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47



Q@d T SR, IR Geol sfdve N gz I @3 e WeEd
RGP SR PIees WA

e R G TePHE N A GTRAIT T, NI & (AT Ll
MeTa Wl @RIERE & WeTa Jgele o Jorel ¢ JAFRE &)
BlCISEIN

AR (TGS Ffero! T (Avoid artificiality)

Mt RS ¢ WS Al affevm wmaeiw @RIty ax R
B R P A0, 29 TR 9. 9 @ ot 3o, (owe et sweE
e | G0 TZee fofd 8 FA0eT A (@A 1 AT WA ©OfF AL 505 Y
e oo Sl o - (COITAT AN @R #F K (@1 FH e Il 1 I9R
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AT AFCS I, AFCST ENS-STeld Gl AR I Q3L FANT
S[FIFE T ST I TLACE T2 20O Fel AR| T2l FOTSI AR
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O A9 [Qemel ¢ el | ©F AT AP 9 s Jeifaa=
JCEA | IR 9T T ZHAE ARY € A TG FAY SRICS I A |
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Creator)
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e 1 ol Iee e, QK0T ol (O oo &ewa e (A0S 7, e
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S, IR I FACS ARCETR AT AR ANGTT AT G2 W R BT AR |
3, “TSTS AR Wl Al
S5 s S o e Al el J e e J Eoul G We (335 &y

-My Lord, expand [i.e, relax] for me my chest [with assurance] And
ease for me my task And untie the knot from my tongue That they

may understand my speech.

(Surah Ta-Ha 20:; 114,25-28)

o, (FIFRFR Y (I wam ¥ 2G|

— YTOIN Yferq TBY (2]fze3)
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TR0 o @TE dfsg AFE Ie ToAge 21 aime Fieed dfe
coMmIe iEefE AT Z IR WI9NE GFA AR (F0L @9 F70r M
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(6T TS @M BIF~y A9 &' feeed @ @ IR NI ([0
WSB! AT AT |

b ST I/ e @191 e siif 1 ey 77 eferiforel weprel
TR A W 79 dfeiea e T

5. B TP FACO AT A (@FAS @ ee 27 T SONmEAE A I
v e e wiEed A e sea e 1w o [ o
frigeR fReia A EifH el Fie 9 39 * R

'¢AITITeItAl (The Pomodoro technique)
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ARFER EIWE 208, A6 TO6! AN T (@ LT I I N A G2
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G0 Tafod G WM LRCE FCq & Fed Afs Sims
Twloel I FACS QIR TEPTOIE (ATY (FeCS HZR FC |

ooa (@9 [z Wafge @(leisure time)

AR (PS¢ TR 00 G T (T, (SN AT AR FS &I T
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FL-FH, OF T A (@I RN 8 G | O 2 GFAE OF, T,
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IR GG FEE TNEE G (@ O AN (@ 2 91 I =
T A (@ FAAS AR THF oIRGB B A T G2 Y Al
R AW G @ AR (@, G TAGIR G Yo 8 AR AT
20 IONR O I R 7@ M0z P 1 A [ s w1
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MR T9i el giaie SIRAFIECE SIS AR NG 166 TS AN
T B AT ORI GAGT (@G FA AREE | G RO AT
AR R SIF SRR TE (ST FHCI | AR I,

RIS WAET w6l Ay s7oI( fereaTam 2eF |its 9Ms ABICH 2Mad
IEFR ST IR (ACF FACS AR 1 Y, OF QRO T, Fod
TfedifEe FRCR? 2. OF @RI FToE, Il Piea © [ FCa02? ©. ©iF
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oY @S G AATICA FIGSTE oL 4T |
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e RIS <A1 | IR, S A e (FIe SLETE I (72 1 S
o iacarelfge 2 weq at wiee el RN e wifsy o
3, @2 YRl aAMd FAE-E@E AforpE @ wwme erelfEet I
I 99 I ©F 77, OIRCE AWM Tow (F96 20T AFAT AN (&S
IS (50 TG B 1 |

“fifare T IIFAI (e W Arwera 7

QI IS FAFeToF Gy AR T JIFA o6} wmgeie | “faslgre
AN IRZA AR WL GRS (G YL @ACS A | GF6 2[QW &g,
AR AFCFG, TR TG’ | TN AT FICGE AT 7997 | IR
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Time is like a sword: You don’t cut it, it will cut you.

