
SARDARPATELUNIVERSITY 
VallabhVidyanagar, Gujarat 

(Reaccreditedwith‘A’GradebyNAAC CGPA3.11) 
SyllabusasperNEP2020with effectfromtheAcademicYear2023-2024 

 

 
 

Bachelor of Business Administration (BBA ITM) 
Semester-II 

 
CourseCode UM02SEBBI01 Title ofthe 

Course 
 
TIME MANAGEMENT 

Total Credits 
oftheCourse 

02 Hoursper 
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Course 
Objectives 

1.  TheCourseisdesignedtounderstandtheimportanceofTimeManagement. 
 

2.  Itishelpful toestablishprioritiesbaseduponvaluesandgoals. 
 

3.  Ithelpstodemonstrateself-managementbysettingreasonableboundaries. 
 

4.  Italsoexposesthestudentstoanalyzeandevaluatehowtheyspendtheirtime. 
 

5.  Ithelpsthestudentstoidentifytimewastersanddiscoverwaystoovercomeit.
 
 

 

CourseContent 

 
Unit 

 
Description 

 

Weightage 
(%) 

1. IntroductiontoTimeManagement 
•Meaning,characteristics,objectivesofTime Management 
•ImportanceofTimeManagement 
•FundamentalTruthAboutTime 
•BenefitsofTimeManagement 
•BasicPrinciplesofTimeManagement 

 

 
 

50% 

2. TypicalTimeWasters 
•Causes ofTimeWastage 
•TimeWasters:Officeenvironment,Meetings,Telephonecalls, Visitors,Poor 

delegation,Inabilitytosay“No”, Internet,Televisions,Travel,Procrastination 

 
 
 
 

50% 
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Teaching- 
Learning 

Methodology 

 
TheseareTeacher’s  andLearners  CentricMethods andit  facilitatestudent 
learningandoverallcomprehensionofmaterial. 
 

To measure studentlearning through both formaland informalformsof 
assessment,like interactive /participatedmethods,groupprojects,student portfolios, 
andclass participation and in the  student-cantered classroom, 
teachingandassessment areconnected.

 
 
 

 

EvaluationPattern 
 

Sr. 

No. 

 

Detailsofthe Evaluation 
 

Weightage 

 

1. 
 

Internal Written(AsperCBCSR.6.8.3) 
 

15% 
 

2. 
 

Internal ContinuousAssessmentintheformofQuizzes,Seminars, 
Assignments,Attendance(AsperCBCSR.6.8.3) 

 

15% 

 

3. 
 

UniversityExamination 
 

70% 

 
 

 

CourseOutcomes 

 

1. 
 

TheStudentswillunderstandtheconceptofTimeManagement,objectives,importance, 
benefits andprinciplesofTimeManagement. 

 

2. 
 

TheStudentswillacquireknowledgeregardingdifferenttime wasters andwillbeableto 
identifytypicaltimewasters anditscauses. 

 

3. 
 

TheStudentswillbeabletoidentifywaystoovercome time wasters andwilllearnabout time 
managementplanningcomponents,strategies,TimeTechSystemandexploreTime 
Managementtools. 

 

4. 
 

TheStudentswillunderstandapplicationof timemanagementand willearnaboutpractical 
experience ongoalsetting,prioritizing,weeklyplanandcreativetimemanagementideas. 
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On-lineresourcestobeusedifavailableasreferencematerial 

On-lineResources 

https://youtu.be/xItNGPRBQKg 

https://youtu.be/KJLHlOIdqA4 

https://youtu.be/QzhaziGs6lQ 

https://youtu.be/Ux69_UreKcU 

https://youtu.be/Ex0sQ8xaQ0M 

https://youtu.be/rUO8Qvcs7cY 

https://youtu.be/SHiSe6-mOiY 

https://youtu.be/mOM6XjY6NqE 

https://youtu.be/UA5hfZoV7QE 
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