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2.00 p.mm. To 5.00 p.m. Total: 70 Marks

Figures to the right indicate full marks of the Questions.

What is Time Management? Explain the Objectives and Characteristics of Time Management.

18

OR

State the basic Principles of Time Management. Describe the Importance of Time
Management in detail.

18

What is Time Wasters? Explain the factors Visitors, Office Environment and Telephone Calls
as Time Wasters.

17

OR

Explain the following factors as Time Wasters:
1. Meetings
2. Internet - Television
3. Travel

17

Discuss ways to Overcome Time Wasters. Explain Time Management Schedule & Strategies.

18

OR -

Write a Note on: A0
1. Planning Components g Time Management
2. Budget as a Best Tool for Time Management.

18

Discuss various Applications of Time Management in detail..

17

OR

Write a Note on:
1. Goal Setting

2. Weekly Plan

17
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