Unit 2) :20 marks

Question 3. Letters (four out of five) :20 marks
Letter of Inquiry
Complaint &Claim/Adjustment Letter
Sales Letter/Flier
Consumer Grievance Redressal Letter
RTI Letter

Question 4. :20 marks (10 +10)
A, Drafting a Business Report

B. Drafting a Notice, Agenda and 02 Resolutions
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Question 5, 20 marks (10+05+05)
A. Explain the terms in 2 to 3 sentences (five out of eight) (From all Units)
B. Objective Type Questions (From all Units)
C. Summarization (Unseen passage)
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General Reading List for Improved Language Skills:

[N.B. The list is only indicative znd not
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YousafzaiMalala. / Am Malala, Weidenfeld& Nicolson, U.K.

Bach Richard [llusionsll, Create Space Independent Publishing Platform (Amazon).
Pillai Radhakrishnan. Corporate Chanakya,Jzico Publishing House, Mumbszi.

Tzu. Sun.The Art of War, Fingerprint Publishing (Amazon).

Goldratt Eliyahu M. The Goal Productivity & Quality Publishing (Amazon).
Goldratt, Eliyzhu M. It’s Not Luck , North River Press,U.S.A.

Murthy .Sudha Wise and Otherwise Penguin India, New Delhi.

Choudhary, Arindam.Count Your Chickens before They Hatch,Vikas Publishing House,
India

Kalam. APJ. Wings of Fire,Universities Press, India.

10. Kalam APJ.Jgnited Minds,Penguin India, New Delhi.

Suggested List of Yebsites

1

1
2

3
4
5
6

. hup//lifehacker.com/top-10-ways-to-improve-your-communication-skills-
550488550

. httpsz//www.thebalance.com/verbal-communication-skills-list-2059698

. https://bemycareercoach.com/soft-skills/list-soft-skills.html

. https://www.thebalance.com/verbal-communication-skills-1ist-2059698

. https://bemycareercoach.com/soft-skills/list-soft-skills.html

. https://www sitepoint.com/social-networking-sites-for-business

Suggested List of You Tube Videos

1. https://www_youtube.com/watch?v=K15ca0On0ois
2. https://www.youtube.com/watch?v=ixSUBI1 WNxk
3. https://www.youtube.com/watch?v=K15ca0On0Oois

4. http:// www.lifehack.org/../communication/improvecommunicationskills.htm]
OT Kanpur Video Lectures

1. http://nptel.ac.in/courses/109104031/
2. http://nptel.ac.in/courses/109104030/
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Suggested List of MOOCs

1. https:!!www.mooc-list.comhngs;‘communicalion-skills

2. https://www.mooc-list.con/.../effective-communication

3. https://www.mooc-list.com/tags/business-communication

4, hltps:waw.skillcdup.comf...llearn-communications—onlinc-frec

5. http://www.about.com/Communication+Skills+List
Coursera

1. https://www .Courscra.orgﬂcamhnanagement-lendcrship-english#
2. https:waw.coursera.org.-'leamfbusincss#

3. https:ﬂwww.coursera.orgilcamlpowcmoint»prcsentations

Syllabus Prepared by:

Convener:

Dr. Hemangi Bhagwat, Department of English, Somaiya College, Mumbai.

Members:

Dr. Ishrat Ali Lalljee, Department of English, Hinduja College of Commerce, Mumbai.
M:s. Archana Singh, Department of English, Malini Kishore Sanghvi College, Mumbai.

Dr. Neena Nair, Department of English, Valia College, Mumbai. -
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FOUNDATION COURSE
Semester 11
Internal marks: 25 External marks: 75 Total Marks: 100

Lectures: 45

Objectives

i Develop a basic understanding about issucs related to Human Rights of weaker sections,
ecology, and science and technology. .
Gain an overview of significant skills required to address competition in carcer choices

Appreciate the importance of developing a scientific temper towards technology and its use
in everyday life

iii.

Module 1 Human Rights Provisions, Violations and Redressal (12 lectures)

A. Scheduled Castes- Constitutional and legal rights, Forms of violations, Redressal

mechanisms, (2 Lectures) -
B. Scheduled tribes- Constitutional and legal rights, Forms of violations, Redressal mechanisms.
(2 Lectures)

C. Women- Constitutional and legal ri ghts, Forms of violations, Redressal mechanisms.

(2 Lectures)
D. Children- Constitutional and legal rights, Forms of violations, Redressal mechanisms.

