Revision Activities 
Paraphrasing 
1. You read the following text in a book and realised that it is useful for your report. How would you incorporate it into your writing? Write a paraphrase or a summary of the following extract. 

Extract 

Time management has a number of benefits. 
Maximum utilization of resources: When we use our time as efficiently as possible, we may use our resources to the fullest extent. There are several resources, including cash, equipment, and labor, all of which are crucial for a while. If we don't use them when we should, we'll be in trouble for the rest of our lives. Time management is crucial since it will enable the best possible use of resources.
Efficiency: Efficiency is the art of getting the most out of what is at hand. If we put forth the effort to do better work, productivity will increase. This will improve life. Avoiding time, money, and resource wastage is the goal of time management. If we manage our time well, practically everything will be managed well. 
Decision making: The appropriate option must be made while making a decision. Being in a rush often causes you to worry since we don't manage our time well. We may occasionally have time for self-reflection if we adopt a balanced approach. This self-reflection will provide us with the knowledge we need to know about what to do and when this is nothing more than decision-making. 
Stress relief: Today, practically everyone who complains about stress—whether it is at work, at home, or elsewhere—is also found to have poor time management skills. One must focus on positive aspects of life while avoiding negative aspects if one wants to live without stress. 

Source: Chaudhari, T. (2022) ‘Time Management Essentials and Importance’, International Journal of Commerce and Management Research, 8(5), pp. 6-8. 
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