TRE AFOI FICE AR & Twa ~Afiegas ey @21 kg
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Well plan is half done
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Afagaiale e M2 Sreaale e T Q1 Gt IV S
ARSI JIBANE e AT |
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If we could first know where we are, and whither we are tending, we

could better judge what to do, and how to do it.
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Time (T= Target
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( E= Evaluation

¢ =<5 GIZI*F A Management | Management *[<1(3 © Ot Sl <l
-

Manage+Men+T (Tactfully

G NACE (FIETE A ARG FA13 20 oA |

3N @ AT 0 -

Management is what a manager does. JIZI?M 2 BifeTdHiie
2RI SereIafe Sete A2I) 0 |

e &fefd @ s,

ARG, 2N, IR, I, e Rt awie @ AeeB 2ok |
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Grade-A : Most important work (SS2 1 WA U SANF2 FACO
E16)

Grade-B : Very important work (SN&2 S WASIH O A ARLAMS!
T @ATS A1)

Grade—C : Important work (SIS T FAENS HeICH)

Grade-D : Less important work (F% @R, FAET T A N FAC
WS ¢R)

G AP CFCE WFBAETE 7S S’ PG FA2 0o A1 1 (Freie
(Strategy), SN (structure), *&he (System), 1841 (Style), ERIGIET]
(Staff), wFsl (Skill) @92 ARFIEF YECEIG (Shared values)

ARSENT 7% IBIT:

ATPHA 2RI ATPSTE 49 TOGN FACO 2 | (TN:

>. o9 (vision): 79, &= afedl toft zwNg, ¢ Fare o2

3. ™ (mission): f#Ita (2T & TSN A FHAR ©13 FZ=ie |

©. Tl (Objectives): ST 2 (FI FICE FOMEH |

8. (PTIE (Strategy): (FI¥I (A, o1 WEG(F G2 |
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P MA
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AR TG S @ 6 FAF IR DR T4 0

f2iT® 32 * The Effective Executive’ @3 1 401 GIHIF, FA-(IZI2IK
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8. fRql-7R 7 FACO A (T PG (I TNT FA AA? (FI01 FA A?
(6! 41 B T2 @ @ Ry-acR @ (W63 B 711 @ By-ace 99l
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q, (¥ ITAEE T IS @A A R G ST AN (@ FIe A
T (A0 (R 0% 1| IR, O IS FAR RN A ASA @TS A |

b, FANL AEF IS FAF (53 FI: @F TN TS IS FAK TS S
FACS A | NTTS I0T ARG (FI FAF FISO! GICT @ (TS A |

AN JIZAT 8 AW FANT

IR AT QIR AL SO o | Afsfb T, e, S DA Gy
GO RN (@ GG oIl Toerg Face AR 911 AMdrey (reel F@1 =7
‘Time is money” @i 778 &< |

time TRCEE FCsT WS @,

T= Taste of,

I= Income as,

M= Money in,

E= Everywhere.

ARq 9= qIF- Taste of income as money in everywhere.

e FIG3 ANFF e 9L fqfze |

Time is the soul of work. It is the basic structure of human life. It is

the root of human success in everywhere.