(2 Lectures)
E. People with Disabilities, Minorities, and the Elderly population- Constitutional and legal
rights, Forms of violations, Redressal mechanisms. (4 Lectures)

Module2  Dealing With Environmental Concerns (11 lectures)

A. Concept of Disaster and general effects of Disasters on human life-
economic and social effects, (3 Lectures)

B. Some locally relevant case studies of environmental disasters. (2 Lectures)

C. Dealing with Disasters - Factors to be considered in Prevention, Mitigation (Relief and
Rehabilitation) and disaster Preparedness. (3 Lectures)

D. Human Rights issues in addressing disasters- issues related to compensation, equitable and
fair distribution of relief and humanitarian approach to resettlement and rehabilitation.

(3 Lectures)

physical, psychological,

Module 3 Science and Technology I (11 lectures)

A. Development of Science- the ancient cultures, the Classical era,

the Middle Ages, the
Renaissance, the Age of Reason and Enlightenment.

(3 Lectures)
B. Nature of science- its principles and characteristics; Science as empirical, practical,
theoretical, validated knowledge. (2 Lectures)

C. Science and Superstition

- the role of science in exploding myths, blind beliefs and
prejudices; Sciengg

nd_scientific temper- scientific Jemper as a fundamental duty of the
A (3 Lectures)
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D. Science in everyday life- technology, its meaning and role in development; Interrelation and

distinction between science and technology. (3 Lectures)

Module 4 Soft Skills for Effective Interpersonal Communication (11 lectures)

Pk (4 Lectures)

I) Effective Listening - Importance and Features. . sl
ll) Verbal and Non-Verbal Communication; Public-Speaking and Presentation 5! fl ed
IIl) Barriers to Effective Communication; Importance of Sclf-Awarencss an ody

Language.

Part B (4 Lectures)

I) Formal and Informal Communication - Purpose and Types.
11) Writing Formal Applications, Statement of Purpose (SOP) land Resume.
111) Preparing for Group Discussions, Interviews and Presentations.

Part C (3 Lectures) .
I) Leadership Skills and Self-Improvement - Characteristics of Effective Leadership.
1) Styles of Leadership and Team-Building.

Projects / Assignments (for Internal Assessment)

i. Projects/Assignments should be drawn for the component on Internal Assessment from the
topics in Module 1 to Module 4.

ii. Students should be given a list of possible topics - at least 3 from each Module at the
beginning of the semester.

iii. The Project/Assignment can take the form of Street-Plays / Power-Point Presentations / Poster
Exhibitions and similar other modes of presentation appropriate to the topic.

iv. Students can work in groups of not more than 8 per topic.

v. Students must submit a hard / soft copy of the Project / Assignment before appearing for the
semester end examination.

QUESTION PAPER PATTERN (Semester III)

The Question Paper Pattern for Semester End Examination shall be as follow@h

A
TOTAL MARKS: 75 DURATION: 150 MINU

QUESTION MARKS
DESCRIPTION
NUMBER ; ASSIGNED
1 i. Question | A will be asked on the meaning / a)Total marks: 15
definition of concepts / terms from all '




Modules.

il. Question 1 B will be asked on the topic of the
Project / Assignment done by the student
during the Semester

b)For | A, there
will be 3 marks
for each sub-
question.

¢)For | B there will

iii. In all 8 Questions will be asked out of which 5 be 15 marks
have to be attempted. without any
break-up.
Descriptive Question with internal option (A or B) 15
on Module 1
Descriptive Question with internal option (A or B) 15
on Module 2
Descriptive Question with internal option (A or B) 15
on Module 3
Descriptive Question with internal option (A or B) 15

on Module 4

rincipal
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FOUNDATION COURSE
Semester 1V
Internal marks: 25 External marks: 75 Total Marks: 100

Leetures: 45

Module 1 Significant, contemporary Rights of Citizens (12 lectures)

, . isions the
A. Rights of Consumers-Violations of consumer rights and important pmwsfogmiflmcr
Consumer Protection Act, 2016; Other important laws to protect consumers; '
courts and consumer movements. (3 Lectures)

‘ ' ility: i t
B. Right to Information- Genesis and relation with transparency and _accoumahllit)’: importan
provisions of the Right to Information Act, 2005; some success storics.

