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Abstract

Time is considered vital element in human life, it’s very limited and could
not be amended the measurement of successful people is how they spend their
time and how much useful things they do in a limited period of time.

This research is a try to know the way time in official offices is managed
by taking the Department of Building and Construction at the University of
Technology as a case study.

The research work explained the importance of time and its characteristics
at the academic offices through the analysis of the work of four elements of the
department work the first was studying the situation of laboratories division and
the second was the registration division the third was studying the Meeting
minutes of the department committee and their issuing and application the fourth

was the financial affair division . At the end the research work submitted some
results and recommendations
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