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TIME IS LIFE

TIME: MANAGEMENT AND ORGANIZATION

Chapter I

(A) Chapter Name (B) Chapter Length (C) Chapter objective (D) Vehicle to

implement chapter

objective

Time and today's

Muslims

Twenty minutes 1. To show the

importance of time in

the daily life of a

Muslim

(Questionnaire)



What do you know about yourself?

Q1: In your opinion:

Time is a sword, if you don't break it, it will break you. ( )

Time is made out of gold. ( )

Time is life. ( )

Q2: In your opinion:

Is taking advantage of time a necessity? Yes Sometimes No

Q3: What percentage of time used to the fullest?

 Over 80%

( )

 60 to 80%

( )

 Less than 80% ( )

Q4: If you see taking advantage of time as a necessity, what is your opinion of how it should be spent?

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

Q5: Do you believe that it is possible to take advantage of time? I do Somewhat I don't

Q6: Do you always hold yourself accountable for time? 1 2 3 4 5

Q7: Do you feel that time is too short? 1 2 3 4 5



Q8: While using public transportation, you:

? Spend your time looking at other people's faces ( )

? Spend your time reading ( )

? Other (Remember)

Q9: Do you have a precise sleeping schedule? 1 2 3 4 5

Q10: Do you have a precise eating schedule? 1 2 3 4 5

Q11: Do you get up according to a precise schedule? 1 2 3 4 5

Q12: Do you live according to a precise schedule? 1 2 3 4 5

Q13: Do you have a special place for your clothes and personal

belonging? Yes Sometimes No

Q14: Do you personally organize your clothes and personal

belonging? Yes Sometimes No

Q15: Do you prepare a list of things to do? Yes Sometimes No

Q16: Do you make an activity program for each day? Yes Sometimes No

Q17: Are you precise in your appointments? Yes Sometimes No

Q18: Do you worry that there is not enough time to satisfy all your obligations?

Yes Sometimes No

Q19: Do you rely on a clock that you keep close to you as you're working?

Yes Sometimes No



Q20: In your opinion:

? A schedule limits time. ( )

? A schedule shortens time. ( )

? A schedule helps investing time properly ( )

Q21: Are you ever surprised by people coming to visit you after you'd forgotten that were coming?

Yes Sometimes No

Q22: Do you use a portion of your time taking care of matters which are far from your area of specialization?

Yes Sometimes No

Q23: Do you make a list of things to do at the beginning of each day?

Q24: Do you accomplish all the tasks required of you in your workplace?

Yes Sometimes No

Q25: At the end of a workday:

I note down all the scheduled tasks which were not accomplished and put them down as part of the next

day's Schedule ( )

I don't worry about them because I am not bound by them ( )

Other ( )

Q26: If I go to buy specific things, and find other products displayed:

(1) I went until I have bought all that I needed first before Looking at the other articles

(2) I stop what I am doing right of way to look at the new Displayed item.

(3) I do not look at the displayed item and go on about my Business.



Q27: While you walking on the street, I see a dispute: ( )

(1) I follow it until it's over.

(2) I consider the two sides as mutual enemies and side with one of them.

( )

(3) I take a quick look to understand the situation without letting it stop me.

( )

Q28: I reserve some time for my family:

? Every day ( )

? Once a week ( )

Q29: How many hours do you reserve for you family? ( )

Q30: Do you feel that time is one of the great gifts of Allah? Yes Sometimes No

Q31: Define the most important causes to waiting time from the following:

(The most important time wasting factors)

1. Not feeling the value

of time ( )

2. Lack of efficient

distribution of

responsibilities

( )

3. Meetings ( ) 4. Absence planning ( )

5. Lack of efficient

planning ( )

6. Lack of clear

objectives ( )

7. Not defining priorities ( ) 8. No follow up ( )

9. Leaving work

uncompleted ( )

10. Not being able to

refuse ( )

11. No clear definition of

the principles of authority

and responsibility

( )

12. Hesitation in decision

making ( )

13. No training ( ) 14. Lack of efficient use

of the circumstances of

everyday life

( )

15. Too many visitors ( ) 16. Back stabbing and

talebearing ( )

17. Long wait for public

transportation ( )

18. Making too much of a

row model ( )

19. Telephone ( ) 20. Other reasons (Please describe)



(A)

I: Analysis of time (How do you spend yours?)