(3 Lectures)
C. Protection of Citizens’/Public Interest-Public Interest Litigation, need and procedure to
file a PIL; some landmark cases. (3 Lectures)
D. Citizens’ Charters, Public Service Guarantee Acts. (3 Lectures)
Module2  Approaches to understanding Ecology (11 lectures)
A. Understanding approaches to ecology- Anthropocentrism, Biocentrism and Eco centrism,
Ecofeminism and Deep Ecology. (3 Lectures)
B. Environmental Principles-1: the sustainability principle; the polluter pays principle;
the precautionary principle, (4 Lectures)
C. Environmental Principles-2: the equity principle; human rights principles; the participation
principle. (4 Lectures)
Module 3 Science and Technology II (11 lectures)

Part A: Some Significant Modern Technologies, Features and Applications:
(7 Lectures)

i. Laser Technology- Light Amplification by Stimulated Emission of Radiation; use of laser
in remote sensing, GIS/GPS mapping, medical use.

ii. Satellite Technology- various uses in satellite navigation systems, GPS, and imprecise
climate and weather analyses.

iii. Information and Communication Technology- convergence of various technologies
like satellite, computer and digital in the information revolution of today’s society.

iv. Biotechnology and Genetic engineering- applied biology and uses in medicine,
pharmaceuticals and agriculture; genetically modified plant, animal and human life.

v. Nanotechnology- definition: the study, control and application of phenomena and
materials at length scales below 100 nm; uses in medicine, military intelligence and
consumer products.

PartB:  Issues of Control, Access and Misuse of Technology. (4 Lectures) ~
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Module4  Introduction to Competitive Examinations (11 lectures)

Part A. Basic information on
local centres:
i.

Competitive Examinations- the pattern, eligibility criteria and

; (4 Lectures)
Examinations conducted for entry into professional courses - Graduate Record

Examinations (GRE), Graduate Management Admission Test GMAT), Common
Admission Test (CAT) and Scholastic Aptitude Test (SAT).

Examinations conducted for entry into jobs by Union Public Service Commission,
Staff Selection Commission (SSC), State Public Service Commissions, Banking and

Insurance sectors, and the National and State Eligibility Tests (NET / SET) for entry
into teaching profession.

Part B. Soft skills required for competitive examinations- (7 Lectures)

i.  Information on areas tested: Quantitative Ability, Data Interpretation, Verbal Ability
and Logical Reasoning, Creativity and Lateral Thinkin g
ii. Motivation: Concept, Theories and Types of Motivation

lii. ~Goal-Setting: Types of Goals, SMART Goals, Stephen Covey’s concept of human
endowment

iv. Time Management: Effective Strategies for Time Management

V. Writing Skills: Paragraph Writing, Report Writing, Filing an application under the
RTI Act, Consumer Grievance Letter.

Projects / Assignments (for Internal Assessment)

1. Projects/Assignments should be drawn for the component on Internal Assessment from the
topics in Module 1 to Module 4.

ii.  Students should be given a list of possible topics - at least 3 from each Module at the
beginning of the semester.

lii. The Project/Assignment can take the form of Street-Plays / Power-Point Presentations /
Poster Exhibitions and similar other modes of presentation appropriate to the topic.

iv.  Students can work in groups of not more than 8 per topic.

V. Students must submit a hard / soft copy of the Project / Assignment before appearing for the
semester end examination.

QUESTION PAPER PATTERN (Semester IV)

ol A
TOTAL MARKS: 75 DURATION: 150 MI N
QUESTION
NUMBER DESCRIPTION MARKS ASSIGNED
i. Question 1 A will be asked on the meaning / | @) Total marks: 15
1 definition of concepts / terms from all b) For 1 A, there will
Modules. be 3 marks for each
sub-question.




ii. Question I B will be asked on the topic of
the Project / Assignment done by the student | ¢) For 1 B there will
during the Semester be 15 marks without
any break-up.
iii. Inall 8 Questions will be asked out of which
5 have to be attempted.
2 Descriptive Question with internal option (A or B) 15
on Module 1
3 Descriptive Question with internal option (A or B) 15
on Module 2
4 Descriptive Question with internal option (A or B) 15
on Module 3
5 Descriptive Question with internal option (A or B) 15
on Module 4
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SYBA History- Paper- III

Ancient India from Earliest Times to 1000 A.D.