SR I ZCEA FICEE G OB TEE GRS G FOTCH | 7@ A
AT AL | AR G L o1 T |
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You cannot manage your time; rather you have to be managed

according to your time.
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8. “Ifex™ T% w1
¢. TP 77 78 =7 ©f & ({9 A1

Y, G TP FIE @ el

77



q, o+ (ofd 41 8 TO0! FYI A G (53 I
b, BICGE G AN fqdizel

5. G 26 T AGHFAR WA

So. (IRIF ¢Feq Neiers fmcy fAcd o

53, FIZAAGHZ TG AT wFIefee Fat

32, IC FIEAS (2D (RIB NG Ol FF el

>0, BoF M A1 w=eTCas e Fice FTsieel

8. OITSIC T, [F8 OIURe! T3 =i
3¢, PER (TR oo w1 aeela |
NUACE b1t Gl

.28 Al “enear s

Sbr TS W (@A Al

SopICe™ ATl FN(R-g o718 )

20O FIETCE AT 4
. AFAOR G I (5B FA

R JTAOIA Oflel I

Q0T BT CFaetE Bize w4

28.[feq 49079 < oo Al

78



CATY Q32 FIGCF TATSN 4l
. [T TSI S

29.gACEF @A AR e s w4

Qb AT IS GRCTA PP (AF TS AP
35,3 (T I T T3 ABICAE (B3

00 JFG Bo© W Fdl

O3 TR Y IBIC Al

OR.(FF FICS AT Aheie JIY I @

0o .M wwre o6 e Tfve sfasga @ @32 3@ el @t 9o

3 (O

8. BRI Wl Tif ey Fae s 7 Jhe|q

0¢.RETT ATNE NS AN A W@ “ifawg=n T

OU,FLIG FCE, T g ILZ I A WA F F@ AP AR
TG T

©q AFFIRID T W TeRR @ AT AN OISR IR @ 1 e
BRSSO

Ob 7L (TCS F0ET I ANCAG (B0 ([ T =CS A1y

5. @FF FIG FAF TN AE AFE S QIted e W [

79



80T AWCFAD O AT AT PR @2 AAMF@s s @feem
BETC

8.1 A1 BRI GIE T W AN FCEF &) GISsT® ©id ACES

8 I AN AT T T IAce ST G2 F© ANY FLA IE O

890.(TF WIS : W era ied Witaes- I 20© A |

GINE GG W8 SFED! 2706 GIRCTH AR o Nd | 93 FIAOIE
ARSEFS ©IT FIC& 1 AN GAAF A F-SHR [{eeR 2@ A7qqe!
TS GICTE A OE (I ANmd SAffee 21 SRk |

AR e,

“@ TR OERE O I AE ATSICEE @@ aF A, T
QAN T T a%fe N @i ameE o e AF | AR
AP eeIEE (CMima (12 79 IS FF AQ12e I (Ol ¢ AT |

(T 9 : Sb)

ANER 9T OHA S T e [REneeE? aTwa-
>, REAICS IS (TS B0 G N IS NS B0 |
. A IR ACF 2% (AT TS |

O, AN AT I<YF Tl T ©RIZ FFTHI |

80



Y I CoAsifaet:

>, Og @ AT HF PG Tl 7]
2. GFGIPAE FE FICS AR T

o, FoifEEe TN I (A [To A

8. FXH-IC & ANCS AT

€. AR O (@D FA NI 2

Y, O] 61 18] T

q, QY9AS 2CEADT AT 27 |

81



238 ¢ AR

QI TR, 7 8 LT BT &) AT AN Ahoe 8 2IfH(ge
GRANAE GO 26| AW AT 8 JWE QR G RIS B0
AfTFIEe TN IRFI2A | AN ANWE Fhe, TS 8 N8R QG HAPeTo!
(7ITS B «F (@R 55 (712

TR SFR I 2ffo S v | fofd SR dfe wal e ey S
qFece e MV @ 1 IS SRR TR AP A HLFTS G
IE (AT TS AT | FAAF-IINRA (AR e e e s¢fb =
R

A FNG IPS A TP 737 1 & e e Jfad FEFa Tomeen

S, SICAZ-TASNTFIA

ZqGe 39¢T AR AMAEE W I FEH, [ @ @ oledrz-
SIACONTI F(E; OIA AN TS AF02 (TOR) AFF Al (FF, T2 AL
ST ©f AL S (A U (PTOMGEACE )