(A) Study of past performance (evaluation of the work achieved during the last period) and (defining the most

important aspects of the last plan)

(B) Study of present performance (time survey) and (information and fact collection and analysis)

(C) Study of future performance (where do we want to go?) and (how can we do that?)

(1) Establishing a clear definition of the individual's areas of activity

(2) Defining the opportunities and risks involved

(a) A study of the external environment (surrounding external circumstances)

(b) A study of the internal environment (analyzing and studying the different possibilities)

(3) A parallel comparative study between the internal and external environment (preparing a chart)

(4) Defining the individual's work objective over the next period. (list of general orientations for the next work

period)

1. Results of the parallel comparative study between the internal and external environment.

2. A good understanding of the nature of the next period.

3. Lessons learned from the time analysis table.

4. Results of the last plan's evaluation.

(5) Translation of these general orientations into main tasks.

(6) Translation of the main tasks into general objective.



(7) Dividing the general objectives into periodic or partial objectives.

* Dividing the general objectives into partial periodic objectives and defining the priority of these objectives.

(8) Defining the necessary implementation tools for each objective.

A* (Making use of past experiences)

B* (The importance of creativity and innovation in developing new means)

C* (Defining the different alternatives "Developing as many means as possible to achieve an objective").

D* (Evaluating the different alternatives, by defining the advantages and disadvantages of each alternative).



(B)
F* Choosing between the different alternatives

1. The expected value of each alternative, meaning each alternative's level of contribution towards achieving

the defined objective.

2. Expected cost of each alternative, and the resources needed to implement it.

3. Probability of achieving the expected value of each alternative.

G* Choosing the alternative (designing a plan of action)

(1) Choosing the best alternative after the final evaluation of each alternative:

(a) Studying the advantages and disadvantages of each alternative

(b) Studying the income and expenses in relation with this alternative

(2) Terms of the plan of action:

(a) Desired results

(b) Tasks that must be accomplished

(c) Necessary resources

(d) Person responsible for the implementation of each step

(9) Determining tasks and areas of specialization

1. Determining tasks and areas of specialization attributed to the institution

2. Determining a time schedule to implement these tasks and areas of specialization

3. Determining tasks and areas of specialization attributed to the institution's organizing units

4. Determining a time schedule to implement these tasks and areas of specialization

5. Determining the financial and non-financial resources necessary for the implementation of these tasks and

areas of specialization

6. Determining the average use of these financial and non-financial resources.

(10) Translation of the implementation alternatives in terms of organization as well as financial resources and

time



(C)

Analysis of time; How do you spend yours?

(A) Study of past performance.

 Study of past performance (evaluation of the work achieved during the last

period)

Last plan's objectives Degree of achievement for each

objective

(1)……………………………………

(2)……………………………………

(3)……………………………………

(4)……………………………………

(1)……………………………………

(2)……………………………………

(3)……………………………………

(4)……………………………………



 Study and analysis of lessons learned from the previous plan's working period

(1) Reasons

for the plan's

success:

……………..

……………..

(2) Reasons

for the plan's

failure:

……………..

……………..

(3) Most

important

shortcomings

of the previous

plan:

……………..

……………..

(4) Most

important

obstacles

encountered

during the

previous plan:

………………

………………

(5) Level of

individual

motivation:

………………

………………

(6) Other

lessons:

………………

………………



(D)

Analysis of time; How do you spend yours?

(B) Study of present performance

 Time survey (information and fact collection and analysis)

 Nature of the required information:

1. Time resources available on a daily basis (number of hours available of each day and night)

2. Activities and tasks you undertake every day

3. Time allotted to each activity

4. Average number of productive hours

5. Average number of non-productive hours

6. Factors and causes associated with any waste of time

7. Dividing the daily activities into mandatory and optional activities

8. Dividing the daily activities into specific and general activities

9. Curve of normal activities and a peak time graph

10. Daily activities and performance efficiency

 Data collection means

(Data collection means: Personal interviews, questionnaires, reports, documents, databases, other)



(E)

Questionnaire

1. Identify the most important activities in which you participated and tasks which

you have completed yesterday.