SEMESTER-III

Objectives: To acquaint the students with different sources of Ancient Indian History.To enable
the students to understand the political, socio-cconomic and cultural developments in the period

under study and appreciate the rich cultural heritage in India

Module I: Sources of Ancient India and their Importance
(a) Archaeological

(b) Literary
(c) Foreign Travellers

Module II: Indus Valley Civilization
(a) Social and Economic Life
(b) Religious Life
(c) Town Planning and Decline of the Civilization

Module IIT: Vedic Age
(a) Janapada
(b) Social and Economic Life
(c) Religion

Module IV:India after 6" Century B.C.
(2) Administration of Mahajanapadas
(b) Jainism and Buddhism

(¢) Persian and Greek Invasions

lkshan Seva Mandal's
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SEMESTER-1V

Module I: Mauryan and Post- Mauryan Period (322 B.C. to 320 A.D.)
(a) Chandragupta and Ashoka

(b) Mauryan Administration
(¢) Post Mauryan Dynastics- Sungas, Kushanas and Satavahanas

Module IT: Gupta Age (320 A.D. to 600 A.D.)

() Imperial Expansion: Chandragupta I, Samudragupta and Chandragupta IT
(b) Administration

(c) Classical Age

Module ITI:Post Gupta Period (600A.D. to 1000A.D.)
(a) The Age of Harshavardhan

(b) The Rise of Rajputs

(c) Arab Invasion of Sind

Module I'V: Major Dynasties of Deccan and South India
(a) Chalukyas of Badami and Rashtrakutas

(b) Pallavas and Cholas

(c) Spread of Indian Culture in South-East Asia
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g to the Bachelor of Arts (B.A.)
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012-13, dated 28" June, 2012

Programme vide this office Circular No.UG/50 of 2
and the Principals of the affiliated Colleges in Arts are hereby informed that the
recommendations made by the Board of Studies in History & Archaeology at its
meeting held on 23rd February, 2017 has been accepted by the Academic Council at
its meeting held on 11" May, 2017 vide item No.4.66 and that in accordance
therewith, the revised syllabus as per the (CBCS) of S.Y.B.A. History (History ;&
Archaeology) (Sem Il & IV), which is available on the University's website
(www.muacin) and that the same has been brought into force with effect from the

academic year 2017-18, accordingly.
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4) The Director, Board of Students Development,
5) The Professor-cum-Director, Institute of Distance and Open Learning (IDOL),

6) The Co-Ordinator, University Computerization Centre,
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SYBA - History Paper-II
Landmarks in World History, 1300 A.D.-1945 A.D.

SEMESTER-III

Objectives: To enable the students tocomprehend the transition of Europe from mffdie_"'al to
modern times and its impact on the world. To provide accurate knowledge of the most 51gm_ﬁcant
events and personalities of the period under study and encourage understanding of the making of

the modern world

Module I: The Modern Age
(a) Renaissance
(b) Geographical Discoveries
(c) Reformation

Module II: Age of Revolutions
(a) American Revolution
(b) French Revolution
(c) Industrial Revolution

Module III: Nationalism and Imperialism
(a) Formation of Nation-States in Europe
(b) Nationalist Movements in Italy and Germany

(c) Imperialist Expansion in Asia

Module IV: World in Transition (1914-1919)
(a) World War I
(b) Russian Revolution
(c) League of Nations

ikshan Seva Mandal's
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SEMESTER-IV

Module I: Inter War Period
(a) Kemal Pasha and Modermnization of Turkey
(b) Reza Shah and Reforms in Iran
(c) Birth of Israel

Module II: Risc of Dictatorships
(a) Fascism
(b) Nazism

(c) Militarism in Japan

Module III: World War II and Efforts for Peace
(a) World War II
(b) The Atlantic Charter
(c) United Nations Organization.

