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 3.1 doi Am{U doioÀ¶m ì¶dñWmnZmMm n[aM¶

 3.2 g§gmYZ åhUyZ doioMr d¡{eîQ>ço

 3.3 doioÀ¶m ì¶dñWmnZmMo KQ>H$

 3.4 doioÀ¶m ì¶dñWmnZmMo ‘hËËd

 3.5 doioÀ¶m ì¶dñWmnZmH$[aVm ‘mJ©Xe©H$ VËËdo

doi ho àË¶oH$ ì¶³Vrbm CnbãY Agbobo ‘m¡ë¶dmZ 

g§gmYZ Amho. àË¶oH$ ì¶³Vrbm C{X²XîQ>o gmÜ¶ H$aÊ¶mH$[aVm 

d Ë¶m§À¶m X¡Z§{XZ {H«$¶m H$aÊ¶mgmR>r {XdgmMo Mmodrg VmgM 

CnbãY AgVmV. doi ho EH$ A‘yë¶ g§gmYZ qH$dm ‘mb‘ËVm 

Amho; Ooìhm EImXr ì¶³Vr Vo J‘mdVo VoìhmM Ë¶mMo ‘yë¶ d ‘mob 

AmoiIVo. Amnë¶m d¡¶{³VH$ OrdZmV, e¡j{UH$ OrdZmV Am{U 

ì¶mdgm{¶H$ OrdZmV Ooìhm Amnë¶mbm AZoH$ O~m~Xmè¶m§Mr 

nyV©Vm H$am¶Mr AgVo Voìhm Amnë¶mbm doioÀ¶m Vrd« H$‘VaVoMm 

gm‘Zm H$amdm bmJVmo. AmnU doioÀ¶m ì¶dñWmnZmMr H$miOr 

KoV Zmhr hoM doioMm A^md OmUdÊ¶mMo ‘w»¶ H$maU Amho. 

doioÀ¶m ¶mo½¶ Cn¶mo{JVogmR>r doioÀ¶m ¶mo½¶ Cn¶moJm~m~V gamd 

Am{U {MH$mQ>rgh doio{df¶r ‘yb ŷV OmJê$H$Vm AgUo Amdí¶H$ 

Amho. ~mbd¶mVM àË¶oH$ ì¶³Vrg doio~m~V OmUrd H$ê$Z {Xbr 

nm{hOo d ‘hËËd éO{dUo Amdí¶H$ AgVo. àË¶oH$mbm CnbãY 

doioMm H$mbmdYr Am{U Ë¶m H$mbmdYrV X¡Z§{XZ nyV©VoH$[aVm 

bmJUmè¶m doioMr OmUrd AgbrM nm{hOo.

3.1 doi Am{U doi ì¶dñWmnZ n[aM¶ :

{~{Q>e Agmo{gEeZ ’$m°a A°S>ìhmÝg‘|Q> Am°’$ gm¶ÝgZo

1874 ‘Ü¶o ‘moO‘mnmMr ‘yb^yV n[a‘mUo - bm§~rH$[aVm

g|Q>r‘rQ>a (C), dOZmgmR>r J«°‘ (G) Am{U doioH$[aVm

goH§$X (S) ¶m§À¶m EH$ÌrH$aUmÀ¶m AmYmao ‘moO‘mnmMr 

  gr.Or. Eg. (CGS) nX²YVr gm§{JVbr.

doi åhUOo Z³H$s H$m¶?

doi Ago g§gmYZ Amho, H$s Á¶mMo n[a‘mUmË‘H$ ‘mnZ 

H$aVm ¶oVo; na§Vw Ë¶mMo ñdê$n ‘mÌ AñnîQ> AgVo. doi åhUOo 

KQ>Zm§À¶m H«$‘mMo, KQ>Zm§À¶m H$mbmdYrMo Am{U KQ>Zm§‘Yrb 

H$mbm§VamÀ¶m nañna g§~§YmMo ‘moO‘mn Amho. doi jU^§Jya, 

‘¶m©{XV Am{U A‘yV© Ago ‘mZdr¶ g§gmYZ Amho. doioÀ¶m ¶m 

d¡{eîQ>çmZwgma Ë¶mMo ‘moO‘mn d Cn¶moJ Ho$bm OmVmo. Amnbr 

X¡Z§{XZ H$m‘o nma nmS>VmZm H$m‘, {dlm§Vr d ‘Zmoa§OZmgmR>r 

doioMr {d^mJUr H$aÊ¶mgmR>r d H$m‘mÀ¶m àJVrMm AmT>mdm 

KoÊ¶mgmR>r KS>çmimX²dmao Xe©{dë¶m OmUmè¶m doim VgoM 

ao{S>Amo, XÿaXe©Z ¶m§gma»¶m ‘mÜ¶‘mX²dmao àgm[aV hmoUmè¶m 

doim gVV ‘mJ©Xe©H$ R>aVmV. goH§$X ho doioMo Am§VaamîQ´>r¶ 

nmVirdarb ñdrH¥$V Ho$bobo ‘yb^yV n[a‘mU (¶w{ZQ>) Amho. 

60 goH§$XmMm EH$ {‘{ZQ>, 60 {‘{ZQ>m§Mm EH$ Vmg Am{U 24 

VmgmMm qH$dm 86,400 goH§$Xm§Mm EH$ {Xdg AgVmo.

 1. ‘o[aA‘ do~ñQ>a eãXH$moemZwgma, ""^yVH$mimH$Sy>Z 

dV©‘mZmV d dV©‘mZmVyZ ^{dî¶mV EH$m nmR>monmR> 

EH$ gVV KS>Umè¶m KQ>Zm§À¶m H«$‘mVrb A§Va 

åhUOo doi qH$dm H$mi hmo¶.'' “Time is continuum 
in which event succeed one another from past 
through present to future.”ho Vwåhm§bm ‘m{hVr Amho H$m?

doi Am{U doi ì¶dñWmnZm~X²Xb AmnU MMm© H$ê$ ¶m …

 2. A‘o[aH$Z ho[aQ>oO ñQ>oS>‘°Z ‘o{S>H$b eãXH$moemZwgma 

doioMr ì¶m»¶m, ""doi åhUOo ̂ yVH$mi, dV©‘mZH$mi 

AmH¥$Vr 3.1 doioMm ~mU

nmgyZ ^yVH$mi dV©‘mZH$miH$Sy>Z

doioMm ~mU

VyZ ^{dî¶mH$S>o

3. doioMo ì¶dñWmnZ
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Am{U ^{dî¶ H$mimVrb KQ>Zm§‘Yrb A§Va qH$dm 

ghg§~§Y hmo¶ Am{U Oo A§Va {‘{ZQ>o, Vmg, {Xdg, 

‘{hZo qH$dm df} ¶m n[a‘mUmV ‘moObo OmVo.'' Time 
is defi ned as “A duration or relation of events 
expressed in terms of past, present and future, and 
measured in units such as minutes, hours, days, 
months or years.”

 3. ""doi qH$dm H$mi åhUOo ‘moObobm qH$dm ‘mnZj‘ 

H$mbmdYr, Á¶m‘Ü¶o H¥$Vr, à{H«$¶m qH$dm {ñWVr 

ApñVËdmV AgVo qH$dm gmVË¶mZo Mmby amhVo.'' 
“Time is a measured or measurable period during 
which an action, process, or condition exists or 
continues.”

  Aë~Q>© AmB©ZñQ>mB©Z ¶m§À¶m ‘Vo ""H$moUË¶mhr KQ>ZoÀ¶m 

AmYmao AmnU ‘moOV Agboë¶m KQ>ZoÀ¶m H«$‘mZwgma 

‘moO‘mn H$aÊ¶mì¶{V[a³V doioMo ñdV§Ì ApñVËd 

ZgVo'' “Time has no independent existence apart 
from the order of events by which we measure it.”

 åhUyZM KQ>Zm doioMm AmË‘m Amho. 

doioMm Cn¶moJ, Ë¶mÀ¶m D$Om©, n¡gm ^m¡{VH$ dñVy Am{U 

BVa ‘mZdr¶ g§gmYZm§er Agboë¶m g§~§YmÀ¶m AZwf§JmZo 

Ho$bm OmVmo. doi nmhÿ eH$V Zmhr, Ë¶mbm ñne© Ho$bm OmD$ 

eH$V Zmhr qH$dm MmIbm OmD$ eH$V Zmhr, na§Vw Ë¶mMo 

H$mbmdYrX²dmao ‘moO‘mn hmoD$ eH$Vo. AmOÀ¶m AmYw{ZH$ 

OJmV doi hm n¡gm åhUyZ ‘mZbm OmVmo VgoM Ë¶mMo gm‘m{OH$ 

‘hËËd d d¡¶{³VH$ ‘yë¶ XoIrb Amho. doi gdmªZmM R>mD$H$ 

Amho, na§Vw Ë¶mM doir Ë¶mMr n[a^mfm qH$dm ì¶m»¶m H$aUo 

Am{U g‘OUo H$R>rU Amho. ~aoMXm Amnbo CX²{XîQ> Am{U 

AmH$m§jm§À¶m VwbZoV Ë¶m§À¶m nyV©VoH$[aVm Amnë¶mbm CnbãY 

Agbobm doi ‘¶m©{XV AgVmo. AmnU OmñVrMm doi {Z‘m©U 

H$ê$ eH$V Zmhr VgoM ^{dî¶mVrb dmnamH$[aVm doi gmR>dyZhr 

R>ody eH$V Zmhr. ¶m {dMmamZoM, doioMo ¶mo½¶ ì¶dñWmnZ H$aUo 

A{Ve¶ Amdí¶H$ Amho. 

doioMo dJuH$aU …

gd© g§gmYZmV doi ho Ago EH$ g§gmYZ Amho, H$s Oo 

‘moO‘mn H$aÊ¶mg ghO gmono Amho; na§Vw g‘OÊ¶mg A{Ve¶ 

AdKS> Amho. doJdoJiçm Aä¶mg emIoV doioMr nX²YVr {^ÝZ 

Amho. gd©gmYmaUnUo gdmªZm n[aM¶mMr Agbobr KS>çmir 

doioMr nX²YV gy¶m©À¶m g§X^m©V n¥ÏdrÀ¶m hmoUmè¶m {Z¶{‘V 

hmbMmbtÀ¶m AmYmao {Z‘m©U Pmbr Amho. KS>çmir doi åhUOo 
KS>çmi qH$dm X¡Z§{XZrV {‘{ZQ>, Vmg, {Xdg qH$dm df© ¶m§À¶m 
g§X^m©V Xe©{dbr OmUmar doi hmo¶. 