@M @ oreaR-3rTewR F4l-
SAN Akl
g ; oy SERg w0 AT F9fm )

adl Qg akids

82



g : 9y qERg N AT TR 932 o s g oz |
s Sl S (&) &L e Chy ol ol L

o ;'R O ! A SIS HA T AR W SEAR T TR |
o3 S T2 Sledt TR Il 1

A.A\ «;)ﬁj gsﬁsl\ @J‘ }2, y\ ‘d\ Y Lﬁj‘ o ;:m T>

ad ;'O 6% WEARS Fr FW bR, R 2ol d4FOATE (@A W (7R,
fofe oa&a, HIF e o7 RS (SIeAR FF) g =iy 1!

R, FIHRS A=W Wi A [ I

Tl SRR AV WA 6, WHR Srfel Oind ([ f[iess v S Wol
TR AR S FAe FIC GO (FAT FC-

T vdyzs 5% cn 7w SARI 7. . b v} s F T s B Ty e Gy Y A w8 oy
O oaalad 548 erd e Aiaail o3 oAl Doy 5 edlie (e sl Gal 0N Ll ) o) 8
COBH DA e 5

(@ FRTE! AT, 632 SIIE 79 ©fF IWIMR M IR o) 257 e
¥ AT IR AFH© IR | O (oINAl oy Hizg a7 9 fof-

o7 [Ty (@ «3e fof2 Tex el 1

(T8 A ; WS 0)

O, SIPETT 89 o Al

83



iERd dfe Sy g @32 ©Ite O F1ee fof I afs Iqee a1 Fepiel
A T | AR ST -
A o B Ga 5 5 Luiln ¥ EEa e M) 5 - Boka A O @ E Ga 5

Lo o¥ss

\3’.35 2:5;*} ;ngj’ ) aﬁ ,Jg L ?‘/):o/\ éu 4 Z)l I A jéj

G (@ (FC AHRLF O3 T, AR O [ghog #12 I (A 1 9K ©ies
T (eSS T TS T W FAE | 97 (F IS wiERg Tog o7 743,
O ey fofv2 08 703 | f707 SR O Towl 9 AR | AAR FA(FZA
oo B9 FEces [WWs war v

(T S : TS 3-9)

AT T STy a5 Sl (a8 agile GRS T 6815 T 54T o580 OAT G 315

sk 16K Wy
QIF AW O T TR A Ao G2 AN AT (SIF ©F)
TS, OF Wi OIrd Afs IR ¢ Fifud @(ATomR SHe 3@ el |
o8 o W afosy ez Joar AN SWMAE AFeIS AR O

PO NS 1

(T ST ; WS H)

Aol FeF, T4 ¢ (TFF (ACF Ema FAFNF (TS FA© I | T
N (AT (@O AFCO F | AFRF K @@ @ @™ o7 Fa09 2@
(@3 AFET O 93 I G S 8 SN A9 e a9ces

VI Y (@ |

84



8. TG A O FTF QA WA IG5 '8 el (0 A |
afS s ARFS G0 AT | ALNT-Fo S -, SB-@ O ICEFF
AR R 0K PR 14l 1 - qeice-

TGRS A AMAHR ST I T, AR AR A138 e7q A
CTCR,

‘@ e I @ @, ©FF [EF TS b i 2 FHCo B; ©FF S
3 ERCE A FACS G (@ AT, ARRIER A IPiF AL v

(g ¢ o)

¢. 99 7 TR =41

I O FHICS BIF, (AR FACS BN SItAd & AT 19 ST I G014 |

TGS TR I AP (AT Affe IREEAR EEE SR ed AN
AERA, ‘@ e SR F(F; SVAR OF (AR, OF TOK A 18 AfSca
R (fsafuf®)

v, R st

A0 T T2 AR O SR 79 FCH (A3 | FAIR ST 0T

05 AL G B ekl )8 1508 o) B3 Blie e Comlialls 2 Y1 128005
Cadde dl

85



‘(O W0 I 23, Sitnd [R_Ig A9 me 0a WIS 92 (SINid Wi
8 UIE T4 T AN, ©iwae | S I 5% 27, @ JaR
AT SIMACE R I (AE | AR LRI, 7@ I’