Module I'V: Nationalist Movements in Asia
(a) Dr. Sun-Yat-Sen and China
(b) Mahatma Gandhi and India
(c) Dr. Sukarno and Indonesia
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SYBA
PAPER II- POLITICAL THEORY

Semester-IIT

SEMESTER III- PRINCIPLES AND CONCEPTS OF POLITICAL THEORY

Module 1 - Introduction to Political Theory [11 lectures]

1.1 Definition and Scope of Political Theory
1.2Approaches to the Study of Political Theory: Traditional
1.3 Approaches to the Study of Political Theory: Contemporary

Module 2 - State, Civil Society & Market [12 Lectures]
2.1 State: Concept and Perspectives
2.2 Nation - State: Meaning and Changing Perceptions
2.3 State, Civil Society and Market

Module 3 - Power, Authority and Legitimacy [10 Lectures]
3.1 Power
3.2 Authority
3.3 Legitimacy

Module 4 : Concept of Law and Political Obligation [12 Lectures]
4.1 Concept of Law

4.2 Political Obligation
4.3 Right to Resist
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SEMESTER IV- POLITICAL VALUES AND IDEOLOGIES

Modulel - Rights
1.1 Meaning and Nature of Rights

1.2 Theories of Rights
1.3 Classification of Rights

Module 2 - Basic Political Values

2.1 Liberty

2.2 Equality

2.3 Justice
Module 3 — Democracy

3.1 Theories of Democracy

3.2 Principles of Liberal Democracy

3.3 Conditions for the Successful Working of Democracy
Module 4 - Political Ideologies

4.1 Marxism

4.2 Fascism
4.3 Feminism
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SYBA
PAPER II- POLITICAL THEORY

EXPLANATORY NOTE

Semester I11- Principles and Concepts of Political Theory

Module 1 - Introduction to Political Theory

Explanatory Notes

1.1 Definition and Scope of Political Theory

What is Politics?

Theorising the ‘Political’

Definitions of Political Theory
Nature and Scope of Political Theory
Significance of Political Theory

Traditional

1.2 Approaches to the Study of Political Theory:

Historical
Normative
Legal-Institutional

Contemporary

1.3 Approaches to the Study of Political Theory:

Empirical Approach
Behavioural Approach
Post-behavioural Approach

Module 2 — State, Civil Society & Market

2.1 State: Concept and Perspectives Theories of Origin of State:
Divine Origin theory,
Force Theory,
Theory of Social Contract,
Evolutionary Theory

Perspectives of State: Liberal-
Individualistic, Welfare

2.2 Nation - State: Meaning and Changing
Perceptions

Concept of Nation- State
Rise and Growth of Modern Nation-

State
Challenges to Sovereignty of Nation-

States

2.3 State, Civil Society and Market

Concept of Civil Society
Emergence of Civil Society
Changing Nature of State ,Civil
Society and Market

Module 3 — Power, Authority and Legitimacy

Concept, Sources and Forms of Power

3.1 Power

. Cinal
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Definitions, Sources and Types of

3.2 Authority
Authority
3.3 Legitimacy Meaning, Sources and Types of
Legitimacy
Weberian Classification
/

Plodule 4 : Concept of Law and Political
Obligation
4.1 Concept of Law

Meaning, Features and Sources

Mecaning and Grounds of Political
Obligation

\TZ Political Obligation

Liberal and Radical Arguments (with
reference to John Locke, T.H. Green
and Harold J. Laski)

Forms of Resistance

Gandhian Techniques of Resistance to

Authority

4.3 Right to Resist

Semester IV- Political Values and Ideologies

Explanatory Notes
Definition and Meaning of Rights
Positive and Negative concept of

Rights

Modulel — Rights
1.1 Meaning and Nature of Rights

Theory of Natural Rights
Historical Theory

Legal Theory

Idealist Theory

1.2 Theories of Rights

Civil, Political, Economic, Social,

1.3 Classification of Rights
Cultural and Group Rights

Module 2 — Basic Political Values
2.1 Liberty

Negative and Positive Concept of
Liberty

Types of Liberty

Safeguards of Liberty

2.2 Equality Development of the concept of
Equality
Dimensions of Equality (Civil, Legal,
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Political, Economic)
Relation between Liberty and Equality

2.3 Justice

Meaning of Justice,
Changing nature of the concept ,
Procedural and Distributive J ustice

Module 3 — Democracy

3.1 Theories of Democracy

Classical, Elitist, Pluralist,
Participatory Democracy

3.2 Principles of Liberal Democracy

Saljent features, Merits and Demerits

3.3 Conditions for the Successful Working of Challenges to Democracy
Democracy Safeguards of Democracy
Module 4 — Political Ideologies |
4.1 Marxism Tenets of Marxism
Critical Appraisal of Marxism
4.2 Fascism Basic Tenets
Critical Appraisal
Origin and Types