H$ëQ>© nr. [aíQ>a (Curlt P. Richter) ¶m§Zr earamV§J©V 
KS>çmimMo ApñVËd gm§{JVbo Amho. earambm amoO dma§dma 
KS>Umè¶m KQ>Zm§À¶m AmH¥${V~§YmMr gd¶ Pmbobr AgVo. 
CXmhaUmW© ; EImXçmbm Zoh‘rÀ¶m {Z¶{‘V OodUmÀ¶m doiobm 
^wHo$Mr OmUrd hmoVo, VgoM amoOÀ¶m PmonoÀ¶m doiobm Pmon 
Amë¶mMr OmUrd hmoVo. Aem OmUrdm§À¶m doiobm OrdemñÌr¶ 
doi Ago åhUVmV.

‘mZ{gH$ doi åhUOo XmoZ KQ>Zm§‘Yrb doi g§nV 
Mmbë¶mMr qH$dm doi hiyhiy qH$dm ObXJVrZo g§nÊ¶mMr 
^mdZm hmo¶. CXmhaUmW© ; H$m‘ H$aVmZm doi bdH$a g§nV 
Agë¶mgmaIo dmQ>Vo Va EImXçmMr dmQ> nhmV AgVmZm doi 
AJXr hiyhiy OmV Agë¶mgmaIo dmQ>Vo. VgoM narjoÀ¶m 
{XdgmV {dXçmÏ¶mªZm Aä¶mgmMo {Xdg bdH$a g§në¶mgmaIo 
dmQ>Vo.

KS>çmir doioZwgma doioMo Imbrb VrZ àH$mamV dJuH$aU 
hmoVo.

H$m‘mMm doi y H$m‘mMm doi Am{U H$m‘mer g§~§{YV 

H¥$VrgmR>r bmJUmam doi

{dlm§VrMm 

doi

y {dlm§VrgmR>r Amdí¶H$ godm

’$mdbm doi y ‘moH$im doi, N>§X qH$dm AmdS> g‘¥X²Y 

H$aÊ¶mgmR>rMm doi.

  A) H$m‘mMm doi (Work Time) … H$m‘ qH$dm H¥$Vr 
H$aÊ¶mgmR>r bmJUmam doi åhUOo H$m‘mMm doi hmo¶. 
H$m‘mÀ¶m doimV H$m‘mÀ¶m nyd©V¶marbm bmJUmam 
doi, àË¶j H$m‘ H$aÊ¶mgmR>r bmJUmam doi d H$m‘ 
g§në¶mZ§Va AmdamAmda H$aÊ¶mgmR>r bmJUmè¶m 
doioMm g‘mdoe hmoVmo. KS>çmir doioMm Cn¶moJ 
H$ê$Z hm doi ghO ‘moOVm ¶oVmo. OrZ d°aoZ (Jean 

Warren) ¶m§Zr doioÀ¶m ì¶dñWmnZmV doioMo ‘moO‘mn 

H$aÊ¶mgmR>r "H$m‘mMo EH$H$' Am{U "H$m¶©^ma' 
nX²YVr {dH${gV Ho$br Amho. dm°H$a (walker) ¶m§Zr 
J¥hì¶dñWmnZmVrb H$m‘mÀ¶m EH$H$mMr ì¶m»¶m 
nwT>rbà‘mUo Ho$br Amho, "H$m‘mMo EH$H$ åhUOo 
gd©gmYmaU H$m¶© H$aUmè¶m ì¶³VrX²dmao gd©gmYmaU 

n[apñWVrV EH$m VmgmV nyU© hmoUmao H$m‘ hmo¶.' VgoM 
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’$mdbm doi Ago åhUVmV' ’$mdbm doioMr ì¶m»¶m 

nwT>rb à‘mUohr H$aVm ¶oVo. "’$mdbm doi åhUOo Agm 

doi, Á¶m doioV Vwåhr H$mhrhr H$m‘ H$arV ZgVm d 

Ë¶m doioV Vwåhm§bm AmdS>ob Vo Vwåhr H$ê$ eH$Vm.'

     J«m°g, H«°$ÝS>b Am{U Zm°b ¶m§Zr ’$mdbm doiobm 

[aH$m‘m doi Am{U {ddoH$mYrZ doi Ago dJuH¥$V 

Ho$bo Amho. [aH$m‘m doi åhUOo X¡Z§{XZ {ZË¶H«$‘ 

H$aÊ¶mgmR>r dmnabobm doi. CXmhaUmW© ; emar[aH$ 

H$miOrgmR>r Kmbdbobm doi, H$m‘mÀ¶m {Z{‘ËV 

àdmgmgmR>r Kmbdbobm doi. {ddoH$mYrZ doi åhUOo 

ñdV…gmR>r Am{U gO©Zerb {H«$¶m§gmR>r dmnabobm 

doi hmo¶. 

     dmMZ H$aUo, g§JrV EoH$Uo, Q>r. ìhr. nmhUo, H$moS>r 

gmoS>dUo ¶mgma»¶m {H«$¶m ’$mdbm doi {ZpîH«$¶ 

nX²YVrZo åhUOo gH$mamË‘H$ na§Vw emar[aH$ hmbMmbr 

Z H$aVm ì¶VrV H$aÊ¶mÀ¶m {H«$¶m AmhoV. emar[aH$ 

hmbMmbr Amdí¶H$ AgUmao ImobrV d ‘¡XmZmV 

Ioibo OmUmao Ioi, ghbrH$[aVm àdmg H$aUo 

BË¶mXr {H«$¶m ’$mdbm doi ì¶VrV H$aÊ¶mÀ¶m g{H«$¶ 

nX²YVr AmhoV. 

     ’$mdbm doi Zd{Z{‘©Vr d g‘mYmZH$maH$ 

‘Zmoa§OZmÀ¶m g§Yr CnbãY H$ê$Z XoVmo.  d¶, 

ì¶dgm¶, Am{W©H$ {ñWVr, CnbãY ^m¡{VH$ g§gmYZo, 

gm‘m{OH$ d Am{W©H$ XOm©, F$Vw‘mZ d doi 

BË¶mXtZwgma ’$mdbm doi ì¶VrV H$aÊ¶mMr nX²YVr 

R>aVo. 

      ’$mdë¶m doioVrb {H«$¶m§‘wio H$ënZme³Vr OmJ¥V 

amhVo qH$dm g‘ma§^mV Am{U gmohiçmV AmZ§X 

{‘iVmo, {ZgJm©{df¶r à«o‘ dmT>Vo Am{U ‘mZdr 

ZmË¶m§‘Yrb AI§S> {d{dYVm d AZmH$bZr¶Vm Aem 

^mdZm OrdZ CËgmhr R>odVmV. ’$mdbm doi Cn¶moJmV 

AmUVmZm CË’y$V©Vm Am{U ñd¶§ñ’y$VuMr JaO AgVo. 

doioMo ì¶dñWmnZ åhUOo H$m¶?

  doioMo ì¶dñWmnZ hr {d{dY {H«$¶m qH$dm H$m¶© H$aV 

AgVmZm doi dmnaÊ¶mMm gamd qH$dm H$m¶©nX²YVr Amho. 

doioÀ¶m ì¶dñWmnZmMr ‘yb^yV g§H$ënZm Aer Amho H$s, 

‘hËËdmÀ¶m JmoîQ>r H$aÊ¶mH$[aVm qH$dm R>adboë¶m Ü¶o¶mÀ¶m 

¶eñdr nyV©VoH$[aVm {H«$¶m H$aÊ¶mgmR>r EImXçmbm nwaogm doi 

KmbdVm ¶mdm.   

H$m¶©^ma åhUOo H$m‘mÀ¶m EH$H$m§Mr EHy$U ~oarO 
hmo¶. CXmhaUmW© ; ñd¶§nmH$ H$aÊ¶mH$[aVm bmJUmam 
doi, H$nS>o YwÊ¶mgmR>r bmJUmam doi, Am°{’$gMm 
qH$dm Aä¶mgmMo Vmg.

  ~) {dlm§VrMm doi (Rest Period) … {dlm§VrgmR>r 
bmJUmam doi åhUOo {dlm§VrMm doi qH$dm {dlm§VrMm 
H$mi hmo¶. ¶mV PmonUo, AmS>do hmoUo qH$dm nhþS>Uo, 
Amam‘era pñWVrH$[aVm earapñWVr d g§pñWVrV 
~Xb H$aUo BË¶mXtMm g‘mdoe hmoVmo. earamMo Amamo½¶ 
CËV‘ amIÊ¶mgmR>r {dlm§Vr KoUo A{Ve¶ ‘hËËdmMo 
AgVo. 

