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Knowledge Is Not Enough

Q e People often say knowledge is power.

||| e Butknowledge by itself is not enough.

O  |f you cannot access it when you
need it, it does not help you.




Usable Knowledge
@ e Thereal advantage is
usable knowledge.

' e Knowledge that is : *
available at the moment
of decision. @

‘*’ e Knowledge that can be
V> applied immediately. : :
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This Is a Retrieval
Problem

Most people do not have a
knowledge problem. They have a
retrieval problem.

They have already learned
things, solved problems, and
answered questions.

But they cannot find that
information again when they
need it.
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What Happens Without Retrieval

q Searching again
@ Rethinking again

) Rebuilding from scratch

When you cannot retrieve knowledge, you
end up doing the same work over and over
again.

This is one of the biggest sources
of wasted time.




¢ STORAGE (o) RETRIEVAL

* Most people store information in folders, cloud storage,
desktop folders, and email archives.

* These systems are good for storage, but not for thinking.



Problems With Folder Systems

Information is buried
Important information gets lost
in deep folder structures.

Ideas are disconnected
Related information is scattered
across different places.

Retrieval is slow and inconsistent
Finding what you need takes too long
and often gives unreliable results.

You often know something exists,
but you cannot find it quickly.

So you either waste time searching
or recreate it.




If You Cannot Retrieve It, It Does Not Exist

ﬂ < ‘ This is a key principle.

_:® If you cannot retrieve something
quickly, it effectively does not exist.




The Real
Problem

This is not a knowledge
problem.

It is a structure problem.

The issue is not that you do not
know enough.

It Iis that your knowledge is not
organized in a usable way.






Systems as Leverage

* A system is a way of doing something the same way every time.

@ o Systems take thinking and turn it into a repeatable process.

DEFINE ORGANIZE EXECUTE REVIEW IMPROVE

N\
l
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@ Same way every time. Better results over time.




Benefits of Systems

A SYSTEM

Reduce decision fatigue
Fewer decisions, more mental energy

* v
for what matters;. . 69_15 @ ‘—>( @ -)l D.D/.‘ﬂ l

Eliminate repeated thinking DEFINE ORGANIZE EXECUTE REVIEW IMPROVE
Stop reinventing the wheel T J
every time.

WITHOUT SYSTEMS WITH SYSTEMS
Improve consistency

Get the same quality results
every time.

Allow delegation
Anyone can follow the system
and get the job done.

& Rely on memory @ Reuse what you have
© Rely on effort @ Save time and energy
€ Start over every time & Focus on improvement

@ Systems turn complexity into clarity, and effort into results.




Important: Build Systems While Doing

the Work

)

4 )

A common
misconception is that
you need extra time to

)

| build systems.

& J

People think they will
organize things later.

~

That usually never
happens.




Capture
While
You
Work

The correct approach is to build

systems while you are doing the
work.

When you answer a question,
build something, or figure
something out, you capture it
immediately.

You do not rely on memory and
you do not wait.




You Build Systems While Working

~E - @

BUILD SYSTEMS WORK BETTER

e You do not build systems instead of working.

e You build them while working.




Knowledge Base

A knowledge base is a
Q place where you can quickly

find what you need.

% It is not just storage.

8 It is an organized system
of ideas.

Q Search knowledge...

Topics
BB Plans >

BB Processes >
BB Resources >
BB Guides >
BB Examples >

o

Capture Organize
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It Organizes Thinking

Inputs Outcomes

[% Files @ Clear Ideas
sia
D Documents ' % Structure

Organized

Thinkin
CO Resources g @ Better Decisions

o

(/9 e It may link to files, documents, or resources.

e But its main function is to organize thinking.




Container-First Thinking

Before you start collecting
information, you need structure.

N>

You need to build the containers
first — the categories, the
outline, and the organization.



If Structure
Does Not
Exist,
Capture Will
Not Happen
Consistently

WITH STRUCTURE NO STRUCTURE
=) "o

Capture happens consistently. Capture does not happen consistently.
Information is organized and easy to find. Information ends up scattered again.

[

~
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* Information will end up scattered again.

* This is a key principle.



Second Brain Concept

e

here is a popularidea called a
| B

second brain (based on a best- @
selling book by Tiago Forte).

Getting knowledge out of your head {

and into a system. Your Mind Your Second Brain
Limited Capacity Organized « Reliable « Always There

e Capture Organize Use
This is a good concept. Ghthoit  °  Makesnse | Takiacton

Getting knowledge out of your head and into a system.




The Problem With Most Systems

® B M
— : —
(i e

Your Mind Storage Notes
Save & Collect

e Many second-brain implementations focus on storage.

e Saving information and collecting notes.



The more important goal is not storage.
It is decision-making.

= 9
Storage Decision-Making
Keep information. Use information to choose

the best action.



Your System Should Help You

Find
information
quickly

Understand
it quickly

That is what
Apply it makes a
immediately system
valuable.




Outline Structure Advantage

v B Project
P @ 1. Overview

v @ 2. Planning

O 2.1 Goals
O 2.2 Timeline
O 2.3 Resources

v @ 3. Execution

O 3.1 Tasks
O 3.2 Tracking
O 3.3 Review

4. Results

See the big picture

View high-level concepts
and drill into details.

Zoom in and out

Zoom in and out
without losing context.




This makes it much easier to
navigate complex information.



Most notes are
not very useful.

They are incomplete,
rely on context, and
do not stand on their own.

Your knowledge base
should be written in

“atomic chunks”.




What an Atomic Chunk Is

An atomic chunk
Is a complete idea.

Q Fully explained and
understandable
on its own.



It Must
Stand Alone

It should make
sense later, to

someone else,
and outside of the
original context.




Atomic Chunk Example: Preventive Care

Compare a weak atomic chunk with a strong one on the topic of preventive care.