Chart of activities and tasks

Today: ……………….. Date: …/…/1999

Important activities Available time Notes
1. ………………………………… ( ) hour(s) …………………………………

2. ………………………………… ( ) hour(s) …………………………………

3. ………………………………… ( ) hour(s) …………………………………

4. ………………………………… ( ) hour(s) …………………………………

5. ………………………………… ( ) hour(s) …………………………………

6. ………………………………… ( ) hour(s) …………………………………

7. ………………………………… ( ) hour(s) …………………………………

8. ………………………………… ( ) hour(s) …………………………………

9. ………………………………… ( ) hour(s) …………………………………

10. ……………………………… ( ) hour(s) …………………………………

11. ……………………………… ( ) hour(s) …………………………………

12. ……………………………… ( ) hour(s) …………………………………



(F)

2. Did you complete all of today's tasks and activities?

A. I did complete all of today's tasks and activities ( )

B. I completed some of today's tasks and activities, but not all ( )

C. I did not complete any of these tasks and activities ( )

3. Were all of today's tasks and activities necessary?

D. Yes, all of today's tasks and activities were necessary ( )

E. Some of today's tasks and activities were necessary, but not all ( )

F. None of today's tasks and activities was necessary ( )

4. What daily tasks and activities did wish to complete today, but did not?
…………………………………………………………..…………………………………………………………..

…………………………………………………………..…………………………………………………………..

5. What unnecessary daily activities and tasks did you complete today?

…………………………………………………………..…………………………………………………………..

…………………………………………………………..…………………………………………………………..

6. What causes and factors prevented you from completing these daily tasks and

activities?
…………………………………………………………..…………………………………………………………..

…………………………………………………………..…………………………………………………………..

7. At what point today did you allow personal pleasure to take over the importance

of your work?
…………………………………………………………..…………………………………………………………..

…………………………………………………………..…………………………………………………………..



8. Did all these daily activities and tasks concern you?

A. All of today's necessary activities and tasks concerned me personally. ( )

B. Some of today's necessary activities and tasks concerned me personally, but not all. ( )

C. None of today's necessary activities and tasks concerned me personally. ( )



(G)

9. Do you personally have to take care of all your necessary activities and tasks

which concern you?
A. I must personally take care of all the necessary activities and tasks which concern me. ( )

B. I personally take care of some of these necessary tasks and activities, and assign some of them to others.

( )

C. I assign all of the necessary activities and tasks which concern me to others. ( )

10. Do you personally have to take care of all your necessary activities and tasks

which concern others?

A. I must personally take care of all the necessary activities and tasks which concern me. ( )

B. I personally take care of some of these necessary activities and tasks, and assign some of them to others.

( )

C. I assign all of the necessary activities and tasks which concern me to others. ( )

11. Do you perform these daily activities accordingly and with competence?

A. I perform these activities accordingly. ( )

B. I do not perform these activities accordingly. ( )

12. Are there better ways to perform these activities with more competence?

A. Yes, there are better ways. ( )

B. No, there are no better ways. ( )

13. If there are better ways, which are they?
…………………………………………………………..…………………………………………………………..

…………………………………………………………..…………………………………………………………..…

………………………………………………………..…………………………………………………………..

…………………………………………………………..…………………………………………………………..



14. Can you specify the amount of time (number of hours) that you spent in each

of today's activities?
The amount of time taken by the daily tasks and activities = Average number of productive hours per 24 hour period

(In the Name of Allah, the Most Gracious, the Merciful)

(And He it is who causes the night and the day to succeed one another, [revealing Himself in

His works] unto him who has the will to take thought- that is, has the will to be grateful.