Zoh‘r bjmV R>odm … 

OmñV COm©ì¶¶ hmoUmè¶m l‘mÀ¶m H$m‘mZ§Va H$m‘mÀ¶m EHy$U 

doioÀ¶m {H$‘mZ 57 Q>³Ho$ doi {dlm§VrgmR>r {Xbm nm{hOo, 

Va 40 {‘{ZQ>m§À¶m ‘mZ{gH$ qH$dm ~m¡{X²YH$ H$m‘mZ§Va 

ì¶³VrZo {H$‘mZ XmoZ {‘{ZQ>o {dlm§Vr KoVbr nm{hOo. 

    {dlm§VrMm H$mbmdYr d {dlm§Vr KoÊ¶mMr nX²YV 

hr H$m‘mMm àH$ma d H$m‘mMm H$mbmdYr, H$m‘ 

H$aÊ¶mÀ¶m {R>H$mUmMr n[apñWVr, H$m‘mMm VmU d 

H$m‘ H$aUmè¶m ì¶³VrMo Amamo½¶ ¶mda Adb§~yZ 
AgVo. CXmhaUmW© ; OmñV H$mbmdYrÀ¶m emar[aH$ 
H$m‘mZ§Va OmñV {dlm§VrMr Am{U PmonÊ¶mMr JaO 
AgVo. na§Vw ‘mZ{gH$ qH$dm ~m¡{X²YH$ H$m¶m©Z§Va 
{dlm§VrgmR>r H$m‘mÀ¶m doioV ~Xb H$ê$Z qH$dm 
H$m‘mÀ¶m {R>H$mUr g§JrVmMm Cn¶moJ H$ê$Z dmVmdaU 

CËgmhr H$aVm ¶oVo. 

  H$) ’$mdbm doi (Leisure Time) … OrdZmÀ¶m 

OJÊ¶mÀ¶m EHy$U AmH¥${V~§YmV ’$mdbm doi A{Ve¶ 

‘hËËdmMm Amho. gd©gm‘mÝ¶nUo ’$mdbm doi åhUOo 

H$m‘ qH$dm H$V©ì¶mH$[aVm ‘mJUr Zgbobm [aH$m‘m 

doi hmo¶ Am{U hm doi ì¶VrV H$aÊ¶mH$[aVm Ho$boë¶m 

{H«$¶m ì¶³Vr ñdV…gmR>r H$aVo. ¶m doiobm H$m‘ 

Zgbobm qH$dm ‘moH$im doi Agohr åhUVmV. J«m°g, 

H«°$ÝS>b Am{U Zm°b ¶m§Zr ’$mdbm åhUOo "gd© H$m‘ 

Zgbobo Vmg qH$dm H$m‘mV Z Kmbdbobo OmJonUmVrb 

gd© Vmg' åhUyZ n[a^m{fV Ho$bm Amho. H°$qZJh°‘ 

¶m§À¶m ‘Vo "Omo doi IM© Ho$bm AgVm ‘ZmnmgyZ 

Am{U ^anya g‘mYmZ {‘iVo, AmdS> g‘¥X²Y hmoVo 

Am{U Omo doi ì¶VrV H$aÊ¶mV AmZ§X hmoVmo Ë¶mbm 
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 1. B¶mZ {‘Q>b°ÝS> ¶m§À¶m ‘Vo, ""doioMo ì¶dñWmnZ åhUOo 

Aer nX²YVr, H$s Á¶m¶moJo doi {Z¶§{ÌV H$aVm ¶oB©b d 

OmñVrV OmñV à^mdrnUo doioMm Cn¶moJ H$aVm ¶oB©b.'' 
(''Time Management may be defi ned as a system of 
controlling and using time as effectively as possible.'')

  2. S>m°. gr. Eg. OmYd ¶m§À¶m ‘Vo, ""doioMo ì¶dñWmnZ 

åhUOo Aer {H«$¶m qH$dm gmYZo Oo Vw‘Mm doi 

n[aUm‘H$maH$[aË¶m Kmc{dÊ¶mgmR>r Vwåhm§bm AZw‘Vr 

XoVmV.''

  3. doioMo ì¶dñWmnZ åhUOo Vw‘À¶m doioÀ¶m Cn¶moJmZo 

Vwåhm§bm hì¶m AgUmè¶m JmoîQ>r nyU© H$aÊ¶mgmR>r ‘XV 

H$aUmar VËËdo, H$m¶©nX²YVr, H$m¡eë¶o, gmYZo Am{U 

nX²YVr§Mm g§M Amho. 

doi ì¶dñWmnZmMm ‘w»¶ CX²Xoe åhUOo CnbãY doioMm 

¶mo½¶ Cn¶moJ, OoUoH$ê$Z EImXr ì¶³Vr d¡¶{³VH$ Am{U 

H$m¡Qw>§{~H$ Ü¶o¶ gmÜ¶ H$ê$ eHo$b. J«m°g Am{U ghH$m¶mªÀ¶m 

‘Vo, "doi ì¶dñWmnZmMo gm‘mÝ¶ Ü¶o¶ BVa g§gmYZm§À¶m 

ì¶dñWmnZmgmaIrM AgVmV. Vr ì¶³VrÀ¶m ‘yë¶m§‘YyZ 

{Z‘m©U hmoVmV. na§Vw doi ì¶dñWmnZmMr ‘mÌ {d{eîQ> CX²{XîQ>oo 

AmhoV; H$mhr bmoH$m§gmR>r Vo ’$³V H$m‘mMm doi H$‘r H$aUo 

EdT>çm nwaVoM ‘¶m©{XV AgVo Am{U BVa gdmªgmR>r doi 

ì¶dñWmnZmV doioMr ‘¶m©Xm ñdrH$mê$Z Ë¶mMm Cn¶moJ H$m‘, 

’$mdbm doi Am{U {dlm§Vr ¶mV g§VwbZ gmYÊ¶mgmR>r Amho, 

¶m gJiçm§À¶m EH${ÌV n[aUm‘mZo EImXçmÀ¶m doioÀ¶m 

Cn¶moJmZo g‘mYmZ {‘iÊ¶mMo gd©gm‘mÝ¶ Ü¶o¶ g’$b hmoVo.' 

doioÀ¶m g§X^m©Zo Amnë¶m g^modVmbÀ¶m n[apñWVrV ñdV…bm 

emoYÊ¶mMr qH$dm àñWm{nV hmoÊ¶mMr j‘Vm {dH${gV H$aUo hm 

doioÀ¶m ì¶dñWmnZmMm ‘hËËdmMm ^mJ Amho. 

doi dm¶m Kmb{dUmè¶m {H«$¶m AmoiIyZ Ë¶m Q>miUo Am{U 

doioMm n[aUm‘H$maH$ d H$m¶©j‘ Cn¶moJ H$aUo hoM doioÀ¶m 

{Z¶moOZmMo Jw{nV Amho. doioMm CËV‘ ì¶dñWmnH$ hmoÊ¶mgmR>r 

doi AMyH$nUo gmYm qH$dm hñVJV H$am, Ë¶mMm ¶mo½¶ àH$mao 

Cn¶moJ H$am Am{U CËnmXH$ qH$dm ’$bXm¶r H$m¶m©gmR>r Cn¶moJ 

H$am. H$moUVohr ’$c XoUma Zmhr Aem àH$mao doi {ZKyZ OmD$ 

XoD$ ZH$m.

3.2 doioMr d¡{eîQ>ço (Characteristics of Time) :

doi åhUOo EH$m‘mJo EH$ KS>V OmUmam KQ>ZmH«$‘ Amho. 

AmnU KS>çmi d H°$b|S>aMm Cn¶moJ H$ê$Z doi ‘moOVmo. 

doioMo ì¶dñWmnZ ¶eñdr[aË¶m H$aÊ¶mgmR>r bmoH$m§Zm doioMr 

d¡{eîQ>ço ‘m{hVr AgUo Amdí¶H$ AmhoV. doioMr d¡{eîQ>ço 

Imbrbà‘mUo AmhoV :

 y doi ‘¶m©{XV AgVmo (Time is limited) : Amnbo Am¶wî¶ 

‘¶m©{XV AgVo d Amnë¶mbm gmÜ¶ H$am¶Mr CX²{XîQ>o 

Am{U Amnë¶m ‘hËËdH$m§jm§À¶m VwbZoV CnbãY doi 

‘¶m©{XV AgVmo. ¶m AWm©Zo doi ‘¶m©{XV Amho. àË¶oH$ 

ì¶³Vrbm {d{dY {H«$¶m qH$dm H$m‘ H$aÊ¶mH$[aVm Mmodrg 

Vmg CnbãY AgVmV. H$moUrhr doioMr CnbãYVm dmT>dy 

eH$V Zmhr. 

 y doi jU §̂Jya AgVmo (Time is fl eeting) : doi Zoh‘rM 

jU^§Jya AgVmo. AmnU doi gmR>dyZ R>odyZ Amnë¶m 

JaOoZwgma dmnê$ eH$V Zmhr. doi BVH$m ‘m¡ë¶dmZ Amho 

H$s Vmo J‘mdbm qH$dm dm¶m Jobm H$s nwÝhm {‘idVm ¶oV 

Zmhr. 

 y doi AbdMrH$ qH$dm An[adV©Zr¶ AgVmo (Time is 

rigid) :  ho doioMo gdmªV ‘hËËdmMo d¡{eîQ>ç Amho. doioMo 

ñdê$n A{Ve¶ AbdMrH$ Amho. H$moUrhr doi Wm§~dy eH$V 

Zmhr, {Z‘m©U H$ê$ eH$V Zmhr qH$dm bm§~dy eH$V Zmhr. 

doi pñWa Am{U AbdMrH$ qH$dm An[adV©Zr¶ ñdê$nmMm 

AgVmo.

