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Time Management
is

Life Management

Time Management is the
ability to plan and control how

time is spent on activities to
increase efficiency and

productivity

 m*Ãyi>kn : Fi[. 7 ni (vwiY)<ai[ni sid) Äyi²yin p¹F(t siri a¿yis krivti vg<mi> bFij (vwiY)<ai[ srK) r)t[
ºyiy an[ smj m[Lv) Skti n hti, j[Y) p*v< ksi[T)mi> sid) Äyi²yin p¹F(tn&> p(rNim 60% mÇy&> ht&>. jyir[
S]x(Nk upkrNi[n) p¹F(t oiri a[ j nkSini[ a¿yis kriÄyi[ Ryirbidmi> u_ir ksi[T) l[vimi> aiv) j[mi p(rNim
99% mÇy&> C[.

 tirN p(rNim :

1. S]x(Nk upkrN p¹F(t vD[ (SxN aipvimi> aiÄyi pC) (vwiY)<ai[mi> nkSin) smjN an[ k&SLti vFir[ sir)
Ye.

2. (vwiY)<ai[n) p\g(t, rs an[ AmZ(tmi> s&Firi[ ji[vi mÇyi[ C[.

3. sid) Äyi²yin p¹F(tmi> k[Tl)k bibti[ (vwiY)< B*l) gyi.

4. p\yi[g j*Ymi> (vwiY)<ai[ vF& uRsihY) Big l)Fi[.
5. (vwiY)<ai[a[ sh[lieY) (dSi p\t)ki[ ai[LK) l)Fi.

 an&kiyi[< :

1. (SxNmi> S]x(Nk upkrNi[ni[ (ny(mt upyi[g krvimi> aivti[, nkSini[ a¿yis srL an[ rsp\d bn[ C[.

2. SiLimi> p*rt) s&(vFi upl¾F hi[v) ji[ea[, j[mk[ nkSi, ciT<, ³li[b, T)v), p\i[j[kTr vg[[r[.

3. B(vOymi> aigLni Fi[rNmi> pN ai p¹F(tni[ upyi[g krvi[ ji[ea[.

 B(vOyni> s&cni[ :

1. Fi[. 5 Y) 10 s&F) nkSi a¿yis smin p\yi[gi[ krvi.

2. nv) T[kni[li[J oiri nkSi (SxNn) asrkirkti tpisv).
3. (Sxk ti(lm an[ mig<dS<n, vk<Si[p (vksivvin) BlimN kr[.

4. 6 Y) 1 vP< bid s>Si[Fnni p\Bivn) asr jiNvi mL[.

an&Bv : p\ir>Bmi> m[> Yi[D) (c>ti an[ uRs&kti an&Bv) k[, Fi[.7 ni (vwiY)<n[ nkSin) smjN k[v) r)t[ aip) Skiy.
S]x(Nk upkrNi[Y) S)KviDvi miT[ mn[ uRsih hti[. an[ (vwiY)<ai[ni an&Bv pN rsp\d rHi[. ksi[T) drÀyin a[v&
jiNvi mÇy&> k[ S]x(Nk upkrN p¹F(t vF& asrkirk C[.

ups>hir : miri[ an&Bv ~[Oq rHi[. (dSi, p\t)ki[ nkSi di[rvin) k&SLti (vksiv) Skiy . S)Kvin) p\(k|yi rsp\d
an[ mj[dir bn). b>n[ p¹F(tai[n&> s>yi[jn ~[Oq p(rNim aip[ C[. a>t[

''K&d) ki[ kr b&>ld etni k), hr tkd)r s[ phl[, K&di b>d[s[ K&d p*C[, bti t[r) rzi kyi h].""

(vPy : Fi[.6 ni g(Nt (vPymi> si]Y) vF& k(qnti miT[ni> kirNi[ an[
upiyi[ aiFi(rt (SxN kiy<n) asrkirktini[ a¿yis.

Bivsir  h)ni .j[.
{m. (Sxk-u.p\i.(vBig}

p\Ativni : (SxN a[ minvJvnni[ aiFir At>B C[. aijni Xin-p\Fin y&gmi> (vXin an[ T[kni[li[Jn) p\g(t siY[
siY[ g(Ntn&> mhRv stt vFt&> rH&> C[. g(Nt a[ a[vi[ (vPy C[ j[  biLki[mi> ti(k<kti, (vÅl[PN S(±t, sj<niRmkti
an[ smAyi-smiFinn) xmti (vksiv[ C[.

(vPyn) ps>dg) Si miT[ kr) ?
g(Nt (vPymi> k(qnti Fi[. 6 a[ p\iY(mk mi>Y) mi¹y(mk (SxN trfn&> p(rvt<n C[. ai kxia[ biLki[n[ nvi

a¹yiy, s*#ii[, srKimN)ai[, B*(mt) j[vi K>Di[mi> m&Æk[l) pD[ C[. GN) vir g(Ntn) B)(t sji<y C[, j[ni kirN[ biLki[
aigLni Fi[rNi[mi> pN g(NtY) d*r Big[ C[. S]x(Nk mhRv ji[ S$aitni Fi[. p mi> k(qntiai[ ai[LK) yi[³y upiyi[
krvimi> aiv[ ti[ biLki[n&> g(Nt (vPy p\Ry[ni[ rs vF[ C[.