- (O 9 : SRS ©R)
q. FiFRS iz @ & arfat 4t

qOR (A [& A0S e, (e I9F© (Ite v1RE amRd I @
QM I Ty (2 1 @ (@I [ TR SR FIR @R FhE A TR
IR Ot IR -

SO dea (AL e Ge G558 Gl () & A Caaid Ga3ed 05 J6 5
R TRLFIE N SATAR {2, &1 FfE® 20 S A& FA 1

- (G7A1 nfFE/WNT : =@Ere vo)
b, SRR AfS WY SipRe € i F4

we 8 M e e fes e iR oRR-seikme afs swx
qibg 411 qeifime afe vl e iz fqfee Afew @« 1 gwer aeite-

TREE e i 8 Twvace @ wifm es fam w9k Tame Sz e
FEAN- wiq FAK fog IW T AE ©@ 9/ g @ M 2wEs w|
FAF WG STRAFET A&+ (ACF 0T OB F4

>. IMTeT T [NreE s A

86



2IMs O ANCH Y7 @M AN 261 706 @4 e eqred e
ATCS BCF (O AR ETFMR NG AT [T [ SNl qice
@ | 7 ©Ice 9 [ies AfCr (e 6T Geitd (el FEces-

s dalally @ty Ga3 65 Al ¥ e Szl SN, Gl 2l
o R AR ETIFTMACE ANCEF A T @3 Frere @7 899
QoA AT | A G IR @ [ 512 10 <y Ao 7o
M2 IR IHT S IR AR @S O FEHAFEH ¢ (T T ARS
SOR)

S0, @ (FI! FIEH SFCe [ANAZ =0

IPTIAR AHHR AR €A AFN ICEIA, (SR N (FC T4 A_E
7 97 I ENER 36, O o 88 AR 99 e #tg 9 @6
JFF AR ©F (AT T 2018) ©F G Feniel I A |

GO (FC IM R A T MR [OAER I ©04qe =Wl O
A I GFCO AT 911 GOlid 9l I 9 Fer [P 06 o I,
T MO A FIE (ACF V2N | A AR O I FEHL KPS
Al FCEA |

5>, FAGCHR FK FoAE JASITA

AT A T AT Y2 S | FAA (SNSATS, TR G2 FAAN
TR QI T 1 (@ T FAAICAL ICF 9% ACIE OFF &) SO
FAFS (I S |

87



@ qE FAA (SANGAS B(F, FAACTS Bbl 2(F, FASNAF 897 @e 3l
T, (1 TMER (T P WIFRE AT (AF 99 8 Feid | AR Sl
GFIEF SRS 0T~

> osanh oKl 1805 5 5a e Alas sl S 1hA 5
‘@5 @3 @36 TR, T TN ged FEMR, Y7 THRTR, TO9T, 97 AR

T 92 O I TS (O TG 28

- (T S ; RS 3¢¢)

,,,,,,

Ostad Gl 3R (o3 ol 2l 535 4 &5 s (3hiad 35l Sl GBS 134 5>
Coshilal 2eBDlia e 2a 5 4 (sl 353Y0

‘q IR g9 [Foiq, T i qifew @y, I[9FoN, ACF AT Tore!
AP G TS A TFRAE 8 ARTEIMAE O &AW+ I | IR0
AT [T B I Ol @7 Afs g™ Bioiq @ @32 O T e
HALTHA FCAV

- (IR ST WA 5Y)

AFIRAIR R W12 S AN ¢, WHAR Sfelel « [Feia (i)
e @ NPT (FAFCeT WGW) @5 GO | WK @ NGAE oI

T 1°(PART)

adie q FAAE IIEE TP TR, O & @ o 207 93004
PG I @ (A GO A AR O A O o) SNoeiee e 6
I