Weak Strong

Vague and incomplete Complete and understandable

“Preventive care is @ Preventive care services, as defined by
covered.” ACA guidelines, are covered at 100%
in-network without being subject to
the deductible, provided they are coded
Why it's weak and billed as preventive services.

Too general

Missing key details (100% in-network, not * Whyit's strong

subject to deductible, coding/billing Complete: includes all essential elements

requirement) Clear and specific

Doesn't provide enough information to Understandable on its own

stand on its own Actionable (mentions coding and billing requirement)

Q Ko Talkaaws A strong atomic chunk is complete, clear, and understandable on its own—so it can be
y y trusted and used without needing additional context.




These stand-alone atomic chunks
can be turned into educational
pleces or combined to create
longer content pieces.



What Is Preventive Care?

Preventive care services, as defined by ACA guidelines, are covered
at 100% in-network a without being subject to the deductible, provided they are
coded and billed as preventive services.

Covered at 100%

You pay nothing for covered preventive
services when using in-network providers. . * J

Examples of Preventive Care

Annual physical exams

Not Subject to the Deductible

These services do not count toward your
deductible. Screenings (e.g., blood pressure,
cholesterol, cancer)

Must Be Coded and Billed Correctly Well-child visits

Services must be coded and billed as Counseling (e.g., tobacco cessation,

Vaccinations (e.g., flu, COVID-19)

0 Preventive care helps you stay healthy and can catch problems early—before they become more serious.




Example

X Weak v/ Strong

Client doesn’t like HMOs. Client prefers PPO plans due to
network flexibility and has
declined HMOs in prior
discussions.

The stronger version is usable.
The weaker version is not.




Benefits of Atomic Chunks

Small, complete pieces of knowledge create big impact.

g O o

Easier to Easier to Easier to
retrieve reuse share

Complete, focused Self-contained Clear, standalone
information is chunks can be chunks are easy
faster to find when reused across to share with
you need it. different situations others.
and content.

This is what makes your system
actually useful over time.

Easier to
build on

Atomic chunks
serve as building
blocks for more
advanced ideas

and systems.




If It Cannot Be Retrieved, It Does Not Exist

If you cannot retrieve
and understand
something later, it
effectively does not
exist.

This principle shows
up again.




This structure

ImpOrta Nt becomes very
iImportant when
for Al Later working with Al

later.




Demand-Driven System Growth

You do not need

to build Thatis

overwhelming
and unnecessary.

everything in
advance.




Build From Real Usage

Build based on real questions, real problems, and real situations.



Simple Rule

'0‘5:‘ If a client asks something twice,
o= it belongs in the system.
© ‘ “Everything that happens once
can never happen again.
But everything that happens twice

will surely happen a third time.”
— The Alchemist



This keeps the
system relevant
and prevents
overbuilding.



Repurposing and Examples

Asset Creation
™M Email > template

When you create something
useful, you should not use it @ FAQ
once and forget it.

Training
You should reuse it in
multiple contexts.

B @ |

Content

{é} This is not just marketing.
This is operational efficiency.

@ Build once.
@ Use many times.

’ N




You Reduce Future Thinking

A e You are not starting
@ from scratch each time.




A_ctivity Slot Multiplier

{} One action can produce multiple outputs.

@ The time spent does not increase, but the value created does.

8 Email Template

@ FAQ

8 Training Material

One Action
Create once

3 Content Piece

il

More Value.
Same Time.

Multiply your
impact without
multiplying
your time.



Work to Asset Shift

But work can
become assets —

Many people treat

their work as one-
time effort.

reusable, repeatable,
and compounding.




If It Is Not Captured

e |f something is not captured,
It cannot be reused.




If It Cannot Be
Retrieved, It Does Not Exist

® |f you can’t find it,
you can’'t use it. &




Building systems
takes time,
but it also R CL\Q

saves time.
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* Most people think about time in
terms of how long something takes.

« That is gross time.

Net Time Thinking

* Net time is the total build time
minus total time saved.

* And the time savings often
happens right away.

Build Time Time Saved Net Time

./.‘ﬁ Build once. Save many times.




Example

Something takes 30 But saves 5 minutes After a few uses, it has
minutes to build. each time itis used. paid for itself.




Break-Even Thinking

@

THIS IS BREAK-EVEN WHEN DOES THE TIME
THINKING. INVESTMENT PAY OFF?



Systems Pay Back Quickly

® Many systems pay back quickly,
sometimes within weeks.




Systems Pay Back Quickly

® Many systems pay back quickly,
sometimes within weeks.

g

b#



Time as an Asset

® Time is not just
something you spend.

® |t can be invested and
produce returns.




Time Can Compound

® Just like commissions renew each year,
the time you invest in systems =

pays you back again and again. il




Filling the System ~ &

FILES : PEOPLE’S

-~ HEADS

* Knowledge already exists in many
places - files, emails, CRM

= e e 85|
: WEBSITES SYg'IBEhglls
people’s heads.

systems, websites, and



You Are Not Creating From Scratch

e The goal is not to create =
knowledge from scratch. N -

® Itisto capture and organize €8 »
what already exists. i




: Knowledge in people’s
RISk heads IS hot
accessible to others.




e There is hidden value -
iInformation that exists
but is not being used.

* |t can be captured and
refined over time.




Searching for something
versus hunting through

Let’s take a look at files and emails.
how structured

knowledge works.

HealthlnsuranceFAQs.com



http://healthinsurancefaqs.com/

From Concept to Something You Can Use

So far, we’ve covered: Now it has to become practical.
¢ How knowledge should be At some point, the idea has to move into
structured something you can actually use.

® How systems reduce rework

® How atomic chunks make
information usable

Next question: Where do you actually build this?