 y doioMr CnbãYVm gd© ì¶³VtZm g‘mZ AgVo 

(Time availability is same to all individuals) : OmV, 

Xoe, Y‘©, qbJ, d¶ {dMmamV Z KoVm gdmªZm gmaImM doi 

CnbãY AgVmo. OJmVrb H$moUË¶mhr ì¶³Vrbm {XdgmMo 

Mmodrg Vmg d {‘{ZQ>mbm gmR> g|H$XM {‘iVmV. H$moUVmhr 

EImXm {Xdg Mmodrg Vmgmnojm OmñV doi nwady eH$V 

Zmhr. 

 y dm¶m Jobobm doi naV {‘iy eH$V Zmhr (Time 

cannot be recovered once lost) : doi ho Ago A‘yë¶ 

g§gmYZ Amho, H$s Oo J‘mdbo qH$dm IM© Ho$ë¶mZ§Va nwÝhm 

{‘idVm ¶oV Zmhr. ì¶³Vrbm Ooìhm doi CnbãY AgVmo 

VoìhmM Vmo dmnamdm bmJVmo, åhUyZM doioda {Z¶§ÌU 

R>odyZ Ë¶mÀ¶m CËnmXZj‘ H$m¶m©gmR>r qH$dm H$m‘mgmR>r 

¶mo½¶ Cn¶moJ H$ê$Z KoUo JaOoMo AgVo.

 y doi AhñVm§VaUr¶ Amho (Time is non transferable):  

H$mhr doim Amnë¶mbm ^anya doi AgVmo Am{U 

Ë¶mMm Amnë¶mbm H§$Q>mim ¶oVmo, Va ~è¶mM doim 
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dmñVddmXr, ñnîQ>nUo gm§{JVbobr Am{U gmÜ¶ H$aÊ¶m¶mo½¶ 

AgmdrV. A{YH$ Ü¶o¶m§À¶m Am{U BÀN>m§À¶m nyV©VoH$[aVm; 

AënH$mbrZ Ü¶o¶ Vo XrK©H$mbrZ ñ‘mQ>© (SMART) Ü¶o¶ 

R>adÊ¶mMm H«$‘ dmnamdm. Oo Ü¶o¶ {d{eîQ> (Specifi c), 

‘moOVm ¶oÊ¶mgmaIr 

(Measurable), 

{‘idÊ¶mOmoJr 

(Attainable), 

g§~§{YV qH$dm àñVwV 

(Relevent) Am{U 

doioMo ~§YZ qH$dm 

‘¶m©Xm (Time 

Bound) Aer 

AgVmV Ë¶m 

Ü¶o¶m§Zm ñ‘mQ>© Ü¶o¶ 

((SMART Goals) 

Ago åhUVmV. 

 y {Z¶moOZ (Planning) : doi ì¶dñWmnZmV, à^mdr qH$dm 

n[aUm‘H$maH$ {Z¶moOZ ‘hËËdmMr ^y{‘H$m ~OmdVo. 

{Z¶moOZ ^{dî¶mVrb H¥$Vr Am{U {d{hV doioV H$aÊ¶mÀ¶m 

{H«$¶m§Mo ñnîQ> {MÌ àXmZ H$aVo. {Z¶moOZ ho {H«$¶m Am{U 

KQ>Zm§Mm qH$dm H$m¶©H«$‘m§À¶m doioMm H«$‘ XoIrb Xe©dVo. 

ì¶³Vrbm CnbãY H$mbmdYrV H$amd¶mÀ¶m {H«$¶m§Mr ¶mXr 

V¶ma H$am¶bm nm{hOo, Vmo doi EH$ {Xdg qH$dm AmR>dS>m 

qH$dm A{YH$ Agy eH$Vmo. H$m‘m§Mr ¶mXr (To do list) 

V¶ma H$aVmZm ‘hËËdmÀ¶m, 

VmVS>rÀ¶m, CÀM àmYmÝ¶Vm 

Am{U àb§{~V H$m‘m§~X²Xb 

{dMma H$amdm. ¶m àH$maÀ¶m 

{H«$¶m qH$dm H$m‘ ¶mXrÀ¶m 

qH$dm doioÀ¶m {Z¶moOZmV 

erf©ñWmZr Agmì¶mV. 

H$m¶© ¶moOZm qH$dm doioMo 

{Z¶moOZ X¡Z§{XZ, gmßVm{hH$, ‘m{gH$ qH$dm dm{f©H$ Agy 

eH$Vo. {Z¶moOZmMr AMyH$Vm EImXçm {d{eîQ> H$m¶m©gmR>r 

Amdí¶H$ Agboë¶m doioÀ¶m AMyH$ A§XmOmda Am{U 

H$am¶À¶m H$m‘mMm ¶mXrÀ¶m V§VmoV§VnUm qH$dm AMyH$Voda 

Adb§~yZ AgVo.

Amnë¶mbm doi H$‘r nS>Vmo d Ë¶m‘wio AmnU Amnbr 

Ü¶o¶ nyU© H$ê$ eH$V Zmhr. XmoÝhr n[apñWVrV H$moUrhr 

EH$‘oH$m§Zm doi hñVm§V[aV H$ê$ eH$V Zmhr. Amnë¶mbm 

ñdV…bmM doi ¶mo½¶ {Z¶moOZmZo dmnamdm bmJVmo. AmnU 

doi ^mS>çmZo qH$dm {dH$V KoD$ eH$V Zmhr qH$dm 

^{dî¶mVrb Cn¶moJmH$[aVm gmR>dyZ R>ody eH$V Zmhr.

 y doi A‘yV© Amho na§Vw ghO ‘moOVm ¶oVmo (Time is 

intangible but easy to measure) : doi  ho A{Ve¶ 

‘m¡ë¶dmZ Ago A‘yV© ñdê$nmMo ‘mZdr¶ g§gmYZ Amho. 

doioMm H$mbmdYr qH$dm doi g§nÊ¶mÀ¶m H$mimMr 

àË¶oH$mbm OmUrd AgVo. KS>çmi, H°$b|S>a Am{U 

‘hËËdmÀ¶m KQ>Zm§À¶m AmYmao AmnU doi ghO ‘moOVmo. 

goH§$X, {‘{ZQ>, Vmg, {Xdg, AmR>dS>o, ‘{hZo Am{U df© 

¶m§gma»¶m n[a‘mUm§Mm Cn¶moJ H$ê$Z AmnU doi ‘moOVmo.

 y doi A{daV qH$dm AI§S> Amho (Time is Continuous):  
^yVH$mimVyZ dV©‘mZmV d dV©‘mZmVyZ ^{dî¶mV gVV 

KS>Umè¶m KQ>Zm§Mm àdmh åhUOo doi. H$moUË¶mhr 

H$maUmgmR>r H$moUrhr doi Wm§~dy eH$V Zmhr.

 y doi ‘m¡ë¶dmZ Amhoo (Time is Precious) : n¡emnojm doi 

OmñV ‘m¡ë¶dmZ Amho. ì¶³Vr BVa g§gmYZm§À¶m Cn¶moJmZo 

n¡go {‘idy eH$Vo na§Vw doi {Z‘m©U H$aVm ¶oV Zmhr, {dH$V 

KoVm ¶oV Zmhr qH$dm gmR>dyZhr R>odVm ¶oV Zmhr.  

3.3 doioÀ¶m ì¶dñWmnZmMo KQ>H$ (Components of Time 

Management) :

 doioÀ¶m ì¶dñWmnZmV Ü¶o¶ R>adUo, {Z¶moOZ, ‘wXV 

{ZYm©[aV H$aUo, A{YH$ma àXmZ H$aUo, àmYmÝ¶ XoUo, doioMo 

dmQ>n Am{U A{^àm¶mMm dmna BË¶mXtMm g‘mdoe hmoVmo. 

¶m ‘hËËdmÀ¶m ~m~tZm doioÀ¶m ì¶dñWmnZmMo KQ>H$ Ago 

åhUVmV. 

 y Ü¶o¶ R>adUoo (Goal Setting) : Ü¶o¶ R>adUo hr doioÀ¶m 

ì¶dñWmnZ à{H«$¶oMr n{hbr nm¶ar Amho. àË¶oH$ {H«$¶m 

qH$dm H$m¶© ¶eñdr hmoÊ¶mMm Vmo nm¶m Amho. ì¶³Vrbm 

{Z{íMVnUo H$m¶ nm{hOo, Ü¶o¶ qH$dm CX²{XîQ> gmÜ¶ 

H$aÊ¶mgmR>r H$m¶© H$aÊ¶mMr ì¶yhaMZm, hoVy, àmYmÝ¶H«$‘ 

VnmgUo Am{U Amdí¶H$ Agë¶mg g‘m¶moOZ H$aUo 

¶m ~m~tH$[aVm Ü¶o¶ R>adÊ¶m‘wio ‘XV hmoVo. Jm|Yi 

Q>miÊ¶mgmR>r Am{U Ü¶o¶ ¶eñdr[aË¶m àmßV H$aÊ¶mgmR>r 

EH$m doir ‘¶m©{XV Am{U {d{eîQ> Ü¶o¶ R>admdrV. Ü¶o¶ 

{d{eîQ> 

‘moOVm ¶oÊ¶mgmaIo  

{‘idÊ¶mOmoJo

g§~§{YV    

doioMo ~§YZ

ñ‘mQ>© Ü¶o¶o (SMART GOALS)

s
M

A

R

T

doioMm AmamIS>m
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 y ‘wXV {ZYm©[aV H$aUo (Setting Deadlines) … àË¶oH$ 

H$m‘mgmR>r d H$m¶m©H$[aVm A§{V‘ ‘wXV {ZYm©[aV H$amdr. 