Daily tasks and activities Time available for each activity Time taken by each activity

First activity: Amount of time = ( ) hour(s) Number of hours = ( ) hour(s)

Second activity: Amount of time = ( ) hour(s) Number of hours = ( ) hour(s)

Third activity: Amount of time = ( ) hour(s) Number of hours = ( ) hour(s)

Fourth activity: Amount of time = ( ) hour(s) Number of hours = ( ) hour(s)

……………… : Amount of time = ( ) hour(s) Number of hours = ( ) hour(s)

Time available for all daily activities and tasks = ( ) hour(s).

Average number of productive hours per 24 hour period = The amount of time taken by the daily tasks and

activities = ( ) hour(s)

15. Did all your daily activities and tasks take up the amount of time available for

them?

Meaning: Was the average amount of productive hours equal to the average amount of time available for the daily

activities and tasks?

A. The average number of productive hours per 24 hour period was equal to the amount of time taken by the

daily tasks and activities.

B. The average number of productive hours per 24 hour period was less than the amount of time taken by the

daily tasks and activities.

C. The average number of productive hours per 24 hour period was greater the amount of time taken by the

daily tasks and activities.

16. Please comment on your number of productive hours per 24 hour period
…………………………………………………………..…………………………………………………………..

…………………………………………………………..…………………………………………………………..…

………………………………………………………..…………………………………………………………..



17. Please specify which hours were more productive.

…………………………………………………………..……………………………………………………………….

18. Define which hours were the least productive
…………………………………………………………..……………………………………………………………….

19. What is your average number of non-productive hours per 24 hour period?

Average number of non-productive hours = Average amount of wasted time

…………………………………………………………..…………………………………………………………..

20. Specify which activities you consider most to be a waste of time.

…………………………………………………………..…………………………………………………………..…

………………………………………………………..…………………………………………………………..……

……………………………………………………..…………………………………………………………..

21. How many hours do you spend per day?
…………………………………………………………..…………………………………………………………..

22. Do these hours respect the necessary sleeping time for humans?

Age of the individual Necessary sleeping time

First 3 months 20 hours

First 6 months 16-18 hours

One year 14-15 hours

Adult 6-8 hours

Elderly 4-6 hours



23. Did your time reserved for daily activities and tasks match the time Allah has

given you for each 24 hour period?

…………………………………………………………..…………………………………………………………..

24. Please write down your remarks concerning this particular day.



(J)

Summary of time analysis = A Muslims remarks concerning his day

…………………………………………………………..…………………………………………………………..…

………………………………………………………..…………………………………………………………..……

……………………………………………………..…………………………………………………………..………

…………………………………………………..…………………………………………………………..…………

………………………………………………..…………………………………………………………..……………

……………………………………………..…………………………………………………………..………………

…………………………………………..…………………………………………………………..…………………

………………………………………..…………………………………………………………..……………………

……………………………………..…………………………………………………………..………………………

Q25: Define your slope of activity and determine your most active time. Compare

your slope to that of the average person.

Normal slope of activity

8 a.m. 12 Noon 5 p.m.

The normal slope shows two peak periods for human activity:

(1) From the morning until shortly before noon time

(2) In the afternoon and early evening

…………………………………………………………………………………………………………………………



(K)

Analysis of time; How do you spend yours?

 Study of future performance (general orientations for the following period)

(Where do we want to go?)

(1) Establishing a clear definition of the individual's areas of activity

(2) Defining the opportunities and risks involved

(a) A study of the external environment (surrounding external circumstances)

(b) A study of the internal environment (analyzing and studying the different possibilities)

(3) A parallel comparative study between the internal and external environment (preparing a chart)

(4) Defining the individual's work objective over the next period. (list of general orientations for the next work

period)

1. Results of the parallel comparative study between the internal and external environment.

2. A good understanding of the nature of the next period.

3. Lessons learned from the time analysis table.

4. Results of the last plan's evaluation.



(L)

 Study of future performance (general orientations for the following period);

Where do we want to go?