88



IR, AP P& e I

e wFte FIe ¥F 911 IM I GRF-SmETe, FA-Afey @I, (&=
A T SIC @I SR (31 IR W 9E9 IS W 2@ AT ABIE
Fler P FAN (A AP e AR OFE| I9F© W FCE |
TR AR SR S AN AR FCACZA-

s b Y s K

(T AR A TN THAOE AFECRE I9FS A FAE |

e I aOTR- o IENR, ANE THOd S ASEIENE NG
IO (AT TRCR |

oA (FC AM AT FNoee YR E O fFold wFe AL 9
IR MTTE 9F0e T AEHRT NN [ IS 8F FAF VG 7S 8
T FA G |

39, AR ST ST Ft

7P ACSF Gfod BIfF I SN 20 AERT 89 O 41 | YN T© @
AART 82F ST FAE OOE ©IF AR FAEA | FFRE AR 2fs
g, ool A S A @M FAE, (T wo@™ qoNifTe ¢ Ffwe 2@
et G-

ACTIAR AFHR SR S MG IR~ SERF dfe @FP oo [l
wmanw,mzrﬁmimﬂwmw AT, OIRCET FIEAR OrAleT
/I @O [iee ¢e (oNias @Teid [ @@

"R OI'GHARF IR WA 8 WFA I @-RE 2R ARS A I
IE 932 AT TABBD &0 @ (AF @ (T AN 67 17

89



RO e Tum (2fes)

38. AEGE [oiF Yoo F1

Afgsid, T8 fem AR G4 Dol 1 ITFS FCST Sy NG |
Sifejel ST 7CEAI-

AR 5 A 45 5 ile AL

g ;A TR 2N, T2Te 8 9T A© @

QT AR 1Y, T27e ¢ IFqFced ¢ TR fqafires @ @ ==
AT LB FAF (58 FEH | 0 AT SeamaFe! Ifee 6 @3 @l
-

AR 808 1Y, T2© € P A& QT !

oAk GG I9F© @IS A& ¢ 2HfTe O WNEetEny afs aBp (I
TS A TG 202 QG (N SR GRS 920, 96 |

"PICE AN W ST A FAEN el @ Tev sfgadi Sed Weal
(P (ACF) T (FC M 0 GPAEY AP, N e[l 6
EEH AT G FRAGANR € ATFTE2 |

- JRo e TR (2Afs)

3¢, WEART &y e Fat

IER SIS SCTF (RIS Gl e BfSCH (AR, ©f WPl f2esrs i
ATl @ 9 | SETR ST iR @se ol ffee e w4l |

90



T FIERTE IARASIE GV FACo0 AIKE T2 &R IWKE A TOIQ

v 6 (e | e 999 (a |

AR O G PACTH THALT ARSI NS NG AN
i @ @ TS wrer oisfns wiq Fwa 1 SEESE {Rfs ok
A OISTT AN I AR AW [FEAREA OI2-@HMACE (@FCrS I
SRS G (AE P S, |

91



Reference:

O-CFTATgeT FIAN (Quran-ul-Kareem)

0-2Mi(Hadith)

0-4r2(Seerah )

0-wffima Sfe(Motivational Quotes from Scholars)

0-tnfe “fasia efetand (Newspaper Articles)

0-we12s fesie afstana(Blog articles/journals)

0-38(Books)—-

3512 TS (Time management)

-3 FWIK(Ismail Kamdar)

Q. BIZN WIFSCNB T2 TIE(Time management with Islam)
M FFF(Ahmed Faruk)

©.(aTeIfd® AT (The productive muslim)

W T (Muhammad Faris)

8.97(CTS e TS II(Those who understand the value of time )
Y e FER =g @R 92, (Sheikh Abdul Fattah Abu Guddah )
@AY FAE! /T A (Time never comes back)

R4 wE Aifere @el i (Sheikh Abdul Malik Al Qasim)

1 Jas fea 5 LI e ) Y5 G e Ly AR el el ) G O 55
GOSN IPEG RERE - PEGVICCEUPTECT S I IS ECR S P

92



