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am.7377 1 AmPP9° (Time management)

@M.k PULOMN® AT ONFo- THNS oo NF ALPF ALK N7LAm-T
ThdhG CamPed® NPt FI°C ho-:: L ATTIE @9 AC TG PE hhdAl P
eham AP U 0 @m0 APT NAR UBS LLETOF NA70 SmeTIh-::
L7 A@o-mF7 A20C 71PN 2104 Time management is a life management.
M7 DA aoMPI° hL@T7 vl -

<

2.0 Mg+ (Characterstics of time)

M 1ANTE 1@+ (Time is neutral). 427478 +7 A80 105 T4 TIC oo it
CAMANNCT W12 NaomNP P57 P&0 7147 LTCNGA::

M7 TN ADLLT oom+b9® ALFAI® (Time can’t be saved for future use).
W7 AAmt @L9° ALHT ARFAI: N9104CT 1T @0T €A 11C 10-:
L A7LTIHN P AA@- (Time has value like currency).

0 0 0T he 5 ARYTE 24T

M9 ArPhPh L L4AANIN (Every activity needs at least a quantum
of time). AMHE®-7 1H TICTF U-AT LH L7 LAAI N LVI° A7% 1L A0
A7 A @ £79° 3000 AhSO7 -

AOM. 371 P Am P+ ahdAL PP 1TOT

7N “1nPao T (Setting goals)
¢LI° AT T1O-NC (Setting priorities)
NG TS @nNGT ook (Responsibility and delegation). 7€ gowi-t
£ant7 (Must to do)? eowi-t fANT (Should to do): eowi-t o100
(Ought to do) flA= avAP T 1@-::
ANLALTTS AFY 27T (Importance and urgency). Pa7& 11C ANdALTT
PoLAN®: 2000 WA ©L9° hhboomar- N IC LAD-T THOTEY T 0219 NF
10 NANLVI® ALTS 0N9° ANdAL PP T1C AMAG- TCTH9° PIL0T AU
AN NANALTTS NANTD.LYE ao? .Gt 2EPTT Nhét LLEDPT
oo b\ LFAN::
o AaNdALS Ay L P (Important and urgent).
o hhdALS ahFh g AV (Important and non urgent).
o AANLALS ANTH L ¢1P1 (Non important and urgent). ATH.Y 02077
@N0T P7IeNEG &V PUlhwk ST@:: A9°AN APN ool AT
SHT PGhS i ALY ALhwi ANPP+7 14Nt “19N04-PS
VAP VLI TT 1D
o aANLALS alFh e PAPYT (non important and non urgent). KV £4%
PoLbaom: 2ePT ChTLLLé M SCT WAPT 04C NIRIPVTFO-S
AT AGANN AG09°::

Two things can’'t be important at the same time.




> ARP°CTT OVHTC 1k PPN T WM ovAP - (Identifying  your
biological prime time).

> anag o7 11C 0 Fandgo- M Avrr aodel- (Do right things right
now).

> MG 9Thd  (Practice  delegation). #2427 Aoopriet AT
Paoghld T¢LPTS NTFRT ALLATIC: AAT AET7 NMI° TEPT hirv:
we are not the only best person to do everything). MAUP9° U-A-
MCT7T mPANT LHT h9°7e1PS  ATWETF@® hI°1PC  24-PT7
(IN&PTT)  AMEAT A NSLCT bbb W19 T e
eEMNID7 L AMA 1IC TIPN ATTANT::

> P718mean. avlBPTG T2 (Avoid bulk information). @+ 0-NH-
MNGTT FOTCE 0L 120 00T ACT OS5 M7 7791 (Analayzing
cost benefit) 7& £AA: NALWVI® NM9° N1 L ONLD TPoVFTF®- 77
ATHI® PPy aolBOT AL LT 21007 CANTI°:

> neettT7 oo

> AL TINHT avpoog (Practice to say no). ho®&T+7 eoLenmm 15¢-F
®mL9° INONNT7 (Dream stealers) A7 21017 avdovg CTCASA:
PSI° AT AT AL 29N hNLT AN ALAT NHopAAl LN aoCdh
INC N78H OA7E W haTe 03 @8 aoTi T WTTAI°

> 07 avd MG ov(ing® (Evaluate and reward yourself).