(1) Establishing a clear definition of the individual's areas of activity

? Activity of the individual with regards to himself (self education)

? Activity of the individual with regards to his family (education of the family)

? Activity of the individual with regards to his society (education of society)

? Activity of the individual with regards to his job (professional education)

? Activity of the individual with regards to his da'wa (da'wa education)

? Activity of the individual with regards to ………. (…………………)

(2) Defining the opportunities and risks involved

(A) A study of the external environment (surrounding external circumstances)

(1) Element constituting the external environment:

 General external environment (an environment which has an indirect influence on the individual):

(Society's economic environment, educational environment, political environment, social environment….etc.)

 Immediate external environment (an environment which has an indirect influence on the individual):

(Family, private work institution, competing work institutions……….etc.)

(2) Results of the study of the external environment:

 Defining opportunities in order to take advantage of them

 Defining limitations (threatening problems) and come up with means to eliminate them.



(M)

(1) Study of the external (non-immediate) general environment

Economic circumstances Social circumstances Political circumstances

1. The most important economic

circumstances influencing the

individual’s work:

……………………………………

……………………………………

1. The most important social

circumstances influencing the

individual’s work:

……………………………………

……………………………………

1 The most important political

circumstances influencing the

individual’s work:

……………………………………

……………………………………

2. The most important

predictions and forecasts

regarding future development

of this circumstances during

the period of the new plan:

……………………………………

…………………………………

2. The most important

predictions and forecasts

regarding future development

of this circumstances during

the period of the new plan:

……………………………………

…………………………………

2 The most important

predictions and forecasts

regarding future development

of this circumstances during

the period of the new plan:

……………………………………

…………………………………

3 The most important effects

such circumstances on your

work personally, as well as

that of the individuals working

with you:

……………………………………

…………………………………… 

 Effects on the work:

……………………………………

……………………………………

 Effects on the employees:

……………………………………

……………………………………

3. The most important

predictions and forecasts

regarding future development

of this circumstances during

the period of the new plan:

……………………………………

…………………………………… 

 Effects on the work:

……………………………………

……………………………………

 Effects on the employees:

……………………………………

……………………………………

3 The most important

predictions and forecasts

regarding future development

of this circumstances during

the period of the new plan:

……………………………………

…………………………………… 

 Effects on the work:

……………………………………

……………………………………

 Effects on the employees:

……………………………………

……………………………………

 Remember that a great portion of the study of the external environment may be divided between your own

working unit and other units within the same institution in which you are working, or it may be specific your

working unit only.



(N)

(2) Study of the direct external environment

(1) Direct external

environment:

(The most important

parties with whom the

individual interacts): -

…………………………

…………………………

…………………………

…………………………

(2) Influence of the

direct external

environment on the

individual’s area of

activity:

…………………………

…………………………

…………………………

…………………………

(3) Characteristics and

features of the parties

who constitute the

direct external

environment,

especially those with

whom the individual

has a history:

…………………………

………………………… 

(4) Predicting these

parties’ expected 

behavior during the

period of the new

plan:

…………………………

…………………………

…………………………

…………………………

………………………… 

 Defining the most important opportunities and treats predicted by the individual

for the period of the new plan

Opportunities Risks

(1) …………………. (2) …………………. (3) …………………. (4) ………………….



(O)

(B) Study of the internal environment.
(Analysis and study of the different resources)

(1) Elements of the internal environment:

(Human resources, material resources, professional resources, organizational resources, …etc.)

(2) Results of the study of the external internal environment:

 Defining strengths in order to take advantage of them

 Defining weaknesses in order to overcome them or including them in the list of priorities to change them into

strengths.

(Study of the internal environment)

 The most important conditions within the

individual’s working area:

1. ………………………………………….

2. ………………………………………….

3. ………………………………………….

4. ………………………………………….

 The most important administrative and

organizational conditions which influence the

work of the individual:

1- Level of maturity

2- Stability

3- Respect of the schedules and regulations

4- Other circumstances:

 The most important strengths and weaknesses characterizing the internal

environment of the individual’s work:

Strengths Weaknesses

(1) ………………………………………….

(2) ………………………………………….

(3) ………………………………………….

(4) ………………………………………….

(5) ………………………………………….

