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-Answer all questiotrs Time:0l hour

Ql. a. Define the term',Time Managem€nr plalming', and discuss the importance of
Time Management.

b. IdeDtify five principles of Scheduling.

c. Identify three main types ofTime Management planning.

(25 Marks)

Q2. a. Why effective delegation is important for Time Management?

b. State five benefits ofScheduling and list out five-step.process in Scheduling.

c. What are the thrce types of common time wasters?

(25 Marks)

What do you understand by the tems 'single Handling' a\d ,Law of
C\ntrol ?

What are the c teria for setting priorities? And identify two methods in setling

priority.

What is Personal 'fime Maragement (PTM)?

(25 Marks)

Q4. a. ldentify five-ofnce technologics that enable you to save your time.

b, How can Jou deal with Posrponemenu?rocrastination?

c. Calculate the cost of time for an employee by using following data:

'fotal salary for a year Rs. 140.000. Producr;vc days for a year 300 ard

working hours per day 07 hours.

Q3. a.

b.

(25 Marlii^s)


