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Folders of the Organizer 
 

How to use the Organizer 

Step 1: Write notes in Thought Pad 

Step 2:  Transfer to organizer in Liya 1 hour 

Step 3:  Apply LIYA 1 hour 

 

 

1. Folder ‘A’ : Policies 

What 

This is the 1st Folder. In this folder, you will write down the Policies, which your 

Organization has formulated, regarding that particular business, branch, division 

or client. 

 

2. Folder  ‘B’ : Systems 

How 

Once Policies have been formed, there should be a system in place in order to 

implement the Policy. 

The System should be written down in the 2nd Folder. 

 

3. Folder  ‘C’ : Follow Ups (8 to 90 days) 

Work to be done between 8 to 90 days 

The 3rd Folder is dedicated for Follow Ups to be done. 

 

Any work which is to be done within 90 days i.e. it is a long term plan, will come in 

this folder. 

 

This folder works as a reminder for yourself, as well as for your team... 

Whenever you have a meeting with the team, you can always check his/her C Folder 

‘Follow ups’, to keep yourself updated on what are the jobs you have given them to 

complete. 

 

4. Folder  ‘D’ : Tasks (0 to 7 days) 

Work to be done between 0 to 7 days 

The 4th Folder is for the tasks to be completed within 0 to 7 days. 



The Success Cue Program – Session 6   

 

5. Folder  ‘E’ :To do list  

A combination of A, B, C, D folder and the Monthly Plan. 

This is Action plan for the day (things to do today). You need to fill it up daily in 

your Liya one hour. 

 

6 Folder: Lists 

List of Colleagues, Suppliers, Customers… 

 

7    Folder: Technology/RND 

This Folder is to note down instructions or information related to Technology or 

RND. 

.  

8 Folder: Special Projects / TSC / VB-OTM / TSC Notes 

This is for any special Project/Business of yours. 

 

9    Folder: Agenda / MOM 

This folder to note points as per meeting formats.  

This can also be used to keep synopsis of any workshop or Training. 

 

     10   Folder: Monthly Plan / Calendar 

This gives you a bird’s eye view of your present, short term and long term 

planning (planned for the day / month / year). 

It is used to maintain daily appointments. 

Also read ‘How to use the Monthly Planner’. 

 

     11   Z Folder: 

This is for daily communication Between you and anyone you wish to 

communicate with. 
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Write all the point or queries to be discussed with any person. 

This folder is basically used to communicate all the points at a time instead of 

communicating one by one. This saves time and is very effective tool for 

clearances. 

 

Z folder is for your team or customer? (it could be for anyone with whom you 

want to interact regularly with) 

When you met a person eve  after 15 days you can still communicate what you 

wrote long back 
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3 Steps to Organising 
 

STEP1  Pen it down  

 

STEP 2 segregate it and put in the proper folder ( PUT IN A B C D or E ) 

 

STEP 3 Review it daily A B C D and PLAN E 

 

FIVE Qualities of 
 

5 qualities Successful people don’t have! 

➢ Procrastination 

➢ Indecisiveness 

➢ Lacking Focus 

➢ Negative Thoughts 

➢ Passing the Buck 

 

 

5 qualities Successful people  have! 

✓ Let's do it now  

✓ Very Decisive people 

✓ Highly Focused 

✓ Positive Thoughts 

✓ Stop the Buck 