(6) ………………………………………….



(P)
(3) Comparison study of the internal and external environment (Preparing a chart)

? How do you prepare a chart?

1. Define opportunities and risks.

2. Define the strengths and weaknesses of each opportunity.

3. Define the strengths and weaknesses of each risk.

? Results of the comparison between the external and the internal environments.

Examples:

1. If there is an opportunity we could use, but there is a disadvantage preventing us which stands in the way of us

taking advantage of it, this opportunity would be mentioned in box number 2.

2. If there is a risk that we can handle thanks to an advantage that we have, this risk would be mentioned in box

number 3.

Opportunities Problems

Advantage

(1)

Enter the opportunity that is possible to use thanks to a

point of strength.

Advantage

(3)

Enter the problems that could be overcome thanks to

an advantage.

Disadvantage

(2)

Enter the opportunity that is difficult to use because of

a point of weakness.

Disadvantage

(4)

Enter the problems that could not be (or are difficult

to) overcome because of a disadvantage.

(External Environment)_________________________(Internal Environment)



(Q)

(4) Defining the general orientations for the following working period.

Base on:

1. The results of the comparative study between the internal and external environments.

2. A Good understanding of the nature of the coming period.

3. The lessons learned from the time analysis table.

4. The results of the last plan’s evaluation.

(5) Translating these general orientations to main roles through the individual’s work:

(List of main roles)

General orientations Main roles

(1) (First orientation)

………………………………………

………………………………………

………………………………………

(1) (First role):……………………

(2) (Second role)……………………

(3) …………………………………

(2) (Second orientation)

………………………………………

………………………………………

………………………………………

(3) (First role):………………………

(2) (Second role) ……………………

(3) ……………………………………



Wrong perceptions and concepts of time

Perceptions and concepts Realities and comments Advice and directions

(1) Everyone wastes some time. Yes, but the most productive people

are the ones who waste the least

amount of time.

Make your goal to produce the most

in the least amount of time, without

jeopardizing quality.

(2) There is not enough time to do

everything.

Yes, but be sure that there is enough

time to finish the necessary things.

Determine what is important and

necessary, and what is not so and

may be postponed or neglected.

(3) Many people ask to use other

people’s time.

No, because you are the only one

responsible for planning your own

time, and if you leave that to others,

they will have control over you.

Know how to answer only to the

voice of public interest. Do not hold

yourself responsible for the rest.

Decline kindly.

(4) I have a busy schedule and it is

impossible for me to set my

priorities.

No. Know how to set your priorities in

using your time, and hold on to the

schedule you set for yourself.

(5) The best way to be helped is to

help yourself, so handle all your

matters by yourself.

Not exactly. Ask yourself: Is this work the best

use of my time? Can I train someone

else to do this work so that I can take

care of more important matters?

(6) I can only finish all the activities

I wish to finish if I dedicate more

time to my work.

This is a wrong and dangerous

perception, because working all day

causes wears out the body and the

brain alike.

(7) I am exhausted at work Yes, this is a problem. Get some help from an assistant, and

learn how to delegate responsibility.

(8) I am very busy with my

activities.

Yes, this is a problem. Learn how to plan your time, so if

there additional work to be done, ask

yourself: “Is this work more 

important than my plan?”, and if the 

answer is no, don’t do it.



(9) I cannot reserve time for

important projects on a daily basis.

Yes, this is a problem. Reserve yourself some quiet time,

one or two hours, to think quietly

about important matters. There is no

need to be embarrassed or flatter

anyone.

(10) If I can finish my work quickly,

I can finish all what is asked of me.

No, working so fast as to make

mistakes is unwanted. You need to

finish your work in the best possible

way.

Use smart planning and time

organization.

(11) Sometimes, I don’t know when 

to start.

Yes, this is a problem. Start now, and divide the large

project into a number of small ones

that you can finish in a short amount

of time. Moving forward, even in

small steps, is an incentive to finish

the work.

(12) Finish the small work first and

postpone the important work that

require more time.

You will be too busy with small

work.

Time: Management & Organization
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