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NOTES- 1.Write Answers to the point.
2. Attempt any FOUR QUESTIONS.
3. ALL QUESTIONS CARRY EQUAL MARKS.

1(a) What is Time Management? Why do you think it is important to manage
time well?
{b) Explain the characteristics and Objectives of Time Management.

2 Discuss the ingredients of Time and also explain Basic Principles of Time
Management.

3(a) Give meaning of Time waster and describe various types of Time Wasters.
(b) Write Note on: Visitors-Poor Delegation in connection with Time Waster.

4{a) Describe various emotional blocks to Time Management.
(b) How Office Environment affects Time Management as a Time Waster?
Discuss.

5(a) What is Time Management Tools? Describe various ways to overcome
Time Wasters.
(b) Write Note on: "How to save Time?".

6(a) Write Note on: Budget- Best Tools for Time Management.
{b} Give the meaning of Planning Components for Time Management. Explain
Objectives and policy of Planning Components for Time Management.

7 Write Notes on:
{a) Learning Time Management.
(b) Goal setting for Work.

8{a) What is Application of Time Management? Describe some Creative ldeas

for Time Management.
(b)) Explain: Weekly Plan and Prioritizing.
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