H$m¶© R>aboë¶m ‘wXVrV nyU© H$aÊ¶mgmR>r H$m¶©nX²YVr V¶ma 

H$aUo Am{U R>a{dUo, ì¶yhaMZm V¶ma H$aUo d g§gmYZm§Mo 

¶mo½¶ dmQ>n H$aÊ¶mgmR>r ‘wXV {ZYm©[aV H$aÊ¶mMm ’$m¶Xm 

hmoVmo. ‘wXV R>adÊ¶mgmR>r EImXçm {d{eîQ> H$m¶m©H$[aVm 

Amdí¶H$ Agboë¶m doioMm dmñV{dH$ A§XmO ‘hËËdmMm 

AgVmo. H$m¶© N>moQ>çm N>moQ>çm ^mJm§‘Ü¶o {d^mJUo Am{U 

àË¶oH$ ̂ mJmgmR>r doioMo AZw‘mZ H$mT>Uo hm g§nyU© H$m¶m©gmR>r 

‘wXV R>a{dÊ¶mMm EH$ gmonm ‘mJ© Amho. CXmhaUmW© ; 

narjoÀ¶m Aä¶mgmgmR>r A§{V‘ ‘wXV R>a{dVmZm {dXçmWu 

{df¶m§Mo JQ> H$ê$ eH$VmV, doioMr {d^mJUr H$ê$ eH$VmV 

Am{U àË¶oH$ {df¶mZwgma qH$dm KQ>H$m§Zwgma doioMm 

H$mbmdYr ~Zdy eH$VmV.

  {d{eîQ> H$m¶© nyU© H$aÊ¶mH$[aVm Am{U {d{eîQ> H$m¶m©Mr 

‘wXV {ZYm©[aV H$aÊ¶mH$[aVm ñdV…À¶m doioMr Amdí¶H$Vm 

R>a{dÊ¶mgmR>r àË¶oH$ ì¶³Vr ñdV…M gdm}ËV‘ nmaIr AgVmo. 

{ZYm©[aV ‘wXVrZwgma ‘hËËdmÀ¶m VmaIm Zm|XdyZ R>odÊ¶mgmR>r 

ßb°Za, {XZX{e©H$m qH$dm amoO{Zer ’$m¶Xoera R>aVo.  

 y A{YH$ma àXmZ H$aUo (Delegation) … {Z¶mo{OV H$m¶m©Mo 

A{YH$ma àXmZ H$aUo hr doi ì¶dñWmnZmVrb {Z¶§ÌUmMr 

nm¶ar Amho. doioMo ì¶dñWmnZ n[aUmH$maH$ hmoÊ¶mH$[aVm 

H$mhr qH$dm gd© {Z¶moOZ Ho$bobr H$m¶} qH$dm Á¶m H$m‘mbm 

d¡¶{³VH$ H$m¡eë¶ qH$dm AmdS> AgUo Amdí¶H$ ZgVo 

Aer H$m¶} qH$dm H$m‘ Xþgè¶m H$m¶©j‘ d g‘W© ì¶³Vrbm 

gmondmdo qH$dm A{YH$ma àXmZ H$amdo. 

  A{YH$ma àXmZ H$aÊ¶mgmR>r {ZdS>bobr ì¶³Vr H$m¶© 

H$aVmZm ZdrZ {ZU©¶ KoÊ¶mBVH$s gj‘ Agmdr, 

gmon{dboë¶m H$m¶m©V ì¶³Vrbm H$m¡eë¶ Agmdo Am{U 

n[apñWVrZwgma doioÀ¶m ¶moOZoV qH$dm R>adboë¶m 

Ü¶o¶m§‘Ü¶o ~Xb H$aVm ¶oÊ¶mMr j‘Vm Agbobr Agmdr.

 y àmYmÝ¶ XoUo (Prioritizing) … H$moUË¶mhr H$m¶m©bm 

Ë¶mÀ¶m {ZH$S> d ‘hËËdmZwgma àmYmÝ¶ Xçmdo. doi 

ì¶dñWmnZ à^mdr hmoÊ¶mgmR>r H$m‘ qH$dm CnH«$‘ qH$dm 

H$m¶m©Mm àmYmÝ¶H«$‘ R>adUo ‘hËËdmMo AgVo. ¶mo½¶ doir 

¶mo½¶ H$m¶© qH$dm H$m‘ Ho$ë¶mg R>adboë¶m Ü¶o¶mMr 

àmßVr hmoVo. H$m‘mMo àmYmÝ¶ R>a{dÊ¶mgmR>r ì¶³Vrbm 

‘hËËdmMo Am{U ‘hËËd Zgboë¶m H$m‘mVrb VgoM 

{ZH$S>rMr qH$dm {ZH$S> Zgboë¶m H$m‘m§‘Ü¶o ’$aH$ ‘m{hVr 

AgUo Amdí¶H$ Amho. {ZH$S> - ‘hËËd Mm¡H$Q>rÀ¶m 

(Uregent - Important Matix) Cn¶moJmZo ho AmoiIbo 

OmD$ eH$Vo.

{ZH$S>rMo

(URGENT)
{~Z {ZH$S>rMo

NOT URGENT

‘h
ËË
d
mM

o
IM

PO
R

TA
N

T bJoM H$am

DO IT NOW
¶moOZm H$ê$Z H$am

PLAN TO DO

{~
Z 

‘h
ËË
d
mM

o  
N

O
T 

IM
PO

R
TA

N
T Xþgè¶m§Zm A{YH$ma 

gwnyX© H$am

(Delegate)

Q>mim

(Avoid)

{ZH$S>rMr {~Z {ZH$S>rMr

‘
hË

Ëd
mM

o

{ZH$S>rMr d ‘hËËdmMr 
H$m‘o
A. .........................

~. ..........................

H$. ..........................

S>. ..........................

1

{ZH$S> Zgbobr nU 
‘hËËdmMr H$m‘o
A. .........................

~. ..........................

H$. ..........................

S>. ..........................

2

{~
Z 

‘
hË

Ëd
mM

o

3

{ZH$S>rMr na§Vw   
‘hËËdmMr Zgbobr 
H$m‘o

A. .........................

~. ..........................

H$. ..........................

S>. ..........................

4
{ZH$S> Zgbobr d 
‘hËËdmMr Zgbobr 
H$m‘o
A. .........................

~. ..........................

H$. ..........................

S>. ..........................

AmH¥$Vr 3.2 {ZH$S> - ‘hËËd Mm¡H$Q>

WmoS>o S>moH§$ Mmbdm …

Vw‘À¶m H$m¶m©Mo ‘yë¶m§H$Z H$ê$Z {ZH$S> - ‘hËËd Mm¡H$Q> nyU© 

H$am.
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 y doioMo dmQ>n qH$dm doioMr {d^mJUr (Time 

Allocation) : doioMo dmQ>n åhUOo doJdoJiçm H$m¶m©gmR>r 

qH$dm H$m‘mgmR>r doioMr {d^mJUr H$aUo. {d{eîQ> 

{H«$¶m§gmR>r doioMo ¶mo½¶ dmQ>n H$aVmZm C{MVVm AmUUo 

‘hËËdmMo AgVo. MwH$sÀ¶m doir H$m‘ Ho$ë¶mg doi dm¶m 

OmD$ eH$Vmo. Vmo doi åhUOo EImXm Vmg qH$dm g§nyU© 

{Xdg Agy eH$Vmo. ì¶³VrZo ñdV…À¶m {ZarjUmZo Am{U 

‘yë¶m§H$ZmX²dmao {d{dY {H«$¶m§gmR>r Am{U H$m‘ H$aÊ¶mgmR>r 

{XdgmVrb ¶mo½¶ doi AmoiIUo Amdí¶H$ AgVo. 

CXmhaUmW© ; {dXçmÏ¶m©bm Aä¶mgmH$[aVm n[aUm‘H$maH$ 

qH$dm à^mdr H$mbmdYr AmoiIUo Amdí¶H$ AgVo. 

EImXçmgmR>r Vmo H$mbmdYr nhmQ>oMr doi Agy eH$Vo 

Va BVam§gmR>r Vo amÌrMo Vmg Agy eH$VmV. VgoM 

EImXçmbm Aä¶mgmgmR>r ’$³V EImXçm VmgmMr JaO 

AgVo Va Xþgè¶mbm VodT>çmM Aä¶mgmgmR>r Vmgm§nojm 

OmñV doioMr Amdí¶H$Vm AgVo. 

 y A{^àm¶mMm Cn¶moJ H$aUo (Utilizing Feedback) : doi 

ì¶dñWmnZmVrb hr EH$ ‘hËËdmMr nm¶ar qH$dm à{H«$¶m 

Amho. doioMo {Z¶moOZ, R>a{dboë¶m Ü¶o¶m§Mr nyV©Vm Am{U 

doioMo {Z¶moOZ àË¶j am~{dÊ¶mMo ‘yë¶m§H$Z H$aUo, ¶m 

doi ì¶dñWmnZmVrb A{^àm¶ {‘i{dÊ¶mÀ¶m à‘wI 

nX²YVr AmhoV. doioÀ¶m {Z¶moOZm§Mo ‘yë¶m§H$Z H$aÊ¶mgmR>r 

KS>çmi, H°$b|S>a, ~Pa, BË¶mXr gmYZm§Mm Cn¶moJ 

H$aVmV. H$m‘mMm XOm© Am{U {d{hV doioV  CX²[XîQ>m§À¶m 

nyV©VoM§ AmT>mdm KoD$Zhr doioÀ¶m ì¶dñWmnZmV A{^àm¶ 

àmßV H$aVm ¶oVmo. àmßV Pmboë¶m A{^àm¶mMm Cn¶moJ 

doioÀ¶m ì¶dñWmnZmÀ¶m àË¶oH$ nm¶arda Ho$bm OmVmo, 

Ogo - Ü¶o¶, {Z¶moOZ, H$m‘mMo A{YH$ma àXmZ H$aUo, 

àmYmÝ¶H«$‘ R>a{dUo Am{U doioMo dmQ>n H$aUo ¶mV 

Amdí¶H$ ~Xb H$aÊ¶mgmR>r Ho$bm OmVmo. 