4.3 Feminism

Three Waves of Feminism
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UNIVERSITY OF MUMBAI
No, UG/ 273 of 2017-18

Circular:-

The Principals of the Affiliated Colleges in Faculty of Arts f'.nd the
Heads, University Departments and the Professor-cum-Director, Institute of
Distance and Open Learning(IDOL) are hereby informed that thc recommendations
made by the Board of Studies in Politics at ils meeting held on 3 \[ﬂrth. 2017 have
been accepted by the Academic Council at its meeting held on 11" May, 2017 yide
item No.4.49 a1d that in accordance therewith, the revised syllabus as per the {CBC'S)
for S.Y.B.A. Public Administration (Sem. 111 & 1V), has been brought into force with
cffect from the academic year 2017-18, accordingly. (The same is available on the
University's website wwwmeacin),

el eond
MUMBATI - 406 032 J‘l_’

26" October , 2017 (Dr.Dinesh Kamble)
I'e REGISTRAR

To,

The Principals of the Afliliated Colleges in Faculty of Arts and the Heads,
University Departments and the Professor-cum-Director, Institute of Distance and
Open Learning. (IDOL),

A.CHA49/11.05.2017
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No. UG/ 273-A of 2017 MUMBAI-400032 26" October, 2017
Copy forwarded with Compliments for information to:-

1.The Co-ordinator, Faculty of Arts & Humanities.

2.The Director, 3oard of Examinations and Evaluation,

3.The Director, 3oard of Students Development.,

4. The Co-Ordinator, University Computerization Centre,

po.s U..u_fv(,\

(Dr.Dinesh Kamble)
I’c REGISTRAR
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SYBA
PAPER III - PUBLIC ADMINISTRATION

Syllabus: Semester-I11

Module 1: Introduction to Public Administration [Lectures 12]

1.1. Meaning, Scope and Significance
1.2, Evolution of Public Administration as a Discipline

1.3. Public Administration in the Age of Liberalisation, Privatisation and
Globalisation

Module 2.Theories of Administration [Lectures 10]
2.1. Scientific Management Theory- F.W. Taylor

2.2. Bureaucratic Theory- Max Weber
2.3. Human Relations Theory- Elton Mayo

Module3. Basic Principles and Theories of Organisation|[Lectures 12]
3.1. Hierarchy, Delegation, Centralisation-Decentralisation

3.2. Motivation Theories- McGregor, McClelland
3.3. Leadership Theories- Trait theory, Contingency theory

Module 4. Contemporary Techniques and Practices in Administration [Lectures 11]

4.1. Good Governance
4.2, E-Governance
4.3. Public-Private Partnership (PPP)

S
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SEMESTER IV- INDIAN ADMINISTRATION

Module 1.Introduction to Indian Administration [Lectures 11]

1.1 Evolution and Constitutional Context
1.2 Salient features

1.3 District Administration since Independence: Changing role of District
Collector

Module 2.Personnel Administration[Lectures 11]

2.1. Recruitment: All India Services, Central Services, State Services
2.2. Public Service Commission: Union Public Service Commission and
Maharashtra Public Service Commission

2.3. Training: All- India Services, Central Services, State Services (Maharashtra)

Module3.Financial Administration|[Lectures 12]

3.1. Budgetary Process

3.2. Parliamentary Committees: Public Accounts Committee, Estimates
Committee, Committee on Public Undertakings
3.3. Comptroller and Auditor General

Module 4.Contemporary Issues in Indian Administration]Lectures 11]

4.1. Integrity in Administration: Lokpal, Lokyukta, CVC
4.2. Citizen and Administration
4.3. Citizens’ Charter

REFERENCES
Bava,.Noorjahan.Public Administration in the 21"'Century, Kanishka Publishers New Delhi,
2010.
Avasthi, Maheshwari, Public Administration, Laxmi Narayan Agarwal Publications, Agra, 2006.
Bhattacharya, Mohit,NewHorizons of Public Administration, Jawahar Publications, New Delhi,
2008.
Chakrabarty, Bidyut, and Bhattacharya Mohit (ed.), Public Administration a Reader, Oxford
University Press, New Delhi, 2005

