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Course 
Objectives 

The Objective of this course is to understand the concepts of Time 
Management, Time Wasters, Time Management Tools and Application 
of Time Management. 

 
Course Description 

Unit Description Weightage 
1. Introduction to Time Management 

Meaning, Characteristics, Objectives of Time Management 
Significance of Time Management 
Fundamental Truths about Time 
Basic Principles of Time Management 
 

 

25% 

2. Typical Time Wasters 
Causes of Time Wastage 
Time Wasters: Office Environment, Meetings, Telephone Calls, 
Visitors, Poor Delegation, Inability to say “No”, Internet, 
Televisions, Travel 
 

25% 

3. Time Management Tools 
Ways to overcome Time Wasters 
Planning Components and Time Management - Objectives, Policy, 
Programmes, Schedule, Strategies 
Budget - Best Tools for Time Management 
How to save Time? 
 

25% 

4. Application of Time Management 
Learning Time Management 
Practical Experience and Games on:  
Goal Setting 
Prioritizing 
Weekly Plan 
 

25% 

     *Units will have the same Weightage in the evaluation as suggested in the course outline. 
Teaching-
Learning 
Methodology 

• Lecture Method 
• Online Lectures 
• Group Discussion 
• Practical Problem Solving 

 
  



 
Evaluation Pattern 

Sr. No. Details of the Evaluation Weightage 
1. Internal/Written Examination 15% 

2. Internal Continuous Assessment in the form of Practical, Viva-
Voce, Quizzes, Seminars, Assignments, Attendance 15% 

3. University Examination 70% 
     *Students will have to score a minimum of 40 (Forty) Percent to pass the course. 
Course Outcomes: Having Completed this course, the students will be able to 

• Understand the basics of Time Management 
• Get familiarity with the concept of Typical Time Wasters 
• Learn about Time Management Tools 
• Get an idea about Application of Time Management 
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