Zoh‘r bjmV R>odm : 

doioÀ¶m ì¶dñWmnZmMo Mma-S>r (Four D's)
  H$am (Do it) … Oa H$m‘ qH$dm {H«$¶m {ZH$S>rÀ¶m AgVrb 

Va Vo Ëd[aV H$am.

  A{YH$ma àXmZ H$aUo (Delegate) … Oa H$m¶© Xþgè¶m§Zr 

H$aÊ¶mgmaIo Agob Va Vo Xþgè¶m§da gmondm.

  dJiUo (Delete) … AZmdí¶H$ Am{U ‘hËËdmMr 

Zgbobr H$m¶} dJiyZ H$m¶© gyMr V¶ma H$am.

  nwT>o T>H$bUo (Defer it) … H$mhr H$m¶} nwT>o T>H$bm Am{U 

‘hËËdmMr d {ZH$S>rMr H$m¶} àW‘ H$am. 

 3.4 doioÀ¶m ì¶dñWmnZmMo ‘hËËd (Importance of 

Time Management) : 

doioÀ¶m ì¶dñWmnZmMo ‘hËËd ñdñnîQ> qH$dm ñdàH$Q> 

Amho. àË¶oH$ ì¶³Vrbm {XdgmMo Mmodrg VmgM dmnamgmR>r 

CnbãY AgVmV. àË¶oH$ ì¶³Vrbm CnbãY Agbobm doi 

Am{U ñdV…Mr X¡Z§{XZ H$m‘o nma nmS>Ê¶mgmR>r bmJUmè¶m 

doioMr OmUrd AgUo Amdí¶H$ Amho. Omo doioMr H$miOr 

KoVmo, doi Ë¶mMr H$miOr KoVo, ho àË¶oH$mZo bjmV R>odm¶bmM 

nm{hOo åhUyZM CX²[XîQ>o gmÜ¶ H$aÊ¶mgmR>r doioMo ¶mo½¶ 

{Z¶moOZ d Cn¶moJ H$aUo ‘hËËdmMo Amho, Oo {ZpíMVM 

doioÀ¶m ì¶dñWmnZm‘wio e³¶ hmoVo. doioÀ¶m ì¶dñWmnZmMo 

‘hËËd Imbrbà‘mUo Amho.

 y CËnmXZ j‘Vm dmT>{dUo … ì¶³VrÀ¶m CnbãY doion¡H$s 

~amM OmñV dmQ>m {Zén¶moJr d Q>miÊ¶mgma»¶m H$m¶m©‘Ü¶o 

dm¶m OmVmo. H$mhr doim H$m‘mV {db§~ Ho$ë¶mZo Am{U 

AmiernUm‘wio doioÀ¶m g‘ñ¶oV bjUr¶ ̂ a nS>Vo. Aem 

{Zén¶moJr {H«$¶m AmoiIÊ¶mgmR>r d Ë¶m Q>miÊ¶mgmR>r doioMo 

ì¶dñWmnZ ‘mJ©Xe©H$ R>aVo. doi ì¶dñWmnZ H$m¡eë¶m§À¶m 

d gmYmZm§À¶m ‘XVrZo; ¶mo½¶ H$m¶©nX²YVr {dH${gV H$aUo, 

H$m¶© {Z¶§{ÌV H$aUo Am{U CnbãY doi d gmon{dboë¶m 

H$m‘mV g‘Vmob gmYUo e³¶ hmoVo. CnbãY doi OmñV 

n[aUm‘H$maH$[aË¶m Am{U A{YH$ à^mdrnUo H$gm dmnaVm 

¶oB©b ho doioMo ì¶dñWmnZ AmnUmg {eH$dVo. doioMo 

ì¶dñWmnZ CÀM H$m¶©JVr JmR>Ê¶mMr ImÌr XoVo d H$m¶© 

H$aÊ¶mÀ¶m JVrV gwYmaUm H$aVo. ¶m‘wio H$m¶© ghOgwb^, 

ObXJVrZo Am{U A{YH$ Mm§Jbo hmoÊ¶mg ‘XV hmoVo. dm¶m 

OmUmam doi H$‘r Pmë¶mZo d {d{dY H$m¶© H$aÊ¶mgmR>r 

OmñV doi {‘imë¶mZo Am{U Vmo {‘imdm åhUyZ Ho$boë¶m 

à¶ËZm§‘wio ì¶³VrMo Am¶wî¶ gwIr g‘mYmZr VgoM g§Vw{bV 

d n[anyU© hmoÊ¶mg ‘XV hmoVo. 

 y n[apñWVrda {Z¶§ÌU H$aÊ¶mg ‘XV H$aVo … gwñnîQ> 

Ü¶o¶ {Z{íMV H$aUo, {H«$¶m§Mm àmYmÝ¶H«$‘ R>a{dUo, 

H$m‘mMo ¶mo½¶ {Z¶moOZ H$aUo, Ë¶mMà‘mUo H$m¶ H$amdo, 
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H$go, Ho$ìhm, H$moUË¶m nX²YVrZo d {H$Vr H$mbmdYrV 

H$m¶© H$amdo Aem àíZm§Mr CËVao emoYÊ¶mH$[aVm doioMo 

ì¶dñWmnZ ‘mJ©Xe©H$ R>aVo. ho gd© KQ>H$ n[apñWVrda 

{Z¶§ÌU R>odÊ¶mg ‘XV H$aVmV. doioÀ¶m à^mdr 

ì¶dñWmnZm‘wio ì¶³Vr n[apñWVrda gj‘nUo {Z¶§ÌU 

R>odyZ {Z{íMV Ho$bobr Ü¶o¶ R>a{dboë¶m qH$dm Ano{jV 

XOm©à‘mUo gmÜ¶ H$ê$ eH$Vo.

 y doioMo ì¶dñWmnZ AZoH$ n¶m©¶ CnbãY H$ê$Z 

XoVo … AmOÀ¶m AmYw{ZH$ ¶wJmV, ì¶³Vrbm doioÀ¶m 

Cn¶moJmZo AZoH$ ‘mJ© CnbãY AmhoV. Ë¶m‘wio àË¶oH$ 

ì¶³Vrbm hþemarZo CËV‘ n¶m©¶ {ZdS>Ê¶mH$[aVm {Z¶moOZ 

H$aUo JaOoMo AgVo. n¶m©¶mMr OmUrdnyd©H$ {ZdS> 

H$aÊ¶mgmR>r doioÀ¶m ì¶dñWmnZmMr ‘XV hmoVo. Á¶m‘wio 

ì¶³Vr Ë¶mbm/{Vbm CnbãY Agboë¶m doioMm Cn¶moJ 

OmñV ‘hËËdmMm qH$dm ‘mobmÀ¶m H$m‘mgmR>r H$ê$ eH$Vo. 

CXmhaUmW©, Aä¶mgmH$[aVm B§Q>aZoQ>Mm Cn¶moJ H$aUo. 

 y ’$mdbm doi (Free time) d¥X²[Y§JV H$aVm ¶oVmo … 

dooioMo ì¶dñWmnZ, doioÀ¶m Cn¶moJmgmR>r ZH$iV gyMZm 

d gëbm XoV AgVo. VgoM H$m¶©^ma AmoiIÊ¶mH$[aVm 

Am{U H$m¶m©À¶m {d^mJUr ~m~Vhr doioMo ì¶dñWmnZ 

‘hËËdnyU© ‘mJ©Xe©Z H$arV AgVo. Ë¶mMà‘mUo H$moUË¶m 

H$m‘mMr O~m~Xmar Xþgè¶m§da Q>mH$mdr d {H$Vr qH$dm 

H$moUË¶m nX²YVrZo Q>mH$mdr ¶m~m~VrVhr doioMo 

ì¶dñWmnZ ‘mJ©Xe©H$ R>aVo. Aem ì¶mdhm[aH$ nX²YVtMm 

Adb§~ Ho$ë¶mg H$m¶©^mam‘wio ¶oUmam VmU H$‘r hmoD$Z 

"’$mdbm doi' OmñV à‘mUmV CnbãY hmoVmo. CXmhaUmW©; 

H$nS>o YwUo, ^m§S>r KmgUo ¶m gma»¶m ¶m§{ÌH$ H$m‘m§gmR>r 

n¡go XoD$Z ‘XVZrg Zo‘ë¶mg àË¶j H$m‘mMm doi 

H$‘r hmoD$Z ’$mdbm doi OmñV à‘mUmV {‘iob. Aem 

’$mdë¶m doioMm Cn¶moJ ì¶³Vrbm ì¶{³V‘ËËd {dH$mg 

H$aÊ¶mg, g§H$ënZmË‘H$ d g¥OZerb {dMma H$aÊ¶mg d 

Ü¶o¶{Z{íMVr H$aÊ¶mgmR>r hmoD$ eH$Vmo.  