Fadia, B. L. &Dr.KuldeepFadia, Public Administration: Admpmistrative
Concepts,SahityaBhawan, Agra, 2015
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EXPLANATORY NOTE

syBAPaper III- Public Administration and Paper IV Indian
Administration

Syllabus: Semester-11I & IV

Semester 11I- Public Ad ministration

Module 1: Introduction to Public Explanatory Notes

Administration

Definitions , Distinction between #
Public and Private Administration, 4

1.1. Meaning, Scope and Significance

Arts and Commerce College
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Nature and Scope of Public
Administration —Integral view,
Managerial view, POSDCoRB view,
Subject Matter view

Role and importance of Public
Administration in Modern State

-

1.2. Evolution of Public Administration asa
Discipline

Stages in the Evolution of Public
Administration,
New Public Administration

1:3. Pl.xblic Administration in the Age of
Liberalisation, Privatisation and Globalisation

New Public Management: Emergence
and Features

Public Choice Approach: Features and
Critical evaluation

Module 2.Theories of Administration

2.1. Scientific Management Theory- F.W. Taylor

Taylor’s contribution

2.2. Bureaucratic Theory- Max Weber

Characteristics,
Views of Max Weber —Authority and
Bureaucracy

2.3. Human Relations Theory- Elton Mayo

Hawthorne Studies and Elton Mayo’s
contribution

Module3. Basic Principles and Theories of
QOrganisation

3.1. Hierarchy, Delegation, Centralisation-
Decentralisation

Hierarchy —Meaning, Advantages and
Disadvantages

Delegation-Concept, Need for
Delegation, Principles of Delegation,
Limitations and Advantages

Centralisation-Decentralisation
:Concept, Advantages and
Disadvantages

Juchandra, Naigaon East




3.2. Motivation Theori
iy 1cories- McGregor,

McGregor - Theory X and Theory Y —‘
McClcelland — Theory of Needs

3.3. Leadershi : :
_ P Theories- Trait
Contingency theory H theory,

Characteristics of Trait Theories - Big
Five-Integration of Traits, limitations,
importance of Emotional Intelligence
Contingency Theory —Fiedler’s
Contingency model

Module 4.. Contemporary Techniques and
Practices in Administration

4.1. Good Governance

Concept, Characteristics, Challenges

4.2. E-Govemance

Meaning, SMART governance,
benefits , E-governance initiatives in
India

4.3. Public-Private Partnership (PPP)

Concept, Modules of PPP, benefits and
limitations

Semester I'V- Indian Administration

Module 1.Introduction to Indian
Administration

1.1 Evolution and Constitutional Context

Constitutional provisions relating to
Indian Administration

British legacy

Continuity and change

1.2 Salient features

Features of Indian Administrative
System

1.3 District Administration since Independence:
Changing role of District Collector

Organisation of District
Administration,

Powers, functions and role of District
Collector

Module 2.Personnel Administration

2.1. Recruitment: All India Services, Central
Services, State Services

Scheme of examination for higher civil
services

2.2. Public Service Commission: Union Public
Service Commission and Maharashtra
Public Service Commission

Composition and functions

2.3. Training: All India Services, Central
Services, State Services (Maharashtra)

Institutionalised training for All India
Services, Central Services,
LalBahadurShashtri Nationfl Academy
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of Administration, National Police
Academy, Indian Institute of Public
Administration, Administrative Staff
College of India

State Services with respect to
Maharashtra — New Training Policy of
the Government of Maharashtra,
YASHADA

Module 3.Financial Administration

31, Budgetary Process

Concept and significance of Budget,
Formulation and Enactment

3.2. Parliamentary Committees: Public
Accounts Committee, Estimates Committee,
Committee on Public Undertakings

Composition and Functions

3.3. Comptroller and Auditor General

Constitutional position, functions,
role as an independent agency

Module 4.Contemporary Issues in Indian
Administration

4.1. Integrity in Administration: Lokpal,
Lokyukta, CVC

Meaning of Integrity, Causes of
Corruption, Legal and Institutional
Remedies

Lokpal, Lokayukta ( w.r.t. Lok Pal and
Lokayukta Act, 2014),

CVC — Composition and Powers

4.2. Citizen and Administration

Role of Voluntary Agencies, Right to
Information (RTI Act 2005)

4.3. Citizens’ Charter

Objectives, Principles and Models

~
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