> W7 AT AILIIMPIS TP (PLH ovNM) avfHET PICITWLT MY
2LPF @t av19°9°)::

> GA%Y aoPlR:- GATT @L AL APMen, Fivdt RTETIAT LSS
SMART goal setting ¢9.0Am®- Specific, measurable, achievable,
realistic and time based A7 1@-::

> DT LB

> P AAS TTo-Mt

> A1l ANTIALC (Stop procrastinating). #2477 “14LC LT NAT790-
AT IMPI° PULLLCT TP AWrP4-T ho-:: Procrastination is the thief
of time- A% “1AT ¢4 AA 1@ N1A.A Edward Young f40A O@-:

A1 TINTT Aret aod'ih ATTANT

+ P Twi-@ e TCT9C Lrlm- (Make the task  meaningful).
PO Wi e AT ATLILMPICVG hEHI° N 0PLV IC AL
TP AYLTLLE LNVT ML P

+ h4GAV /¢ (Take the task apart).

+ (N7 APTWe@ 2é- HIBS O1L4E h&C1 (Keep yourselves
organized). AP TwWi-@ 24 P&ao HICT h&C avp? T havEao(y
& A2V ANAANL P17 Ut WLL-ETU AOPIoT::

+ A 72017 0A7L WM AgotINC hdao9°hC




+ AP T3P o7 (Be positive). A4V A4 PTLPT WP FIICTT
TOAD1LG VP10 AP TFP T70CT T “HMo-C::

+ AU ool avATlong (Just do it). PEaoCi@7 TIMS PP LG ::

-CNEF T YT GO HGILNT AP L ASLT 2104

-ANTY. L 24 NAT ALTINETTT TINEGIE AT TN NhchihG ao)nk

ANLA LHI° PN oo CH

-Email, Facebook, Telegram, Youtube, Tiktok 4G farAdA- £97104-P

M5.L W™ TF PN P40 PP OHmAT LR ASLT S1A::

@-B,PG O-NMP ¢ AMMET7 aoPNMC

NE ATPARE 2977HS MGT aodNMC

M2 U3 2F7 2715010
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U-NLHI® KA9°117 AdaomP

OATP (P o071 L9180 NT AT oo @) ao\Javg:

LT 77 P20 ALET A N7AR “100P

0217 AL Tl hLnéSh 11CT oold-d

N26T7 MAPL hdao P}

FFEFEFEFrEFEEEeEF

W7 WL TICT Aoo@- A 9L7 PANT TICTE TTnSLT LANTE /24P
NHCHC ovA4F haof05®- 24 @8 AGLCIOTO- P70 &CLAT7 HCHET oviG?
APe TN (AP ogvavit-i avhhg® aoC-5PT avavll: av b AP NIOST7
AZING LG W aoaofA: AG-FFT 7T a1 INNG PodnA-T GTF@-::
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Po-m37 1M AmP+9® TP (Benefits of time management)

NAAT H7E 971547 02T ha: 2AA (Respect by others will increase).
PU.MNPNT? MR A7EThTD7 BLESSTA

P-haoMMt h&mT7 Wi Iavd- 24550 (We can have a balanced life).
@M 311377 LemI°4- (Increase productivity). 2H.€T77 NA200: $I° M+
At NUA9e L% TR A 24627 19ThS P o-m.3°T (Productive
effective & efficient) eotP? a7 FANY:

037 o-m31 ATPG9A7%

By LPIAN (MATE L N 1ICT T Agolol avPnC A 341G ALhI®
LACIN)

AT AP2T IC AP TFP 17T AovemC LmPTIA

NhCOFT7 MmP), CPT AL TT Alah T

a7y, 10 Ut LPF9° AP davd nAOPINTS UNVEIET DANTHLST 9°I9° PO

ARLTLMIC:: I AUATT Al £-24 (LP79° MPohI@ 77 AUANTT Alrd AL LAT°:
TR O U RS t@ NATN: Chmb oot @-mt ALTRNE UNTTEY
COTLG 17 TMPOL h@P'THI:: PATE 18ACE WN7LT PO A%TOP hdATV NAN-9°Th
¢, AT e OtbLavy @RI PPLavT 4 MPPM:: Ph7e LbP PO A%IDP NA.ATV




AO-P00 OLI° A@CTAT AT LorAm@-7 A MEPD-:: PATLT +7 PS ATT0P
Novdsrt: $7LHE MNET MG P@-::