 y d¡¶{³VH$ H$m¡eë¶mMm {dH$mg H$aÊ¶mg d Ë¶mVrb 

AmdS> dmT>{dÊ¶mg ‘XV hmoVo … ~è¶mM bmoH$m§Zm Ago 

dmQ>Vo H$s, Ë¶m§Zm H$aÊ¶mgmaIo ~aoM H$mhr Amho na§Vw 

Ë¶m§Mr d¡¶{³VH$ AmdS> d H$m¡eë¶ {dH${gV H$aÊ¶mg 

Amdí¶H$ VodT>m doi Ë¶m§Zm {‘iV Zmhr. nwaogm ì¶m¶m‘ Z 

hmoUo, n¡gm H$‘r AgUo Aem AZoH$ JmoîQ>tgmR>r doi ZgUo 

hrM g~~ gm§{JVbr OmVo. OmUrdnyd©H$ {Z¶moOZ H$aUo, 

H$m¶m©Mm àmYmÝ¶H«$‘ R>a{dUo Am{U doioMr ¶mo½¶ {d^mJUr 

H$aUo ¶m§gma»¶m {H«$¶m§X²dmao doioMo ì¶dñWmnZ Ho$ë¶mg 

doioMm OmñV Mm§Jë¶m àH$mao Cn¶moJ H$aÊ¶mg ‘XV hmoD$Z 

’$mdbm doi A{YH$ à‘mUmV CnbãY hmoVmo. Á¶m§À¶m 

Cn¶moJmZo d¡¶{³VH$ H$m¡eë¶ d Ë¶mVrb AmdS> {dH${gV 

H$aVm ¶oVo. ’$mdë¶m doioÀ¶m ¶mo½¶ d nX²YVera Cn¶moJmZo 

{dH$mg gmYVm ¶oVmo d OrdZmV g‘mYmZ bm^Vo.

 y nV d à{VîR>m {Z‘m©U H$aÊ¶mH$[aVm … doioÀ¶m 

ì¶dñWmnZm‘wio bmoH$m§‘Ü¶o doio{df¶r OmJê$H$Vm 

{Z‘m©U hmoVo Am{U doio~m~V OmJê$H$ Agboë¶m ì¶³Vr 

Zoh‘rM bjdoYH$ R>aVmV. Ë¶m§Mr H$m¶©àdUVm Am{U 

n[aUm‘H$maH$Vm ghO {XgÊ¶mgmaIr AgVo. doioMo 

{Z¶moOZ H$aUo Am{U Ë¶mMo nmbZ H$aUo hm Aem bmoH$m§Mm 

gd©gmYmaU {ZË¶H«$‘ AgVmo. Aem ì¶³Vr H$m¶©nX²YVrV 

{eñV, {Z¶{‘VnUm Am{U d³VeranUm dmT>dVmV. 

Ë¶m‘wio Aem àH$maÀ¶m ì¶³Vr BVam§‘Ü¶o ñdV…Mr nV d 

à{VîR>m {Z‘m©U H$aVmV.

 y R>a{dboë¶m doioV Ü¶o¶nyV©Vm H$aÊ¶mg ‘XV hmoVo …

doioMo {Z¶moOZ ì¶³Vrbm AZoH$ Ü¶o¶m§Mm AmYrM qH$dm 

AmJmD$ {dMma H$aÊ¶mg ‘XV H$aVo. H$miOrnyd©H$ 

Ho$boë¶m doioÀ¶m {Z¶moOZmZo doi d D$O}Mr ~MV hmoVo 

Á¶m‘wio, Ü¶o¶ gmÜ¶ H$aVmZm ¶oUmè¶m A{Z{íMVVo‘wio 

Am{U A¶mo½¶ {ZU©¶m§‘wio {Z‘m©U hmoUmam VmU Xÿa H$aÊ¶mg 

‘XV hmoVo. doioÀ¶m {Z¶moOZmZo H$moUVo H$m‘ Ho$ìhm OmñV 

Mm§Jë¶màH$mao H$aVm ¶oB©b ho R>a{dVm ¶oVo. CXmhaUmW©, 

¶mo½¶ arVrZo Ho$bobo Aä¶mgmMo doimnÌH$ {dXçmÏ¶mªZm 

narjoMr V¶mar H$aÊ¶mgmR>r VgoM COiUrgmR>r H$mhr 

doi XoÊ¶mg ‘XV H$aVo. 

 y AmUr~mUrÀ¶m qH$dm {ZH$S>rÀ¶m n[a{ñWVrgmR>r 

doi CnbãY H$ê$Z XoVo … àË¶oH$ ì¶³Vr H$mhr doim 

A{Z¶mo{OV d AZno{jV[aË¶m CX²^dboë¶m H$m¶m©À¶m 

‘mJUr‘wio AmR>dS>çmMo {Z¶moOZ OgoÀ¶m Vgo {Z^mdUo 

H$R>rU Agë¶mMo AZŵ dVo. CXmhaUmW© … Kar AZno{jV[aË¶m 

nmhþUo ¶oUo qH$dm Hw$Qw>§~mVrb EImXçm gXñ¶mMo AmOmanU 

doioMr ‘mJUr dmT>dVo d AmUr~mUrMr n[apñWVr {Z‘m©U 
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H$aVo. Aer AmUr~mUrMr n[a{ñWVr {Z^mdyZ ZoÊ¶mH$[aVm 

{Z¶moOZ H$aVodoir Ë¶mV H$mhr [aH$m‘m doi R>odë¶mg Vo 

Cn¶w³V R>ê$ eH$Vo.

 y ‘mZ{gH$ VmU d WH$dm Xÿa H$aVo … {deof àg§JmZwê$n 

d F$Vw‘mZmZwgma ¶oUmar H$m¶}, XrK© d Aën‘wXVrÀ¶m 

gwQ²>Q>çm, dmT>{Xdg d b½ZmMo dmT>{Xdg BË¶mXtMo EH${ÌV 

dm{f©H$ H°$b|S>a V¶ma Ho$ë¶mg doioMo ì¶dñWmnZ H$aÊ¶mg 

‘XV H$aVo. ¶m‘wio ì¶³Vr Aem H$m¶m©Mm XÿaÑîQ>rZo {dMma 

H$ê$Z Vo Mmby {Z¶moOZmV Ho$ìhm d H$moR>o g‘m{dîQ> H$am¶Mo 

ho R>ady eH$Vo. Aem àH$mao Ho$bobo XrK© ‘wXVrMo {Z¶moOZ 

ì¶³Vrbm H$m‘ gmMy Z XoÊ¶mg ‘XV H$aVo Am{U Ë¶m‘wio 

¶oUmam ‘mZ{gH$ VmU d WH$dm Xÿa hmoÊ¶mg ‘XV hmoVo.

3.5 doioÀ¶m ì¶dñWmnZmH$[aVm ‘mJ©Xe©H$ VËËdo :

doioÀ¶m ¶mo½¶ Cn¶moJmH$[aVm àË¶oH$mZo doioÀ¶m 

ì¶dñWmnZmMr nX²YV {dH${gV H$am¶bm nm{hOo. doioÀ¶m 

ì¶dñWmnZmMr gd©gmYmaU ‘mJ©Xe©H$ VËËdo nwT>rbà‘mUo AmhoV.  

 1. doioÀ¶m CncãYVoZwgma H$m¶©^mamMo ‘yë¶‘mnZ d 

Aä¶mg H$am. 

 2. {ZU©¶ à{H«$¶oV {db§~ Q>miÊ¶mgmR>r ñnîQ> d {d{eîQ> 

Ü¶o¶ R>adm d H$m¶m©Mr CX²[XîQ>ohr {ZpíMV H$am.

 3. Vw‘À¶m H$m‘mMr ¶mXr H$ê$Z, H$m‘mMm H«$‘ R>adyZ {ZH$S> 

‘hËËd Mm¡H$Q>rÀ¶m Cn¶moJmZo {ZH$S> d ‘hËËdmZwgma 

H$m‘mbm àmYmÝ¶ H«$‘ Xçm.

 4. H$m‘mMo g‘¶‘yë¶ (Time cost) d H$m¶©^ma (Workload) 

‘moOm.

 5. Vw‘Mo H$m‘ doioV nyU© hmoÊ¶mgmR>r ñdV…Mr CËV‘ 

nX²YVrZo V¶mar H$am Am{U H$m‘m§Mo g§KQ>Z H$am.

 6. H$m¶m©Vrb H$m¡eë¶ d ¶mo½¶VoMm {dMma H$ê$Z Vw‘Mr 

H$m¶m©Vrb Hw$ebVm AË¶wËV‘ H$am.

 7. ’$mdë¶m doioMm Cn¶moJ H$m¡eë¶ d¥XqYJV H$aÊ¶mgmR>r 

d ì¶{³V‘ËËd {dH$mgmgmR>r H$am.

 8. {Xdg, AmR>dS>o Am{U ‘{hÝ¶mMo doimnÌH$ qH$dm doioMm 

AmamIS>m V¶ma H$am. 

 9. ñd{Z¶§ÌU (Self monitoring) d ñd¶§‘yë¶m§H$Z 

H$m¶©nX²YVr Am{U doi ì¶dñWmnZ nX²YVr {dH${gV 

H$am.

 10. Oo H$m‘ ñdV… H$aUo JaOoMo Zmhr Aem H$m‘m§Mr 

O~m~Xmar Xþgè¶m§da gmondm.

 11. H$m‘mV gH$mamË‘H$ Ñ{îQ>H$moZ R>odm Á¶mMm Cn¶moJ 

H$m‘mMm doi H$‘r H$aÊ¶mV hmoVmo.

 12. Vw‘À¶m {dlm§VrÀ¶m doioMo d ’$mdë¶m doioMo {Z¶moOZ 

H$am.

 13. H$m¶© H$aVmZm ¶oUmao AS>Wio ¶w³VrZo hmVmim.

 14. ’$mdë¶m doimV qH$dm OmñVrÀ¶m [aH$må¶m doimV 

AZmdí¶H$ Jßnm, Jm°{gqnJ Q>mim.

 15. Vw‘À¶m X¡Z§{XZ doimnÌH$mV nmhþÊ¶m§gmR>r Am{U ^oQ>rbm 

¶oUmè¶m§gmR>r WmoS>m doi amIyZ R>odm.

 16. Zoh‘r ‘wX²XogyX d g§{jßV ~mobm. 

 17. AZmdí¶H$ Agboë¶m A{V[a³V H$m‘mgmR>r, {H«$¶m§gmR>r 

qH$dm g§^mfUmgmR>r, "Zmhr' åhUm.

