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Q.1 Explain characteristics and import'ance of time maﬁagemeﬁ;.‘ (18)
OR

Q.1 Discuss objectives and principles of time managerﬁent. | | e

Q.2 Explain office environment as a time waster, state causes of time wastage. {17)
OR

Q.2 Explain as a time waster telephone calls » in ability to say “NO” and televisions. SR )

Q.3 Explain In detail ways to overcome time wasters. (18)
OR

Q.3 Writé Note : Planning components , time management, time budget . ALY

Q.4 Write Note in detail weekly plan and goal setting (17)
OR |

Q.4 Discuss the various applications of time management. U‘_))
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