W7 NAM0 LAgom+9® F°AntT

= PN AAZTING (aoNLH)
= ehge (Phed 9T0)
" AANT POLWESIT®F 22-PTF Aav i avdI

700 h'laet+
70N C7LhFATT TICT PMPAAAN::

o ool8E ao1FHNE TCTI°E 07T
o oo IMAT ooAC T avkmC (AP'LET)
o A0 TIRAPT ovGIC (PL£I°0 hdANP)

AN PavlSt YT

ATNO a0l TINFE a7 XSG 00T HEALDT aol8 0N T 900NN aoFAN TN+
0 ATINT Agvl S NI°SLCID Tit PHALE CATMN av 71277 ATh-HAAT::

1. 2Ce 700 (Skiming):- M&Tr 9877 0?73 ¢A+h P07 PGS G hAal
NARLNTG oo-hd- CIGLCNT 70N hD-::

2. PhNA 70N (Scanning):- ¢~7AN7T ool A1V ST CTCANT PN Y-

3. Né: 7N (Extensive reading):- &E9° 9°00T7 210N h@-::

4. TAP 110 (Intensive reading):- NAC. 2 £79.hG 2% 10N A7 9AT0-9° 147,
aolBPTF 7 n9°SAN 100N LPGA::

T¢ AN, AaoP7 77 LO4.NI0?

vV PATIG hEDTT aoAPti- AT aof(G CTI°S 08P THC19° aopPt
CLAMP A1ICTT T D1AMVT @ ool 8T PHENLP ANNARTS GTRFT 7
N0t 0@-& aoAPtE AP HRME 1324 HENE A@F HENS 1+9°anTP
HeN? aoA?T

v A®131S AhHEP T oot (Fact and Opinion).

v PN STYEIS ool T AP COLUTN 180T ovAeT

fT¢ AN, avlATPT

Nché? LLE 701N

NN ®L9° NANALNT ALmeban. 770
N24.C7 ALTPAPN 77700

07 hAoo 1P

alo-T¢ 277100

STrHT WL ahdALTE avdbfC
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407 ooy

AN hATT70A

CPTrH7 778 ANdALTE hAdaodPC

N meTi3

PGSO PTO7 T1CT ATIOP (Pch.21:25)

£A7T b+ PNAM A0S T (Pch.5:4-9)

OPFP aolBPTFT N°177T O(Hoor nthbPé AOTFANT IC ANET Aoold-ao:
LMmPaoG

A@OFTTT hhLD AImNPAT (A9°AN L CALNT@7 oo VLT APNT
NAaom+9®)

A®137 hatrt 291 AaoAe-T-

Nao X GG

YVVVYVY

PN MmPoLF havXh&d P50 AFAC

(.¢-.7:5 CATMANICT TaHT AN aPAMGETI UL A70N ACH ANGV7
PLAGAUA: TONTI° D&% N1 oo@m-LL77 LATUA::

25 mAa°.3:16 CAM.ANNC oo7dh AN ovAhG AANY AAD- 9°0C
LMPI°VA::

*ch.5:39 aoAhG NAA'L Laoind-n-::

9% 15:4 (ooXG+HS avdh&F N°L0M-T aoR GG 40d SPIAT UL AP LI°
CtAd.@ U ATFIPVCHTT TR 4A:

R hE 407 AT POLLS avw TR avmGET

M yi- LCUE VAT G260 ATLPTF (AAT 277 4+71L)T Poodhnd: Ahds
ao’fi- &CE PHéAooNTT IS U137 Y0P

AT - NI @Mk 0 ET Pooennldf ANNET AT £LGA

9°7- £CUTTT VBTG CovANNDT LAD-PA:: 9°F £G514-0? CECLEE PLI°
+ht 90T GTFm? Chmea ALT Mg 97 LaodAN? AhL®/1G 4D
NAATHLY ALT $L9° AN 9°7 NAA? - EMPa-T APT AL 9°7 LLA? htmen-T
ECLPT NLAS N PHhSor 9°727 ST m?

P:- &CLE PHaAooNt 03 O 1@0? APFE et oom? Ot 1@ P0'L5% 7
Ahdm LUTT ARG OF INC? CHAULANTO P 10472

A9°7:- &CE OHéAaoNt @@9° 1140 PSO- 907 et 9°1LT 1m-?

PILADIS LbP ANMNTF NovghaoC NaoMPPG (lavavAh avlS SFAAN::