 18. doioÀ¶m ì¶dñWmnZmVrb Mma "S>r' (Four D's)  Zoh‘r 

bjmV R>odm.  

 y doi ho AË¶§V ‘m¡ë¶dmZ, A‘yV© ‘mZdr¶ g§gmYZ Amho. 

 y doi jU^§Jya d ‘¶m©{XV Amho.

 y ^yVH$mimVyZ dV©‘mZmV d dV©‘mZmVyZ ^{dî¶mV gVV 

KS>Umè¶m KQ>Zm§À¶m H«$‘mVrb A§Va åhUOo doi hmo¶. 

 y doioMo ì¶dñWmnZ åhUOo CnbãY doioMm OmñVrV OmñV 

H$m¶©j‘VoZo d {Z¶§{ÌV Cn¶moJ H$aÊ¶mMr nX²YVr hmo¶.

 y doioÀ¶m ì¶dñWmnZm‘wio CËnmXZ j‘Vm dmT>Vo, n[apñWVrda 

{Z¶§ÌU R>odÊ¶mg ‘XV hmoVo, AZoH$ n¶m©¶ CnbãY 

hmoVmV, ’$mdë¶m doimV d¥X²Yr hmoVo, d¡¶{³VH$ AmdS> d 

H$m¡eë¶m§À¶m {dH$mgmg ‘XV hmoVo, ì¶³VrMr nV Am{U 

à{VîR>m dmT>Vo, R>a{dboë¶m doioV Ü¶o¶nyV©Vm H$aÊ¶mg ‘XV 

hmoVo. AmUr~mUrÀ¶m n[apñWVrV doi CnbãY H$ê$Z XoVo 

VgoM ‘mZ{gH$ VmU d WH$dm Xÿa hmoVmo.

$Vwåhr AmR>dy eH$Vm H$m?
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 y gd© g§gmYZm§‘Ü¶o doi ho g§gmYZ ‘moOÊ¶mg gdmªV ghO 

na§Vw g‘OÊ¶mg gdmªV H$R>rU Amho.

 y ì¶³VrMo eara ì¶³VrÀ¶m X¡Z§{XZ emar[aH$ JaOm§Mr 

R>amdrH$ doioV OmUrd H$ê$Z XoVo, ¶m doiobm OrdemñÌr¶ 

doi Ago åhUVmV.

 y ‘mZ{gH$[aË¶m XmoZ KQ>Zm§‘Yrb A§VamMr H$ënZm qH$dm 

doi g§nÊ¶mMr ^mdZm åhUOo ‘mZ{gH$ doi hmo¶.

 y KS>çmir doioZwgma doioMo : A) H$m‘mMm doi, 

~) {dlm§VrMm doi Am{U H$) ’$mdbm doi Ago dJuH$aU 

Ho$bo OmVo.

 y doioMr d¡{eîQ>ço nwT>rb à‘mUo AmhoV … doi ‘¶m©{XV 

AgVmo, doi jU^§Jya AgVmo, doi AbdMrH$ qH$dm 

An[adV©Zr¶ AgVmo, gd© ì¶³VtZm doioMr CnbãYVm 

gmaIrM AgVo, Jobobm doi naV ¶oD$ eH$V Zmhr, doi 

hñVm§V[aV H$aVm ¶oV Zmhr, doi A‘yV© AgyZ ghO ‘moOVm 

¶oVmo, doi AI§S> Amho, doi AZ‘mob Amho.

 y Ü¶o¶ R>adUo, {Z¶moOZ, ‘wXV {ZYm©[aV H$aUo, A{YH$ma 

àXmZ H$aUo, àmYmÝ¶ XoUo, doioMr {d^mJUr Am{U 

A{^àm¶mMm Cn¶moJ H$aUo ho doioÀ¶m ì¶dñWmnZmMo KQ>H$ 

AmhoV.

 y ñ‘mQ>© Ü¶o¶ åhUOo {d{eîQ>, ‘moOVm ¶oÊ¶mgmaIr, 

{‘idÊ¶mOmoJr, g§~§{YV qH$dm àñVwV Am{U doioMr 

‘¶m©Xm Agbobr Ü¶o¶o. 

 y dñVw{ZîR> àíZ :

 1) ~hþn¶m©¶r àíZ :
  1. doi jU^§Jya, ‘¶m©{XV Am{U ............... Ago 

‘mZdr¶ g§gmYZ Amho.

   A) A‘yV© ~) hñVm§VaUr¶  
   H$) ‘yV© S>) ghO

  2. H$moUË¶mhr ............... À¶m H«$‘mZwgma ‘moO‘mn 
H$aÊ¶mì¶{V[a³V doiobm ñdV§Ì A{ñVËd Zmhr.

   A) H«$‘ ~) hmbMmbr>  
   H$) {H«$¶m> S>) KQ>Zm

  3. d¡¶p³VH$ Am{U H$m¡Qw>§{~H$ Ü¶o¶ gmÜ¶ H$aÊ¶mgmR>r 
CnbãY doioMm ¶mo½¶ Cn¶moJ H$aUo ho doioÀ¶m 
ì¶dñWmnZmMo ‘w»¶ ............... Amho.

   A) VËËd ~) CX²{XîQ>  
   H$) d¡{eîQ>ç S>) ì¶m»¶m

  4. Ü¶o¶ R>adUo hr doi ì¶dñWmnZmVrb ...............

nm¶ar Amho.

   A) n{hbr ~) Xþgar 
   H$) {Vgar S>) eodQ>Mr

  5. {ddoH$mYrZ doi åhUOo ............... {H«$¶m§gmR>r 
dmnabobm doi hmo¶. 

   A) {Z{îH«$¶ ~) gO©Zerb  

   H$) ZH$mamË‘H$ S>) g{H«$¶

 2) Imbrb V³Vm nyU© H$am :  

doioMm àH$ma CXmhaU

y  KS>çmir doi y

y  H$m‘mMm doi y

y OrdemñÌr¶ doi y

y ’$mdbm doi y

y ‘mZ{gH$ doi y

y {dlm§VrMm doi y

 3) Imbrb AmH¥$Vr nyU© H$am :

 4) Imbrb {dYmZo MyH$ H$s ~amo~a Vo AmoiIm : 

  1. goH§$X  ho Am§VaamîQ´>r¶ nmVirda ‘mÝ¶Vm Agbobo            

doioMo ‘yb^yV n[a‘mU Amho.

nmgyZ dV©‘mZH$miH$Sy>Z

ñdmÜ¶m¶
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  2. doioMo ì¶dñWmnZ bmoH$m§‘Ü¶o doioÀ¶m OmJê$H$Vo- 

{df¶r {Xem XoVo.

  3. doioMo ì¶dñWmnZ doioÀ¶m Cn¶moJmH$[aVm gyMZm d 

gëbm XoÊ¶mg Ag‘W© AgVo.

  4. {Z¶mo{OV doioda H$m‘ H$aÊ¶mZo doi dm¶m OmD$ eH$Vmo.

  5. ‘mZ{gH$ qH$dm ~m¡X²{YH$ H$m‘mZ§Vahr {dlm§Vr KoUo 

JaOoMo AgVo.

  6. H$moS>r gmoS>dUo hr ’$mdbm doi g{H«$¶nUo Kmb{dÊ¶mMr 

{H«$¶m Amho.

 y bKwËVar àíZ :

   1. g§km§À¶m ì¶m»¶m {bhm : 

  1. doi 

  2. doioMo ì¶dñWmnZ

  3. KS>çmir doi 

  4. OrdemñÌr¶ doi

  5. ‘mZ{gH$ doi 

  6. H$m‘mMm doi 

  7. [aH$m‘m doi 

  8. {dlm§VrMm doi

  9. ’$mdbm doi

   2.  ’$aH$ ñnîQ> H$am :

  1. KS>çmir doi Am{U OrdemñÌr¶ doi

  2. H$m‘mMm doi Am{U ’$mdbm doi

  3. H$m‘mMm doi Am{U {dlm§VrMm doi

   3. Q>rnm {bhm :

  1. doioMr g§H$ënZm 

  2. doioÀ¶m ì¶dñWmnZmVrb g§H$ënZm

  3. Ü¶o¶ R>adUo

  4. doioÀ¶m ì¶dñWmnZmVrb {Z¶moOZ 

  5. ‘wXV {ZYm©[aV H$aUo

  6. H$m¶m©Mo A{YH$ma àXmZ H$aUo

  7. {H«$¶m§Mm àmYmÝ¶H«$‘ R>adUo 

  8. doioÀ¶m ì¶dñWmnZmMr Mma "S>r'

 y XrKm}ËVar àíZ :

  1. doioMo dJuH$aU g{dñVa {bhm.

  2. doioÀ¶m ì¶dñWmnZmMo KQ>H$ {bhm. 

  3. doiÀ¶m ì¶dñWmnZmMo ‘hËËd CXmhaUmgh ñnîQ> H$am.

  4. doioMr d¡{eîQ>ço ñnîQ> H$am.

  5. doioÀ¶m ì¶dñWmnZmMr ‘mJ©Xe©H$ VËËdo {bhm.

àH$ën/AgmB©Z‘|Q> :

   1. Vw‘À¶m Hw$Qw>§~mÀ¶m, {‘Ì-‘¡{ÌUtÀ¶m Am{U 

ZmVodmB©H$m§À¶m X¡Z§{XZ doimnÌH$mMo {Z[ajU H$am.

àmË¶{jH$/g§~§{YV H¥$Vr …

  1. AmR>dS>çmMr H$m‘mMr ¶mXr (To Do List) V¶ma H$a.

  2. Aä¶mgmgmR>r doioMm AmamIS>m V¶ma H$am.

���


