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1   The Centaur Protocol 

 

 

Pretty much every day I wake up with the goal of having the most productive of 
days, and then reality happens. 

You know the feeling. You start the morning with a clear vision of getting things 
done. You are going to clear the backlog. You are going to write that strategy 
document. You are finally going to organize your files. But the moment you open 
your laptop, you are hit with a wall of noise. We face an ever-growing complex 
system of technologies and more information than we could consume in a 
lifetime. Deadlines end up creeping up faster than we expected, and we end up in 
time crunches. By 2:00 PM, that vision of a productive day has dissolved into a 
series of reactive firefights. 

 

The Fallacy of Goals  

 

It’s too easy, and not at all effective, to think of ourselves as a failure. I don’t 
believe this is a personal failure, but instead a failure of architecture. 

We often assume that if we just had more willpower, or a better goal, we would be 
productive. But as James Clear writes in Atomic Habits: 

"You do not rise to the level of your goals. You fall to the level of your 
systems." 

We all have the same goal: to be productive, creative, and efficient. The difference 
between the person who is drowning in email and the person who is driving 
strategy is not their goal. It is their system. 
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When we rely on willpower to "try harder," we are fighting a losing battle against 
our own biology. Willpower is a battery that drains throughout the day. A system 
is a machine that runs regardless of how you feel. 

The Productivity Centaur is a fun name for making a real change in our 
productivity. It is a system designed to make the "good habit" easier than the 
"bad habit". 

 

Measuring Productivity 

 

The world of AI has been full of a bunch of snake oil promises. It has also been a 
scientific research space where new research has changed the way we live and 
work. These two things may seem contradictory, but even great tools can be 
overhyped and sold way beyond their capabilities. It’s really difficult to not only 
discern what is real advancement, but then to go further and figure out which of 
those advancements might be worth investing our time in to get real 
productivity gains. 

We need metrics so we can evaluate the utility of AI tools. In the realm of 
productivity this is often measured in the amount of deliverables over time 
increasing. This alone isn’t good enough though, because if we deliver ten times 
the work product at a very low quality we are not necessarily any better off. Then 
there is the amount of efficiency in our effort. If we increase the quantity and the 
quality at the expense of a workload that burns us out we also cannot sustain 
productivity for very long. 

So, our Key Performance Indicators should include: Quality, Quantity,  and 
Efficiency. As these are interdependent, we can think of an overall productivity 
score as: 

 𝑃𝑟𝑜𝑑𝑢𝑐𝑡𝑖𝑣𝑖𝑡𝑦 =  𝑄𝑢𝑎𝑙𝑖𝑡𝑦 ×  𝑄𝑢𝑎𝑛𝑡𝑖𝑡𝑦 ×  𝐸𝑓𝑓𝑖𝑐𝑖𝑒𝑛𝑐𝑦

 

How does AI affect our quality, quantity, and efficiency? For some tasks we can 
find a balance where the productivity score increases when AI is introduced and 
with others it goes down. AI might be productive for us to find a specific citation 
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we are trying to remember from a long scientific paper, but it might not be 
productive for us to rely on AI to produce an entire scientific paper for us. 

 

Yegor Denisov-Blanch has been doing research at Stanford University on the 
productivity of software engineers who use AI. His group has found an 
astonishing phenomenon, of those that use AI there is a vast gulf in productivity 
between them. AI alone does not make the engineers more productive. 

Preliminary research from Denisov-Blanch indicates that things like how 
organized the engineers notes, documentation, and code is has way more of an 
effect. The thoughtfulness of careful and deliberate review along with 
maintenance of the digital artifacts is what separates these two groups. The 
human being in the loop and taking deliberate actions for efficiency and quality 
is what allows the AI to assist, for some tasks, in increasing quantity and the 
overall productivity. 

 

The Trap of Cognitive Offloading  

 

There is a valid fear that relying on these tools will make us stupider. This is the 
danger of Cognitive Offloading. If you ask a generative AI to write your strategy 
you are outsourcing your judgment. You are letting the muscle of your critical 
thinking atrophy. 

The system I outline here is built to prevent that. 

We do not use the machine to replace the thought. We use the machine to hold 
the context. 

When you try to hold fifty different facts, dates, and emails in your head at once, 
you aren't thinking or carefully considering; you are juggling. Your brain is so 
busy trying not to drop the ball that it cannot look at the horizon. By offloading 
the memory to the architecture, we reclaim the cognitive capacity required for 
creativity. 
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The AI is not a vending machine that will serve up the finished work for us. The 
goal is to clear the noise so you can finally hear yourself think by working with a 
collaborative helper to handle the repetitive-boilerplate-drudgery. 

 

The Centaur and the Reverse-Centaur 
 

 

The core philosophy of this manual is simple: The role of the human mind is to be 
creative. In my opinion, creativity includes strategic judgment, project/task 
management, and complex problem-solving in its definition. Creativity is 
something that technological systems will only ever be able to imitate. It is 
something we hold dear, and it is the main feature of what a successful 
productivity system should help us enhance. 

In order to offload the monotonous and repetitive work, we need to enhance our 
creative engines with tools. When we make art, we want to use tools like brushes 
and paints to help our creative juices flow onto the canvas. We use the tool to 
serve us. We don’t want to have our bodies turned into the tool for an algorithmic 
driven system to direct us toward its faux-creative ends. 
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Author and activist Cory Doctorow speaks about this dynamic as the "centaur" 
and the "reverse-centaur”.  Doctorow writes: 

“Start with what a reverse centaur is. In automation theory, a "centaur" is a 
person who is assisted by a machine. You're a human head being carried around 
on a tireless robot body. Driving a car makes you a centaur, and so does using 
autocomplete. 

And obviously, a reverse centaur is a machine head on a human body, a person 
who is serving as a squishy meat appendage for an uncaring machine.” 

 

It is a distinction that defines the future of labor with AI. 

Are we the mind of a human with the enhanced body of a machine, or are 
we a mind of a machine with a controlled body of a human? 

 

Ⓘ    
Info 

The Chess Centaur 
 
The concept of the "Centaur" actually comes from the 
world of chess. After Deep Blue beat Garry Kasparov in 1997, 
the chess world didn't collapse. Instead, they created 
"Freestyle Chess" where humans paired with AI assistants 
played against other human-AI teams. The result? A human 
plus a machine consistently beat a machine alone. The 
human provides the strategy; the machine provides the 
tactical calculation. 

 

So, we must be deliberate about what tasks we offload to the machine body. 

One thing we can offload to great benefit is memory. 

The human mind is not built for remembering. We are built for pattern 
recognition. Memorizing whole tomes is not a common skill for most of us. Even 
if we could memorize every file path in our Google Drive, is that a good use of our 
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time? If I need to write a report or get a job done on a deadline, memorization is 
not part of a productivity system I find useful. 

We need to flip the dynamic. We need to become the Centaur. We can build 
systems and utilize tools to offload this work for us. We can build a memory 
system that we can use for recall and enhancing our creativity. 

  

Sovereignty Over the System  

 

I built this system because I was afraid. I saw a future where I was drowning in 
information, forced to rely on black-box algorithms to tell me what to do. I 
wanted to build a mechanism that put me back in control. 

In the Productivity Centaur architecture, the human is the Executive; the AI is the 
Staff. 

●​ The Staff (AI) gathers the files, summarizes the meetings, and organizes 
the calendar. 

●​ The Executive (You) makes the decisions. 

 

If you find yourself asking the AI “make the report for me?”, you have failed. The 
correct interaction is, “here is what I want to do; give me the data to support it.” 
This guide is a manual for maintaining rank. It is about building a system where 
the AI remains subservient to your mission, ensuring you remain the architect of 
your own work. 

 

The Structure of This Guide 
 

This book is a technical reference for building that system. It is designed to 
construct an integrated, AI-native productivity architecture that streamlines 
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cognitive efficiency by offloading low-value organizational overhead and the 
labor of remembering onto the machine. 

We will do this by fusing two proven methodologies: the CORE workflow 
(Capture, Organize, Review, Engage) and the PARA information structure 
(Projects, Areas, Resources, Archives). These systems allow us to move through a 
simple workflow that doesn’t rely on our willpower. They allow us to store our 
data without special tooling by focusing on structure rather than software 
features. 

However, theory is useless without implementation. While CORE and PARA are 
tool-agnostic, this manual is going to get opinionated. We are going to deploy 
this architecture specifically on Google Workspace. 

I will not argue that Google Workspace has some special feature set or that it is 
the "best" software in the world. Many tools have neat features. But Google 
Workspace is the most accessible productivity software stack I have available to 
me at work, and for many of you, it is the mandatory environment of your 
professional lives. Constraints are good for engineering. We are going to use 
Google Workspace tools (Keep, Drive, Docs, Calendar, Tasks, and Gemini) as our 
real-world example of the system in practice. 

 

A Privacy Warning 

 

Before we build, let’s check the foundation. Google operates on two distinct 
privacy tracks. You must know which one you are on. 

The Enterprise Track 

 If you are on a paid business or education plan, you are in a walled garden. 
Google explicitly states that your data is not used to train their models, and it is 
not reviewed by humans. Your usage is covered by a data processing agreement, 
and the enterprise likely has a data protection policy you can reference for what 
is safe to use in the system. 
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The Consumer Track 

If you use a personal @gmail.com account, you are in the open wild. By default, 
Google may use anonymized chats to improve their models, and human 
reviewers may see snippets of your conversations to grade the AI. If you use a 
“Free” account there are little data protections, and no sensitive information 
should ever be shared. 

With a “Pro” or “Ultra” account things change a little bit. If you use the Gemini 
App, on mobile or your PC, you can turn “Activity” off in order for your chats with 
Gemini not to be used for training. Doing so will disable some of the access to 
other Google Apps that Gemini would otherwise have. If you leave “Activity” on, 
you can still prevent your chats from being used for training purposes if you use 
NotebookLM, Google AI Studio, or the Gemini App “Temporary Chat” feature. 
These later methods receive similar data protections to Enterprise Track users. 

With any consumer method, chats are retained by Google for 72 hours for 
“safety” purposes. 

The Rule: If you are on a consumer account, you must practice Sanitization. 
Never feed the machine your Social Security Number, unreleased financial 
results, or your client's real names. 

 

 

How to Use This Guide 
 

This manual is modular. You can read it front-to-back, or use it as a reference for 
specific layers of your stack. 

In Part I, we will establish the foundational principles. We will dive deep into the 
CORE workflow in Chapter 2, defining exactly how to move information from 
your brain into your system. In Chapter 3, we will define the PARA structure, 
creating a "rigid geography" for your digital life so you never have to wonder 
where a file belongs. 
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In Part II, we get into the technical implementation. We will assign specialized 
functions to each tool in the Google ecosystem. 

●​ We will configure Google Keep solely as your high-speed Capture layer. 
●​ We will turn Google Drive into a rigid Storage layer that acts as your 

source of truth. 
●​ We will use Google Calendar and Tasks as the Temporal coordination 

layer to manage your time and output. 

In Part III, we introduce the game-changer: the AI-Native Flow. This is where we 
move beyond simple organization and into synthesis. We will look at 
NotebookLM, viewing it not just as a note-taking app, but as an intelligent 
synthesis engine. We will learn how to turn our static archives into 
conversational agents that can answer questions, summarize research, and help 
us generate insights. 

Then, in Part IV we will cover the maintenance rituals required to keep the 
engine running without it becoming a second job. As with any machine we have 
to clean it, repair it, and improve it over time. This part of the guide will help you 
navigate these actions and turn them into habits. 

Finally, Part V will elevate our system from the Cloud Stack to using agents on 
our own computer systems with Google Antigravity and Gemini-CLI. Here we 
take the reins of the AI and use our data to fully control its memories. 

 

By the end of this guide, the goal is to establish clear boundaries for each tool. 
The resulting infrastructure is designed to provide you with deep, actionable 
insight into your work, transforming a disparate collection of applications into a 
coherent, reliable, and instantly accessible knowledge base. 

We can choose one suite of tools. We can use it in a simple, straightforward way 
that is low friction. We can stay organized. And we can choose to offload the 
high-friction parts of productivity, allowing us to fully engage with the work we 
perform. 

 

Let’s build the architecture. 
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2  The CORE Workflow 

 

In Chapter 1, we talked about the "Centaur" and the goal of offloading our 
memory to the machine. But before we can build the storage facility for all that 
knowledge, we need to define the supply chain. We need to define the specific 
actions we take to move information from our messy mental space into our rigid 
digital system. 

If we don't define the workflow first, we just end up with a prettier digital 
graveyard. 

To keep this manageable, we are going to use a framework popularized by 
productivity expert Jeff Su called the CORE Workflow. It stands for Capture, 
Organize, Review, and Engage. 

 

These four steps act as the filtration system for your work. They ensure that what 
lands on your desk is actually worth your time, and that the rest is safely stored 
where the machine can remember it for you. 
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Capture: The Art of the Brain Dump 

 

Our minds thrive on the creative spark. Ideas fly into our heads like popcorn. But 
if you blink, they are gone. 

The human brain is a fantastic pattern-matching engine, but it is a terrible hard 
drive. Our biological RAM is volatile. The moment a new thought enters, the old 
one begins to degrade. We need a low-friction way to offload these sparks before 
they fade. 

This is the Capture phase. 

The goal here is speed, not tidiness. Whether it is a quote, a jotted note, a photo of 
a whiteboard, or a voice memo, the action must take seconds. If capturing an idea 
requires you to open a file tree and name a document, you have already lost. The 
friction is too high. 

 

⚠ 
Warning 

Keep Privacy in Mind 
 
When capturing sensitive data (medical records, legal 
disputes, proprietary code), we must apply a 'mask' 
before the data enters the Intelligence Layer.  
 
Do you have consent to record that call, take that photo, 
or move sensitive information into the Google 
ecosystem? 

 

 

In our system, we treat Capture as a "dumping ground." We don't worry about 
where the information belongs yet. We just want to get it out of our heads so we 
can stop spending cognitive energy trying to remember it. We stop relying on 
willpower and start relying on the catch-all. 
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🌐 
Example 

The Shower Thought Pipeline 
 
You are driving and suddenly realize the solution to a bug 
that has been plaguing you for weeks. You can't write it 
down. You tap the "Voice" icon on the Keep widget on your 
phone and speak your thought. Later, during your Review 
phase, you open Keep on your desktop. The audio is there, 
but so is the text transcript. You copy that text and paste it 
directly into the "Running Log" for that project in Drive, 
then archive the Keep note. You went from a fleeting 
thought at 60mph to a permanent project record without 
typing a word. 

 

 

 

Organize: Triage and Routing 

 

Once we have captured these sparks, they are at risk of becoming a digital hoard. 
If we just leave them in the pile, we will never find them again. 

The Organize phase is where we apply the first layer of structure. Think of this 
not as "filing," but as "triage." We are making quick decisions about the future of 
the data. 

In many systems, people get bogged down here trying to create perfect 
taxonomies or complex tagging structures. We are going to avoid that trap. 
Instead, we are simply routing the information to its correct home based on its 
actionability. 

 

Is this a task I need to do? 

Is this reference material for a project? 

Is this just something cool I want to read later? 
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We organize by "binning" these items into a simple structure. This prepares the 
data for the PARA system we will build in Chapter 3. By moving the data out of 
the messy capture pile and into a designated container we ensure that our future 
self can actually find it. 

Crucially, organizing should also be fast. It is a transition state, not a destination. 

 

💡     
Tip 

The 2-Minute Rule 
 
When you are processing your Capture inbox, use the 
famous "2-Minute Rule." If a captured item takes less than 
two minutes to complete (like replying to a quick text or 
filing a receipt), do not organize it. Just do it immediately. 
The energy required to file it, track it, and recall it later is 
higher than the energy required to just finish it now. 

 

 

 

Review: The System Audit 

 

This is the step most people skip, and it is the reason most productivity systems 
fail. 

You can capture everything perfectly and organize it beautifully, but if you never 
look at it again, your brain will stop trusting the system. The moment you stop 
trusting the system, you start keeping things in your head again, and all of those 
memories become “lost, like tears in the rain.” 

The Review phase is the heartbeat of your infrastructure. It is where we audit our 
data and make commitments. 
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Checking boxes is not enough here. We need to look at the organized data and 
decide when it becomes relevant. This is where we look at our Project lists and 
move tasks onto our Calendar. It is where we clean out the "Capture" inbox and 
ensure nothing is rotting in the queue. 

While Capture and Organize happen on the fly, Review requires dedicated time. It 
is a ritual. In Chapter 9, we will codify this as the "Weekly Migration," a 
non-negotiable meeting with yourself to ensure the engine is still running 
smoothly. 

 

Engage: The Centaur Moment 

 

Finally, we close the loop. It is time to Engage. 

In a traditional workflow, "Engage" just means "doing the work." It means 
staring at the blank cursor and trying to produce something. 

But in our AI-Native architecture, Engage means something different. This is the 
moment where the Centaur comes alive. Because we have successfully captured 
and organized our knowledge, we aren't starting from scratch. We are starting 
with a wealth of context at our fingertips. 

This is where we bring in the heavy lifting of AI. We use tools to synthesize the 
notes we captured. We query our data artifacts to find connections we missed. We 
use the machine to aggregate complex data sets so we can focus on the strategic 
judgment. 

When we engage we are having a conversation with our second brain to generate 
high-value output. We turn the fleeting sparks we captured in step one into 
concrete, finished work products. 

 

What does this look like in practice? 

It’s Friday at 3:00 PM and you need to send your manager the status of the four 
different projects you are juggling. Gmail threads, Google Chat messages, and 
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loose notes from meetings need to be combed through and synthesized into a 
clear and concise update.  

Using the CORE Workflow you captured artifacts from each of these. You 
organized them with the various project tags, and then reviewed them by 
migrating them to the logs and folders where they will live. 

Now you can engage directly with your system by loading up Gemini or 
NotebookLM to search your curated project data. You can ask: 

“Based on the notes from this week, what high level tasks were completed this 
week, what are potential or active blockers, and what are action items scheduled 
for next week?” 

Your system does the retrieval for you, and now you are free to be strategic. You 
get to choose how to effectively communicate this data to the audience you know. 
You can adjust the language as needed, and hit send on that email within ten 
minutes. 

 

Let's explore another example. You have been asked to write technical 
documentation for a new service your department just spun up. You know how to 
use it. You read dozens of pages of technical documentation and spoke with the 
vendor representatives at length, but how do you best communicate to your users 
how to get their tasks done? 

The blank page and blinking cursor stare back at you ominously. 

However, you don’t have a blank page. As you read that documentation you 
captured URLs. As you had those vendor meetings you stored transcripts. You 
organized those records with tags, and then filed them away during review. 

Now, you can chat with those records: 

“My users need to know how to use this software in the context of ABC Corp. 
What are the top five most essential pieces of information they need to know in 
order to successfully get their tasks done?” 

You get back an imperfect list of five items. However, three of the items are 
actually really important to your users, and one of them is critical specifically to 
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your users’ success. You ask your records to give you high level notes about this 
specific item and outline what a good communication strategy would be to teach 
about it. 

Suddenly, the blinking cursor is less intimidating. You have a suggestion of where 
to start, born directly from the records you chose to keep, and you are staged 
perfectly to make creative and strategic decisions using your own judgement and 
discernment. 

 

 

The system works because it respects the limits of your energy. It lets the 
machine handle the memory (Capture/Organize) and the maintenance (Review), 
so you are free to handle the genius (Engage).  

 

This is a great start, but it isn’t enough. We have gathered our data into a giant 
heaping pile, but if it’s unorganized clutter it still resembles garbage. As the 
adage goes, “garbage in; garbage out.” 

 

We need to declutter our digital hoard. 
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3  The PARA Structure 

 

In Chapter 2, we defined the supply chain. We established the CORE workflow to 
capture the sparks of brilliance from your mind and triage them before they fade 
away. But a supply chain is useless if the warehouse is a disaster zone. 

Once we have captured and organized our data, we face a critical question: Where 
does it actually go? 

When we capture data, it is easy enough to toss it into a giant digital heap. We tell 
ourselves that we will find it later. We rely on the search bar to save us. But as 
anyone who has searched their Google Drive for "Meeting Notes" knows, search 
is imperfect. You type in a keyword and are bombarded with five years of 
irrelevant documents, old drafts, and files shared by colleagues who left the 
company a decade ago. 

We need a better way. We need a rigid geography for our digital life. 

 

 

Just like a garden requires deliberate planning to keep the weeds from choking 
the vegetables, our digital garden requires a layout. We need a structure that 
allows us to find what we need, when we need it, without burning valuable 
cognitive energy. 
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But more importantly, in our AI-native system, this structure serves a second, 
more critical purpose. It acts as the context boundary for the machine. It tells the 
AI where to look so it doesn't get confused by the noise of the past. 

To achieve this, we are going to adopt a framework popularized by Tiago Forte 
called PARA. 

 

PARA stands for Projects, Areas, Resources, and Archives. 

Every single file, note, or document in your life belongs in one of these four 
categories. If it doesn't fit into one of these four top-level folders, it does not exist. 

Let’s break down these four plots of land in your new digital geography. 

 

Projects: Active Efforts 

 

The first and most important category is Projects. 

In the productivity world, we often confuse projects with hobbies or dreams. In 
the PARA system, the definition is strict. A Project is a series of tasks linked to a 
goal, with a specific outcome and a deadline. 

Projects are the things you are actively working to finish. They have a beginning, 
a middle, and an end. 

This might be "Renovate the Kitchen," "File 2025 Taxes," or "Q3 Policy Audit”. 

This distinction is vital for us. When you sit down to work, you want your tools to 
present you with the materials for your active projects immediately. You do not 
want them mixed in with recipes or old tax returns. By segregating your active 
work into this folder, you create a "hot zone" of relevance. This is the folder 
where you will spend 80% of your time. 
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Areas: Ongoing Commitments 

 

The second category is Areas. This is where most people get tripped up, so be 
careful with the distinction. 

While Projects have a deadline and a finish line, Areas are ongoing 
responsibilities that require maintenance over time. You never "finish" managing 
your finances. You never "finish" taking care of your health. These are standards 
you maintain indefinitely. 

 

⚠ 
Warning 

The Zombie Project Trap 
 
Be very careful not to let "Areas" disguise themselves as 
"Projects." A folder named "Get Healthy" is a Zombie 
Project. It has no deadline and no clear finish line, so it 
will sit in your Projects folder forever, mocking you. If it 
doesn't have a hard deadline, it is an Area (a standard to 
maintain), not a Project (a goal to achieve). Move it. 

 

 

In your digital system, Areas are the home for your running logs, your journals, 
your meeting notes, and your standard operating procedures. 

Think of it this way: Projects are about outcomes (getting the report done). Areas 
are about standards (keeping the car running). 

If you are a manager, "Hiring a new Director" is a Project. "Employee 
Development" is an Area. One ends when the person is hired; the other continues 
as long as you have a team. 
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Resources: Thematic Interests 

 

Next, we have Resources. This is your personal library. 

If an item is not something you are actively working on (Project) and it is not a 
responsibility you are maintaining (Area), but it is still interesting or useful, it 
belongs in Resources. 

This is where you store the cool articles you found, the web design inspiration, 
the recipes, or the code snippets you might need one day. 

 

The distinction between Areas and Resources can be subtle. I like to think of it in 
terms of utility. Areas are about you and your obligations. Resources are about 
the world and your interests. Your "Health Records" are an Area because you have 
to maintain them. "Workout Routines" are a Resource because they are reference 
material you might use one day. 

 

Archives: Cold Storage 

 

Finally, we have the Archives. 

This is the most liberating folder in the entire system. Archives are for anything 
that is no longer active. 

When a Project is finished, you move the entire folder to Archives. When you 
cancel a hobby or stop caring about a specific topic, that Resource folder moves to 
Archives. 

This is important because it prevents digital hoarding. We often keep files "just 
in case" because we are afraid of deleting them. The Archives allow us to keep 
everything without it clogging up our workspace. It moves the data to cold 
storage. It is there if you need it, but it is out of sight and out of mind, allowing 
you to focus entirely on actionability. 
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🌐 
Example 

The Lifecycle of a Conference 
 
You are assigned to organize the "2025 Team Summit." You 
create a folder in 01 Projects named "2025-05 Team 
Summit." For three months, you live in this folder. You store 
venue contracts, catering menus, and slide decks here. The 
day the summit ends, the project is done. You don't delete 
the files. You simply drag the entire folder into 04 Archives. 
Six months later, when you need to check how much you 
paid for catering, you search the Archives. The data is safe, 
but your active workspace is clean. 

 

 

Adapting PARA for AI 

 

Now, it’s time to put our storage philosophy to work. It isn't just to satisfy a 
librarian's urge for order. We are building this structure to protect our 
Productivity Centaur workflow. 

In an AI-native workflow, context is king. It is the memories we provide to the 
machine. Well structured inputs are more likely to lead to well structured 
outputs. 

Generative AI tools like NotebookLM and Gemini are incredibly powerful, but 
they are prone to "hallucination." If you give them too much conflicting 
information, they get confused. They confidently claim things that are incorrect. 

By using PARA, we are essentially creating "context firewalls" for our AI. 

Imagine you want to use NotebookLM to help you write that "Q3 Policy Audit." 
Because you have been rigorous with your PARA structure, you can simply point 
the AI to your "Q3 Policy Audit" project folder. You know for a fact that the only 
files in there are relevant to this specific deadline. 
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We are no longer feeding the AI "garbage in." We are now feeding it curated, 
high-signal data. Consequently, we won't get "garbage out”. 

If you didn't use PARA, and just had a giant folder called "Work," the AI might pull 
data from a security audit three years ago and present it as current fact. The rigid 
geography of PARA prevents this. It ensures that when we engage with our 
system, the machine is looking at the same map we are. 

This structure turns your file system from a storage unit into a retrieval engine. It 
is the foundation that allows us to stop searching and start synthesizing. 

 

We can also store our own context at any time. Have you asked Gemini a question 
about something you discussed with it yesterday, only for it to tell you it has no 
idea what you are talking about? We can fix that with context. We can condense 
our context into Chunks, save them, and then use them to provide context to 
future input. 

Context Chunks are just text files. They should be stored in your projects. I like to 
create a file called GEMINI.md. I keep mine in Markdown format, but you can 
name them anything and use whatever format you like. The key is consistency in 
our garden. So, choose a standard for storing context chunks and use that in 
every project. 

 

Now that we have the theory, let's look at the tools. In Part II, we are going to 
leave the abstract behind and start building this architecture inside Google 
Workspace. 
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II: The Tools 
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4   Google Keep for Capture 

 

In Chapter 2, we introduced the CORE workflow and the critical importance of 
Capture. We discussed how the human brain is a terrible hard drive and why we 
need to offload our ideas before they fade away. 

In Chapter 3, we built the PARA geography to give those ideas a permanent home. 

Now, we need the net. We need a tool that can catch the butterflies of our 
imagination without crushing them. In our Google Workspace architecture, that 
tool is Google Keep. 

 

High-Speed, Messy Capture 
 

There is a temptation to treat Google Keep as a lightweight version of Google 
Docs. You might try to write whole reports in it or use it to manage complex 
project plans. 

Resist this urge. 

In our system, Google Keep has one sole function: High-Speed Capture. 

It is the messy, chaotic inbox for your mind. It is where you dump a phone 
number, a quote from a podcast, a photo of a whiteboard, or a sudden realization 
about a strategy document. The goal here is speed, not tidiness. 

We often mix up "ideas" with "tasks." If an item has a due date or requires a 
specific action, it belongs in Google Tasks (which we will cover in Chapter 6). If it 
is a formal document, it belongs in Google Drive. Google Keep is for everything 
else. It is the waiting room for information that hasn't been processed yet. 
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We embrace the chaos here. We don't worry about folders or perfect formatting. 
We just want to get the data out of our heads so we can get back to what we were 
doing. 

 

💡     
Tip 

Location-Based Reminders 
 
Google Keep has a hidden superpower: Location 
Reminders. Instead of setting a time for a reminder, you 
can set a place. If you capture a note that says "Buy milk," 
you can click the bell icon and type in the address of your 
local grocery store. The moment your phone’s GPS detects 
you are at the store, the note will pop up on your lock 
screen. You don't need to remember to look at the list; the 
list looks for you. 

 

 

Accelerating Capture 
 

To make this work, we have to eliminate friction. If it takes you five clicks to open 
a note, you will likely lose the thought before you write it down. 

On the desktop, we have a secret weapon: note.new. 

If you type note.new or keep.new into your browser address bar and hit enter, 
Google will instantly spin up a fresh, blank note. I recommend bookmarking this 
command or setting it as a browser shortcut. It allows you to go from "thought" 
to "captured" in seconds. 

On mobile, this is even more useful. You are often away from your desk when the 
best ideas strike. It might happen during a commute, in line at the grocery store, 
or while cooking dinner. Placing the Google Keep widget on your home screen 
makes it easily accessible, and there are widgets available for capturing different 
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types of media. This allows you to bypass the app menu entirely and start typing 
with a single tap. 

 

Capturing Sources 

 

While note.new is perfect for thoughts that originate in your brain, the Google 
Keep Chrome Extension is essential for thoughts that originate from the web. 

We have all been there: You are reading an article and find a paragraph that 
perfectly supports a project you are working on. In the old way, you would open a 
new tab, open a document, copy the text, paste the text, switch back to the article, 
copy the URL, switch back to the document, and paste the URL. 

That is six steps. That is friction. By the time you are done, you have lost your 
reading flow. 

The Chrome Extension reduces this to two clicks. 

When you install the official extension, it lives in your browser toolbar. When you 
find that perfect paragraph, you simply highlight the text and click the Keep icon. 

It instantly creates a note with the highlighted text and automatically attaches 
the source URL to the bottom of the note. You can add a quick label (like 
#Research) and close the pop-up without ever leaving the page you are reading. 

This is a superpower for the Centaur workflow because it preserves provenance. 
When you eventually feed this note into an AI synthesis tool (like NotebookLM) 
in Part III, having the source URL attached means the AI can verify the context. 
You aren't just saving text; you are saving the breadcrumb trail back to the 
source. 

 

Text Recognition and Multimedia Capture 
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Sometimes, typing is too slow. Or maybe the information isn't in your head; it is 
in the world in front of you. 

Google Keep has powerful Optical Character Recognition (OCR) features that act 
as a bridge between the analog and digital worlds. If you are in a meeting and 
someone draws a diagram on a whiteboard, don't copy it down. Snap a photo of it 
in Keep. Later, you can use the "Grab image text" feature to turn that handwriting 
into searchable, digital text. 

The same applies to voice. The mobile app has a dictation feature that is superior 
to a standard voice recorder. When you record a voice memo in Keep, it doesn't 
just save the audio; it automatically transcribes it for you. You get the raw audio 
file and the text transcript in the same note. This is invaluable for capturing 
"shower thoughts" or long-form ramblings that you want to refine later. 

 

Ⓘ    
Info 

The OCR Backend 
 
The text recognition in Keep is powered by the same 
engine as Google Lens. This means it isn't just looking for 
shapes that look like letters. It is using deep learning to 
understand context. That is why it can read your messy 
whiteboard handwriting when standard PDF scanners fail. 
It is predicting what you meant to write based on the other 
words in the sentence. 

 

Minimalism is a Feature 
 

You will notice that Keep has very limited formatting options. You can make a 
checklist. You can bold. You can header. That is about it. 

Many users complain about this. They want more fonts, more colors, and more 
layout options. In our system, the lack of formatting is not a bug; it is a feature. 
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Formatting is a form of procrastination. When we fiddle with fonts, we feel like 
we are working, but we are just procrastinating. By stripping away these options, 
Keep forces you to focus on the content. 

To further this minimalism, you can go into your settings and disable "Display 
rich link previews." By default, if you paste a URL, Keep creates a giant preview 
card that takes up massive screen real estate. We want our inbox to be dense and 
scannable. Turn off the previews so you just see the text. 

 

If you find yourself needing more formatting that’s fine. That just means you 
found a Review task to do that moves your captured artifact into your PARA 
system. 

 

Triage: Lightweight Tagging 
 

Once the idea is captured, we need a way to find it again. However, we do not 
want to get bogged down in a complex filing system yet. This is where the 
Organize phase of CORE comes in. 

In Keep, we use lightweight tagging. 

Think of these tags as a trail of bread crumbs. We aren't building a library; we are 
just marking the trees so we can find our way back. I use simple, broad tags like 
#Project, #Journal, or #Reference. 

If I have an idea for my kitchen renovation, I might quickly tag it #Project. If I 
read a great quote, I tag it #Reference. This takes a split second but ensures that 
when I sit down to process my notes later, I can quickly filter by category. 

You can also use color-coding here. I often make all my #Reference notes blue 
and my #Project notes red. It adds a layer of visual hierarchy that helps speed up 
processing without adding administrative drag. 
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Workflow Integration: The Sidebar 
 

A great power user feature I like in Keep is the Sidebar. 

On the right side of Gmail, Google Calendar, and Google Docs, there is a small 
icon for Keep. When you click it, your notes slide out in a panel. 

This is a flow-state protector. It eliminates context switching. 

If you are writing a report in Google Docs and realize you need that statistic you 
captured earlier, you don't have to leave the tab. You open the sidebar, search your 
Keep notes, and drag and drop the text directly into your document. 

If you are in Gmail and receive an email that triggers an idea, you can open the 
sidebar and jot it down immediately, linking the note back to the email source. 
This keeps your focus tight and prevents you from getting lost in browser tabs. 

 

The Exit Strategy 
 

Finally, let’s look at the lifecycle of a note. 

Google Keep is an inbox, not a storage unit. If you leave notes in Keep forever, it 
becomes a swamp. 

The goal is to process these notes. During your Review phase (which we will 
detail in Chapter 9), you will go through your Keep inbox. You will take the ideas, 
flesh them out, and move them to their permanent home in Google Drive or 
NotebookLM. 
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Once a note has been processed you archive it. You can do this with a single click 
or by hitting the E key on your keyboard. 

This returns your Keep inbox to a pristine, empty state, ready to catch the next 
wave of ideas. 

In the next chapter, we will look at where those ideas go when they grow up. We 
will explore the rigid storage layer of Google Drive. 
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5  Google Drive: The Storage Layer 

 

In Chapter 4, we embraced the chaos. We used Google Keep to catch ideas as they 
flew at us, prioritizing speed over structure. 

But eventually, those ideas need to settle down. They need to become work 
products. 

If Keep is the "hot" layer of our atmosphere where things are volatile, Google 
Drive is the crust. It is solid. It is immovable. It is the Rigid Storage Layer. 

Most people treat Google Drive like a junk drawer. They create folders named 
"New Folder (2)" or save files to the root directory until they have to scroll for ten 
minutes to find a spreadsheet. 

In our AI-Native architecture, this is unacceptable. We are going to transform 
Drive into a pristine library. 

 

The Rigid Source of Truth 

 

Google Drive has one sole function in our system: It is the Source of Truth. 

It is not a place for scratchpads. It is not a place for "quick notes." It is where 
finished work and active project assets live. 

The rule is simple: If a file is in Drive, it is correctly named, correctly filed, and 
ready for retrieval. We do not allow "loose files" in the root directory. The root 
directory of your Google Drive should contain exactly four folders. 

If you open your Drive right now and see a list of orphan PDFs and untitled 
documents, your first step is to move them or delete them. We are building a 
clean slate. 
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⚠ 
Warning 

The “Shared with Me” Black Hole 
 
Never, ever try to organize the "Shared with Me" tab in 
Google Drive. That folder is a chronological feed of every 
file anyone has ever sent you. It is chaos by design. If 
someone shares a file that is critical for a project, do not 
leave it there. Create a shortcut to that file and place the 
shortcut inside your 01 Projects folder. Treat "Shared 
with Me" like a river you step into, not a shelf you 
organize. 

 

 

Implementing PARA in Drive 

 

We are going to take the theoretical PARA structure we learned in Chapter 3 and 
deploy it literally. 

Navigate to "My Drive" and create these four folders. Adding a number prefix to 
force them to sort in the correct order can make it quicker and easier to manage: 

●​ 01 Projects 
●​ 02 Areas 
●​ 03 Resources 
●​ 04 Archives 
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💡     
Tip 

Visualizing Folders with Emojis 
 
To make your folders instantly scannable, add a relevant 
emoji to the name. Be careful not to break your sort order. 
 

●​ 01  🚀  Projects 
●​ 02 🏔️  Areas 
●​ 03 📚  Resources  
●​ 04 🧊  Archives  

 
This hits the visual center of your brain faster than reading 
the text, allowing you to click the right folder almost 
instinctively. Windows (Win + .) and Mac (Cmd + Ctrl + 
Space) both have built-in emoji keyboards to make this 
easy. 

 

This is your geography. Every document you create, every spreadsheet you share, 
and every PDF you download must live inside one of these four containers. 

This structure creates a "path of least resistance" for your future self. You never 
have to wonder where a file is. Is it active? It is in Projects. Is it a responsibility? It 
is in Areas. Is it a reference? It is in Resources. Is it dead? It is in Archives. 

 

Projects: The Hot Zone and Date Prefixes 

 

The 01 Projects folder is where you will spend 80% of your working life. This 
contains the initiatives you are actively pushing forward right now. 

But a folder named "Kitchen Reno" or "Q3 Report" is not enough. In a digital 
system, names are metadata. 

We are going to use Strict Date Prefixes. 
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Every folder inside 01 Projects must start with the date you started it, in 
YYYY-MM format. 

●​ 2025-10 Kitchen Reno 
●​ 2025-11 Security Audit 
●​ 2025-12 Staff Hiring 

 

Why do we do this? 

First, it forces your computer to sort your projects chronologically. The newest 
work always floats to the bottom (or top, depending on your sort), keeping your 
current context grouped together. 

 

Second, and more importantly, it creates an "expiry date" on your work. If you 
open your Projects folder and see a folder named 2023-01 Website Redesign, 
you immediately know that this project has been stagnating for two years. It 
screams at you to either finish it or move it to Archives. 

It turns your file list into a timeline of your commitments. 

 

Areas: Preventing the Hoard 

 

The 02 Areas folder is different. Remember, Areas are ongoing responsibilities 
like "Finances," "Health," or "Car Maintenance." 
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The danger with Areas is that they become dumping grounds. If you have a folder 
named "Taxes," and you dump files into it for ten years, it becomes a useless 
swamp. 

To combat this, we use Sub-foldering by Year. 

Inside your 02 Areas > Finances folder, you should not see loose PDFs. You 
should see: 

●​ 2023 
●​ 2024 
●​ 2025 

 

This keeps the folder clean. When you are looking for a document, you usually 
know when it happened. "I need that invoice from last year." By segmenting 
Areas by year, you prevent digital hoarding and ensure that the folder remains 
navigable even after a decade of use. 

 

💡     
Tip 

Desktop Parity 
 
A really useful app to install on your machine is Google 
Drive for Desktop. With this, we can also access our files on 
our local system. This lets other productivity access happen 
locally, simplifies, moving local files to drive, and opens the 
door for advanced AI agent work that we will explore in 
Part V. 

 

 

Smart Chips and Metadata 
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Now that we have our files in the right boxes, we need to connect them. This is 
where Google Workspace shines as a "Centaur" tool. 

In the old days, files were islands. A Word doc didn't know a valid Excel sheet 
existed. 

In Google Docs, we have Smart Chips. 

When you are writing a strategy document in your 2025-11 Security Audit 
folder, and you want to reference a spreadsheet from your Finances Area, do not 
just type the name of the file. 

Type the @ symbol. 

A menu will pop up. Start typing the name of the file. Google will find it. Click it. 

This creates a dynamic link (a "chip") inside your document. When you or a 
collaborator hovers over that chip, you see a preview of the file, its owner, and its 
recent activity. 

By doing this, you are weaving a web of context. You are telling the system, 
"These two files are related." 

This is critical for the AI synthesis we will cover in Part III. When the AI reads 
your document, it follows these Smart Chips like hyperlinks. It understands the 
relationship between your Strategy and your Budget. You are building a 
knowledge graph without writing a single line of code. 

 

The Three Canonical Assets 
 

A folder structure is not enough. If you have a perfectly named "Project" folder, 
but inside it contains fifty separate Google Docs named "Note 1," "Note 2," and 
"Idea," you have created a digital landfill. 

To make this system work, we need to stop creating new files for every thought. 
We need to rely on consistent digital artifacts. 
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In the Centaur workflow, we aim to consolidate data into long-form, continuous 
streams. This is better for your brain because it reduces file-switching, and it is 
better for the AI because it provides a single, rich context window. 

Most of your folders should contain three types of files that you can import your 
captured notes into as you practice the Review rituals that we will discuss further 
in Chapter 9. 

 

The Running Log (Docs) 

Stop creating a new document for every meeting. Stop creating a new document 
for every brainstorming session. 

For every Project or Area, create a single document called Running Notes. 

When you move a note from Google Keep, or transcribe a meeting, you paste it 
into this document. You use an "Heading 1" formatted date at the top, and you 
push the older entries down. 

This creates a reverse-chronological history of the entire project in a single file. 
When you eventually ask an AI, "Summarize the key decisions we made 
regarding this project," it can read the entire narrative in one pass. If that 
information was scattered across twenty files, the context would be lost unless 
you added all twenty files individually. 
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💡     
Tip 

Markdown 
 
Markdown is a simple text format for making rich 
documents easily. AI works really well with the file format, 
and Markdown also makes our file artifacts interoperable 
with many other systems.  
 
You can convert a Google Doc to Markdown by selecting: 
File -> Download -> Markdown (.md). 

 

 

The Tracker (Sheets) 

For data that is structured (like expenses, fitness metrics, or content calendars) 
we use a Google Sheet. 

We do not create "Expense Report January" and "Expense Report February." We 
create "2025 Finance Tracker" and use tabs or rows for the data. 

This is the destination for the receipt data you capture in Keep. You don't leave 
the receipt in the inbox; you extract the data, put it in the Tracker, and archive the 
image. 

 

The Dashboard (Docs) 

For complex projects, you need a map. A Dashboard is a simple Google Doc that 
serves as the "Table of Contents" for the folder. 

This document lives at the top of your Project folder. It contains the high-level 
goals, the current status, and crucially, Smart Chips linking to the relevant 
Trackers and Running Logs. 

By standardizing on these three assets, you remove the decision fatigue of "What 
do I name this file?" You already know. It goes in the Log, the Tracker, or the 
Dashboard. 

47 



 

🌐 
Example 

The One-Click Deep Work Session 
 
It is Tuesday at 2:00 PM. Your calendar says "Deep Work: 
Strategy." Usually, you would spend ten minutes digging 
through folders to find the strategy document, getting 
distracted by Slack along the way. In the Centaur system, 
you open the Calendar event and click the single link in the 
description. It opens your "Project Dashboard" in Google 
Docs immediately. From there, you click the Smart Chip for 
the "Q3 Strategy Draft." You are editing the document 
within 30 seconds of the calendar notification. 

 

 

The Migration Strategy: Don't Sort the Trash 

Right now, you are probably looking at your Google Drive and feeling a sense of 
dread. You might have thousands of files sitting in your root directory or buried 
in a chaotic nest of folders from five years ago. 

The temptation is to open every single file, read it, and carefully decide where it 
belongs. 

Do not do this. That is a recipe for burnout. You will quit before you finish. 

Instead, use an "Archive First" strategy. We are going to separate the easy 
decisions from the hard ones. 

 

Step 1: Build the Scaffold 

First, create your four empty folders: 01 Projects, 02 Areas, 03 Resources, 
and 04 Archives. 
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Step 2: The Great Purge (Low Energy) 

Go through your existing files and immediately move anything you are not using 
into 04 Archives. To keep your Archives organized make a subfolder called old. 
As a best practice, I suggest having subfolders for each year, but for now that is 
too much work. We will just use this old subfolder for now. Just dump them in. 
Remember, search is powerful. If you need them, you can find them. This step 
usually clears out 50-70% of the clutter. It feels incredibly productive because it 
requires almost no brainpower. If you haven't opened it in a year, archive it. 

 

Step 3: Move the References (Medium Energy) 

Next, look for files that are clearly reference material (PDF manuals, templates, 
brand assets, or interesting articles). Move these into 03 Resources. This is also 
relatively easy because you don't have to worry about deadlines or "doing" 
anything with them. 

 

Step 4: The Final Sort (High Energy) 

Now, you are left with a much smaller pile. These are likely the active documents 
you interact with daily. Sort these into 01 Projects (if they have a deadline) or 
02 Areas (if they are ongoing responsibilities). 

 

By doing it in this order, you save your mental energy for the files that actually 
matter. You can often convert a decade of chaos into a pristine system in a single 
afternoon. 

 

The Foundation is Set 
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We now have a high-speed capture system (Keep) and a rigid storage vault 
(Drive). We have the raw materials and the warehouse. 

But a warehouse doesn't move itself. We need an engine. We need to manage the 
flow of time and action. 

In the next chapter, we will look at the Temporal and Execution Layers: Google 
Calendar and Google Tasks. This is where we take our static files and turn them 
into motion. 
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6   Calendar and Tasks: Time & Execution 

 

In Chapter 5, we built the warehouse. We established Google Drive as the rigid, 
unmoving geography where our work lives. 

But a warehouse is static. A project folder sitting in Drive does not complete itself. 
To turn our "Source of Truth" into actual output, we need to introduce the 
dimension of time. 

We need an engine that tells us what to do and when to do it. 

In the Google Workspace ecosystem, this engine is composed of two distinct but 
integrated tools: Google Calendar and Google Tasks. 

Most people mix these up. They put "Write Report" on their calendar at 2:00 PM, 
and they put "Meeting with Boss" on a to-do list. This is a category error. 

To build the Centaur workflow, we must respect the distinction between the 
Hard Landscape and the Soft Landscape. 

 

Integrating Time and Output 
 

Think of your workday as a game of Tetris. 

The blocks that are already locked in place at the bottom of the screen? That is 
your Hard Landscape. You cannot move them. You have to work around them. 

The blocks currently falling from the top? That is your Soft Landscape. You can 
rotate them, shift them, and slot them into the gaps. 
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If you treat a falling block like it is immovable, you lose flexibility. If you treat a 
locked block like it is movable, you crash. 

In our system: 

●​ Google Calendar manages the Hard Landscape (Time). 
●​ Google Tasks manages the Soft Landscape (Action). 

 

We integrate them to ensure that every minute of your day is accounted for, 
without becoming rigid robots who cannot handle an unexpected fire drill. 

 

Google Calendar: The Hard Landscape 
 

Your Calendar is sacred territory. It is for coordination and events. 

An item belongs on your calendar if—and only if—it must happen at a specific 
time. 

●​ Meetings: You cannot negotiate the start time of the All-Hands meeting. 
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●​ Deadlines: The grant proposal is due at 5:00 PM. 
●​ Personal Obligations: Picking up the kids or a doctor's appointment. 

 

Google Tasks: The Soft Landscape 
 

If the Calendar is the hard landscape of time, Google Tasks is the soft landscape 
of action. 

This is where you list the things that need to be done as soon as possible, but not 
necessarily at 10:00 AM sharp. 

●​ "Draft the Q3 Memo" 
●​ "Email the vendor about the invoice" 
●​ "Review the slide deck" 

 

These are the falling blocks. 

In the Google Workspace sidebar, Tasks sits right next to your Calendar. This is 
intentional design. When you look at your day, you see the meetings (Hard 
Landscape) on the left, and your list of actions (Soft Landscape) on the right. 

Your goal is to fit the Tasks into the empty spaces of the Calendar. 

Crucially, Google Tasks is not for "Projects." You do not put "Renovate Kitchen" as 
a task. That is a Project (which lives in your PARA folders in Drive). You put the 
next atomic action: "Call the contractor for a quote." 

 

💡     
Tip 

The Someday List 
 
Google Tasks allows you to create multiple lists. While your 
main list should be for active tasks, create a separate list 
called "Someday/Maybe." This is for those tasks that you 
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want to do eventually but don't need to see right now (like 
"Learn to speak Italian" or "Build a treehouse"). This keeps 
your daily view clean while ensuring your dreams don't get 
deleted. 

 

 

The Deep Link Rule 
 

Now we come to the most important technical rule of the Execution Layer. 

In a Centaur workflow, we must minimize Context Switching. 

Context switching is the brain drain that happens when you sit down to work 
and spend the first ten minutes looking for the file you need. You open Drive, you 
search, you scroll, you get distracted by an old email... and suddenly your energy 
is gone. 

We solve this with the Deep Link Rule. Every Calendar Event and every Google 
Task must contain a direct link to the relevant asset. 

●​ If you have a meeting: The Calendar invite must link to the "Running 
Notes" document. If you don’t own the Calendar event you can either 
create a shortcut to the shared notes, or manage a sub calendar where you 
copy the events (with only you as an attendee) that link to your private 
notes. 

●​ If you have a task to "Update Budget": The Task detail must link directly 
to the "Finance Tracker" spreadsheet. 

 

You are acting as a concierge for your future self. When 2:00 PM arrives, you 
shouldn't have to think. You click the link, and the exact document opens 
instantly. You bypass the search bar entirely. 
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This reduces the "activation energy" required to start working. You can slide into 
a flow state in seconds because the system serves up the context on a silver 
platter. 

 

Task Integration: Converting Communication to Action 
 

One of the biggest sources of anxiety is the "Action Item" hidden inside an email 
or a chat message. You read an email from your boss asking for a report, you 
think "I'll do that later," and then it gets buried under fifty newsletters. 

Google Workspace has a specific bridge for this. 

 

From Gmail: When you are reading an email that requires action, press Shift + 
T. Or, simply drag and drop the email onto the Tasks icon in the sidebar. 

This instantly creates a Task. But more importantly, it creates a "Deep Link" back 
to that specific email thread. 

You can now archive the email. It is out of your inbox. But when you are ready to 
do the work, you click the link in the Task, and it re-opens the original email 
thread so you have the context and the reply button ready. 

 

From Chat: If someone assigns you a task in Google Chat, hover over the 
message and click "Add to Tasks." 
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🌐 
Example 

The Empty Inbox Maneuver 
 
You open an email from a client asking for a revised budget 
by Friday. You know you can't do it right now. Instead of 
marking it "Unread" and letting it clutter your mind, you 
drag the email onto the Tasks sidebar. You set the date for 
Thursday and name it "Revise Budget." You archive the 
email immediately. On Thursday, the task pops up. You click 
the email icon on the task, and it re-opens the original 
thread so you can reply with the attachment. 

 

 

By aggressively moving these requests out of your communication channels and 
into your Execution Layer, you stop using your Inbox as a To-Do list. Your Inbox 
is for receiving; your Task list is for doing. 

 

Time Allocation Strategy: Playing Tetris 
 

So how do we actually execute? 

We use a strategy like "Playing Tetris." 

Every morning (or the night before), look at your Hard Landscape (Calendar). 
Identify the gaps. 

●​ "I have 30 minutes between the stand-up and the client call." 
●​ "I have a 2-hour Deep Work block in the afternoon." 

 

Now, look at your Soft Landscape (Tasks). Drag the blocks into the gaps mentally. 
In fact, you can actually drag the tasks from the sidebar into these gaps to 
schedule them. 
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●​ "I can fit three small emails into that 30-minute window." 
●​ "I will tackle the Strategy Doc during that 2-hour block." 

 

You are booking appointments with yourself to complete your tasks. 

If you find that you have zero gaps then you know immediately that you cannot 
complete any Tasks today. You have to renegotiate. 

This is the reality check. By seeing Time and Action side-by-side in the interface, 
you can make realistic promises about what you can achieve, rather than hoping 
for a miracle. 

In the next part of the book, we move beyond organization. We have our files in 
Drive, our notes in Keep, and our tasks in order. Now, we are going to ignite the 
engine. 

 

In Part III, we introduce NotebookLM and the era of Intelligent Synthesis. 
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III: The Synthesis 
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7   The Intelligence Layer 

 

In Part II, we built the body of the Centaur. We gave it a memory (Drive), a 
nervous system (Keep), and a sense of time (Calendar). 

However, a memory is useless if you cannot interact with it. 

The promise of the "Second Brain" never really delivered for me. We were told 
that if we saved enough bookmarks and highlighted enough PDFs, we would 
become geniuses. Instead, we just became digital hoarders. We built vast libraries 
of content that we never read again because the cognitive cost of retrieval was 
too high. 

We need a way to speak to our data. We need a tool that bridges the gap between 
our biological creativity and our digital storage. 

 

This is where the Intelligence Layer comes in. 

This layer serves as the neural interface connecting your mind to your machine. 
It extends your capacity while leaving the strategic judgement and creativity up 
to you. It acts as a cognitive exoskeleton, allowing you to lift heavy information 
loads that would otherwise be overwhelming. 

In the Google Workspace ecosystem, this layer is made up of two distinct 
engines: NotebookLM and Gemini. 
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⚠ 
Warning 

The Training Boundary 
 
NotebookLM is a powerful thinking partner, but on the 
free tier, you must treat it like a public library discussion 
room. It is relatively private, but you shouldn't shout 
your bank account password. 
 
For Personal Paid Accounts: Toggle off 'Gemini Apps 
Activity' if you want to stop your chats from being 
reviewed by humans, though this may limit some 
functionality. 
 
For Enterprise Users: Your data stays within your 
organization's cloud tenant. It is not used to train the 
base model. 

 

 

The Researcher vs. The Assistant 
 

Before we dive into the workflows, we must make a critical distinction. Many 
users confuse NotebookLM and Gemini, assuming they are the same "AI." 

They are not. They serve two opposing but complementary functions in the 
Centaur workflow. 

 

Ⓘ    
Info 

Understanding RAG 
 
The technology running NotebookLM is called RAG 
(Retrieval-Augmented Generation). Unlike a standard 
chatbot that answers from its "training data" (everything it 
learned from the internet up to a certain date), RAG forces 
the AI to look only at the documents you provided before 
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answering. It’s like an open-book test where the AI is only 
allowed to use the textbook you gave it. 

 

NotebookLM is "The Researcher". NotebookLM looks inward. It is designed to 
work exclusively with the documents you give it. 

●​ Superpower: It can read 50 documents at once, synthesize them, and 
provide answers with specific citations. 

●​ Constraint: It generally does not "know" about the outside world. It creates 
a "walled garden" of information. This is a feature, not a bug, because it 
drastically reduces hallucinations. 

●​ Use Case: "Analyze these ten project plans and tell me the risks." 

 

Gemini is "The Assistant" (Generative Intelligence). Gemini looks outward and 
across. It is integrated directly into your apps (Docs, Gmail, Slides) and has access 
to the broader internet. 

●​ Superpower: It is a creator. It can draft emails, rewrite paragraphs, 
generate images, and summarize long email threads instantly. 

●​ Constraint: Because it is designed to be creative and helpful, it can 
sometimes prioritize "sounding good" over strict accuracy if you aren't 
careful. 

●​ Use Case: "Draft a polite reply to this angry email" or "Summarize this 
meeting transcript and identify action items." 
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In this chapter, we will focus primarily on NotebookLM, as it requires a specific 
"Research Inbox" workflow to function effectively. In Chapter 8 and 10, we will 
explore how to use Gemini to accelerate your daily flow. 

 

The Research Inbox Model 
 

How do we use these practical terms? We use a model where we create an inbox 
for our research. 

Traditionally, doing research is painful. When you find a long article, you feel 
obligated to deeply read every sentence of it, highlight it, and summarize it. This 
can take hours. So, usually, you just keep the tab open for six months until you 
lose it due to an unexpected update or browser crash. 

With NotebookLM, we flip the script. We treat it as a frictionless dumping ground 
for context. 

When you are researching a topic you don't need to read every white paper or 
documentation library immediately. You just feed them into a notebook. You toss 
in the PDFs, the URLs, and the meeting transcripts. 

You are building a "context bucket." You are telling the system: "Here is 
everything I might possibly need to know about this topic. You read it so I don't 
have to." 

 

💡     
Tip 

Listen to Your Research 
 
NotebookLM has a feature called "Audio Overview" that 
turns your sources into a conversational podcast between 
two AI hosts. This is a game changer for "passive 
consumption." Upload that dense 50-page PDF, generate 
the audio, and listen to it while you commute or do the 
dishes. You will absorb the high-level concepts before you 
ever sit down to read the text. 
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Leveraging AI Search: Chaos Beats Order 
 

In Chapter 5, I told you to be ruthless about folder structures in Google Drive. I 
told you to use strict date prefixes and rigid hierarchies. 

In NotebookLM, I am telling you to forget all of that. 

 

Inside a notebook, chaos is acceptable. 

You can have fifty sources in a single notebook without any file naming 
convention. Why? Because you are not the one doing the retrieval. The AI is. 

NotebookLM uses "Semantic Search." It doesn't look for keywords; it looks for 
meaning. You can dump a messy transcript of a brainstorm session next to a 
formal academic paper. When you ask a question, the AI stitches them together 
based on the concepts, not the file names. 

In this specific layer of the stack, a messy pile of high-quality sources is more 
valuable than a perfectly organized library of empty folders. 

 

Creating Specialized Agents 

 

However, we do need some structure. We don't want one giant notebook for our 
entire life. That would be like trying to have a conversation about cooking, taxes, 
and alien invasions at the same time. The AI would get confused. 

 

We create Specialized Agents. 
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We align our notebooks with our PARA structure. 

●​ Project Notebooks: You have a specific notebook for "Q3 Security Audit." 
You only upload documents relevant to that audit. 

●​ Area Notebooks: You have a notebook for "Health." You upload your 
workout logs and diet plans. 

 

By creating these boundaries, you are effectively creating a team of experts. 
When you open your "Security Audit" notebook, you are stepping into a room 
with an expert who has memorized every single document about that audit and 
nothing else. This reduces hallucinations and keeps the insights razor-sharp. 

 

Conversational Research 
 

Once your sources are in the box, the magic happens. You stop "searching" and 
start "interrogating." 

You don't hit Ctrl+F to find "budget." You open the chat interface and ask:  

"Based on the vendor emails and the internal policy doc, are we allowed to 
approve this budget variance?" 

The AI scans the specific sources you provided, cross-references the policy 
against the email, and gives you an answer with citations. 

This is the Centaur Moment. You are not doing the rote work of 
cross-referencing. You are doing the executive work of asking the right question. 
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🌐 
Example 

The Instant Onboarding Protocol 
 
You just joined a new committee that has been meeting for 
six months. They dump a folder of thirty different Google 
Docs and PDF minutes on you. You don't read them. You 
upload the entire folder to a new NotebookLM. You ask the 
notebook: "What are the top three controversial decisions 
this committee made in the last six months, and who voted 
against them?" The AI scans the minutes and gives you a 
summary. You walk into your first meeting knowing 
exactly where the political landmines are. 

 

We can move further and transform our conversation into a visual experience or 
even file output. In Gemini there is an option to use Canvas mode. Canvas mode 
will generate files. These files can be rich text (markdown) reports, code files, and 
more. This allows us to operate on a small collection of files in specific formats 
within a conversation. 

In Part V we will explore using AI agents on your system locally to use this same 
style of working with Gemini in advanced use cases. Consider Canvas as a 
staging area with “training wheels” for what we will later turn into full project 
synthesis. 

 

Capture First, Ask Later 
 

This workflow unlocks a massive productivity hack: The Power of Deferral. 

In the old world, information overload paralyzed us. We had to decide now if an 
article was worth reading. In the new world, we capture first and ask later. 

See a 50-page report? Don't read it. Put it in the notebook. See a dense technical 
manual? Put it in the notebook. 
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You can defer the cognitive load until you actually have a specific question. You 
might never read that 50-page report. But in three weeks, when you need one 
specific statistic from page 42, you can ask the notebook, and it will retrieve it 
instantly. 

We are hoarding potential knowledge, knowing that the cost of retrieval has 
dropped to zero. 

 

The Exit Strategy 
 

Finally, remember that NotebookLM is a thinking tool, not a publishing tool. You 
do not write your final report inside NotebookLM. 

You use it to generate the outline, find the quotes, and synthesize the arguments. 
But then, you must export. 

You copy the insight and paste it into a Google Doc (your "Canonical Asset" from 
Chapter 5). You turn the insight into a Google Task. 

NotebookLM is the kitchen where you chop the ingredients and cook the meal. 
But you serve the dinner on a plate. Don't leave your best ideas trapped in the 
chat window. You are the chef, and you are responsible for making sure the 
ingredients are good, the cooking process is correct, and the presentation meets 
your requirements. 
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8   The Flow State 

 

We have built the Centaur’s body and we have ignited its engine. We have a rigid 
storage system in Drive, a high-speed capture system in Keep, and an intelligent 
synthesis engine in NotebookLM. 

But there is one final enemy we have to defeat: Friction. 

Even with a perfect system, you still lose time whenever you switch tabs. You lose 
focus every time you copy data from a meeting invite to a document. You lose 
momentum every time you have to open a separate app to assign a task. 

In this chapter, we are going to use the "Smart Canvas" features of Google 
Workspace to bond these layers together. We are going to turn your documents 
into interactive dashboards that talk to your Calendar, your Tasks, and your Files 
without you ever leaving the page. 

 

Eliminating Context Switching 
 

Context switching is the silent killer of productivity. Every time you Alt-Tab away 
from your work to find a file or check a date, you pay a cognitive tax. It takes time 
to re-orient yourself. 

 

The solution in our architecture is the Smart Chip. 

By using the @ symbol inside Google Docs, Sheets, or Gmail, you convert static 
text into dynamic data. You are creating portals between your apps. 

When you type @ followed by a person's name, a file name, or a date, you aren't 
just typing words. You are embedding a live link to that object. This means your 
"Running Log" document isn't just a text file anymore; it is a control panel. You 
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can preview files, check someone's location, or book a meeting directly from the 
document. 

 

💡     
Tip 

The People Chip Context 
 
When you use a People Chip (@Name) in a Google Doc, you 
aren't just making the text blue. You can hover over that 
chip to see their time zone, their current "Out of Office" 
status, and even their recent calendar availability. You can 
check if your colleague is free for a chat without ever 
leaving the document you are working on. 

 

 

Automating Meeting Documentation 
 

Let's look at the most common source of friction: The Meeting. 

Usually, you have a Calendar event. Then you open a blank Doc for notes. Then 
you have to type out who attended. Then you have to paste the agenda. It is 
tedious administrative work. 

We can automate this using the @meeting notes function, but we must be 
careful about permissions. 

 

The Public Record (You are the Host)  

If you are running the meeting, type @meeting notes and select the event. The 
system will inject the attendees and agenda. It will then prompt you to "Share & 
Attach". If you click this, the document is instantly shared with all attendees and 
linked to the calendar invite. This is perfect for official minutes. 
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The Private Log (You are an Attendee) 

Often, you want to take private notes that you do not want to share. If you use the 
standard @meeting notes feature, you risk accidentally sharing your private 
thoughts. To solve this, use the Shadow Calendar technique we mentioned in 
Chapter 6. 

1.​ In Google Calendar, duplicate the event to your private calendar (make sure 
you are the only attendee on this copy). 

2.​ In your Running Log, type @meeting notes and select the private copy of 
the event. 

3.​ This pulls in all the data but links it to a safe, private calendar entry. 

 

You get the speed of automation without the risk of exposure. 

 

Creating Project Dashboards 
 

In Chapter 5, we discussed the "Dashboard" document as a map for your projects. 
To make this map effective, it needs to be visual. 

You don't want to read a paragraph to know if a project is on track. You want to 
see a green light. 

We use the @dropdown chip to create custom status trackers. You can configure a 
chip to toggle between "Not Started" (Grey), "In Progress" (Yellow), and 
"Complete" (Green). 

Place these chips right at the top of your Dashboard or Project Log. When you 
open the file, you get an immediate visual health check. 

Combine this with the @today chip. When you type @today next to a status 
update, it inserts the current date. But unlike static text, this date is smart. If you 
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assign a task, the system knows that @today means a specific point in time, 
allowing you to track exactly when a project moved from Yellow to Green. 

 

 

Smart Tasks in Docs 
 

Here is where the "Soft Landscape" of action (Chapter 6) meets the "Rigid 
Storage" of files (Chapter 5). 

Often, you are typing notes in a Doc and you write: "Action Item: Email the 
vendor." In the old world, that text would die in the document. You would forget 
to do it because it never made it to your To-Do list. 

 

In the Centaur workflow, we use Smart Tasks. 

In your document, highlight the action item and click the checkmark icon (or 
type @task). You can assign this task to yourself or a colleague and set a due date. 

Crucially, this item now automatically appears in Google Tasks. 

You do not have to open the Tasks app. You do not have to copy-paste. The 
document pushes the action directly into your execution engine. And when you 
check it off in Google Tasks three days later, it automatically crosses itself out in 
the Google Doc. The loop is closed. 
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🌐 
Example 

The Live Meeting Agenda 
 
You are in a meeting taking notes in your "Running Log" 
Doc. A colleague agrees to contact a vendor. You type "@" 
and their name to tag them, then click the checkbox to turn 
it into a Task. You assign a due date of next Wednesday. 
This action automatically puts a task on their personal 
Google Tasks list. You didn't have to send a follow-up email 
or remind them. The document managed the delegation for 
you. 

 

 

Leveraging AI in Communication 
 

Now we bring in Gemini, the "Assistant" we defined in Chapter 7. 

While NotebookLM helps us think, Gemini helps us communicate. However, 
there is a trap here. 

When you see the "Help me write" button, the temptation is to type a three-word 
prompt like "Apologize to client" and let the machine generate the entire 
message. 

 

Do not do this. 

 

This is the definition of the Reverse-Centaur. You are abdicating your voice to an 
algorithm. The machine does not know your relationship with the client. It does 
not know the subtle political context. It produces generic, soulless text that 
erodes trust. 
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Instead, use Gemini as an Editor. 

Write your draft first. Be messy. Get your actual human intent down on the page. 
Then, use Gemini to polish the delivery. 

 

The Critique Workflow  

Don't ask Gemini to write; ask it to review. Highlight your draft and use a prompt 
like:  

"Check this email for clarity and professional tone. Highlight any sentences that 
might sound defensive and suggest improvements." 

Gemini will act as a second pair of eyes. It might catch that you sounded 
passive-aggressive when you meant to be firm. It might suggest a clearer way to 
phrase a technical requirement. 

 

The Translation Workflow 

Alternatively, write your intent in bullet points (the "Hard Landscape" of facts) 
and ask Gemini to translate it into prose. 

●​ "We are late because of the vendor." 
●​ "Need two more days." 
●​ "Can we push the meeting?" 

Prompt:  

"Draft an email to my manager conveying these points. Keep the tone confident 
and solution-oriented, not apologetic." 

In this workflow, you provide the strategy and the facts. The AI simply handles 
the syntax. You remain the author; the machine is just the typist. 
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The Sanitization  Workflow 

The machine does not need to remember everything forever. Just as we archive 
files, we must flush our neural cache. 

●​ Delete the Chat: Once you have extracted the insight (the 'Artifact') from 
Gemini, delete the chat session. Do not leave sensitive queries sitting in 
your history for 18 months. 

●​ The Temporary Chat: If you need to ask a sensitive question (e.g., 'How do 
I handle a difficult coworker?'), use the 'Temporary Chat' feature 
(Incognito mode for AI). This ensures the conversation is not saved to your 
history or used for training. 

Be aware of your environment's data retention requirements. For example, some 
Enterprise workspaces may prohibit deletion of content. 

 

Generating Personalized Materials 
 

Finally, we can combine Gemini with our PARA structure using the @file 
command. But we must use it correctly. 

Generic AI prompts give generic answers. But even when we point Gemini to our 
specific files, we must be careful not to let it drive the narrative. 

If you ask Gemini, "Draft an executive summary based on @Project Log," it will 
guess what is important. It might highlight a minor bug fix and ignore a major 
political win because it lacks the context of your organization's goals. 

 

Instead, use Gemini to sift through the records. 

You write the story. You know the strategic status. Use the AI to fill in the hard 
data that is tedious to look up. Then you just have to verify it. 
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The Fact-Checker Workflow 

You are writing an update claiming that the project is back on track. You need to 
prove it. Instead of scrolling through three weeks of notes, type:  

"Based on @Running Log, list the three key decisions made regarding the server 
migration in the last two weeks." 

Gemini extracts the specific dates and decisions. You then weave these facts into 
your narrative. You provide the judgment ("We are on track"); the AI provides the 
data and points you to where you can verify it. 

 

The Risk Audit 

Before you hit send on a status report, use Gemini as a safety net.  

"I am reporting that this project is Green. Based on @Risk Register, are there any 
open high-priority risks I should acknowledge?" 

This allows you to maintain your flow state. You don't have to stop writing to go 
dig through a spreadsheet. You simply ask the system to verify your assertions. 
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IV: The Rituals 
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9   System Maintenance and Rituals 

 

We have built a powerful engine. We have the CORE workflow to capture ideas, 
the PARA structure to store them, and the Intelligence Layer to synthesize them. 

But there is a universal law that affects every system in the universe, from steam 
engines to galaxies to your Google Drive: Entropy. 

Entropy is the tendency for order to degrade into chaos. If you leave a garden 
alone, weeds take over. If you leave a house alone, dust collects. If you leave your 
productivity system alone, it becomes a digital landfill. 

Most productivity systems fail here. People get excited about the setup, but they 
ignore the maintenance. They treat their system like a "set it and forget it" 
appliance. 

 

The Centaur is not an appliance. It is a living workflow. And like any living thing, 
it requires grooming. 

 

The Necessity of Scheduled System Review 

 

In the Centaur model, the human provides the strategic judgement, but you 
cannot make good judgments if your view of the battlefield is obscured by 
clutter. 

If your Google Keep is full of three-month-old notes, you will stop checking it. If 
your Project folders are cluttered with "Untitled Documents," your AI will start 
hallucinating because it can't tell the signal from the noise. 

We need a mechanism to reset the system to a pristine state. We need to clear the 
cache so the machine runs fast and our minds remain clear. 
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We call this The Weekly Migration. 

 

The Weekly Migration 

 

This is an important meeting with yourself you can place on your calendar. I 
recommend scheduling it for Sunday evening or Monday morning. It should take 
no more than 30 minutes. 

This is not work. You are not writing emails or fixing bugs. You are the mechanic 
in the pit stop, changing the tires and refueling the car so it can race for another 
week. 

 

We follow a strict three-step protocol. 

 

 

Purging Keep 

Open Google Keep. This is your "High-Speed Capture" layer. By the end of the 
week, it is likely a mess of random thoughts, grocery lists, and half-baked ideas. 

Your goal is Inbox Zero. 
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Go through every note. You have three choices: 

1.​ Archive it. If it was a grocery list or a temporary reminder, trash it in the 
archive. 

2.​ Action it. If it is a task ("Call Mom"), create a Google Task and archive the 
note. 

3.​ Migrate it. This is the most important step. If the note contains valuable 
project information, it cannot stay in Keep. It must move to the Rigid 
Storage Layer. 

Copy the text and paste it into the Running Log (Chapter 5) of the relevant 
Project or Area. Then, archive the note in Keep. 

 

By the time you finish, your Keep dashboard should be empty. You have flushed 
the pipes. You have ensured that no "orphan knowledge" is trapped in the capture 
layer. 

 

Syncing the AI 

This step is unique to our AI-Native architecture. 

In the old days, once you filed a document, you were done. But now, you have 
NotebookLM notebooks relying on that data. 

If you spent the week adding new meeting notes, new PDFs, and new strategy 
docs to your "Q3 Security Audit" folder in Drive, your "Security Audit" notebook 
in NotebookLM is now out of date. It doesn't know about the new files yet. 

Take five minutes to sync your notebooks. Open your key notebooks. Add the 
new sources you created this week. If you updated any Google Docs or Sheets 
that are already sources, click on those sources and select “click to sync with 
Google Drive” to make sure your notebook is up to date. 

This is how we "teach" the Centaur. We are explicitly telling the AI: "Here is the 
new context. Learn it." This ensures that when you ask a question next Tuesday, 
the answer will include the data you generated last Friday. 

78 



 

Committing Time 

Finally, look at the week ahead. 

Open your Google Tasks (Soft Landscape) and your Calendar (Hard Landscape) 
side-by-side. 

Look at the empty slots in your calendar. Now, drag your tasks into those slots. Be 
realistic. If you only have one free hour on Tuesday, do not schedule three hours 
of deep work. 

Crucially, enforce the Deep Link Rule (Chapter 6). 

You are acting as a concierge for your future self. You are setting the table so that 
when Monday morning arrives, you don't have to think. You just sit down, click 
the link, and go. 

 

⚠ 
Warning 

The Friday Afternoon Slump 
 
Do not try to do your Weekly Review on Monday 
morning. Monday mornings are for execution and high 
energy. If you start your week with administrative filing, 
you kill your momentum. Do your review on Friday 
afternoon when your brain is already tired and you can't 
focus on deep work anyway. It closes the loops so you 
can enjoy your weekend guilt-free. 

 

 

The Project Post-Mortem 
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The final ritual happens not weekly, but at the end of a lifecycle. 

When a project is finished, we often just stop working on it. The folder sits in 01 
Projects for months, gathering digital dust. 

We need to be ruthless about closing loops. 

When a project is done, move the folder to 04 Archives. But before you do, use 
the AI to generate a Tombstone. 

Open Gemini or NotebookLM. Point it at the project's Running Log. Prompt it:  

"Summarize the key outcomes, final metrics, and lessons learned from this 
project. Generate a one-page closing statement." 

Save this summary at the very top of the folder. 

Why do we do this? Because two years from now, you will forget the details. 
When you eventually search your Archives for this project, you don't want to 
wade through hundreds of daily notes. You want to read the Tombstone. 

 

🌐 
Example 

The Project Tombstone 
 
You just finished a complex "Security Audit" project. Before 
you archive it, you open Gemini in the side panel of the 
"Running Log." You ask it to "Summarize the three biggest 
risks we found and the three fixes we implemented." You 
copy that summary and paste it at the very top of the 
document in bold text. Then you move the folder to 
Archives. Two years later, when an auditor asks what you 
did, you don't have to read the whole log. You just read the 
summary you left for yourself. 

 

You are using the AI to compress months of work into a single, high-signal 
artifact. Once that is done, move the folder to Archives. 
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But it’s not just us who forget. It’s not just the human who will need this context 
and memory in the future. We have just created a bite-sized Context Chunk for 
our overall system. 

 

The Recursive Centaur 
 

I want to close this chapter on Rituals with a confession. 

Everything you have read in this book was used to write this book. 

 

This manual is a product of "dogfooding." It is the result of the exact Centaur 
workflow I have described to you. 

●​ Capture: The initial concepts for "The Centaur" and "Reverse-Centaur" 
were captured as messy voice memos in Google Keep while I was going for 
walks.. 

●​ Organize: Those notes were migrated into a Google Drive project folder 
labeled 2025-10 Productivity Book. 

●​ Synthesis: I didn't write this from scratch. I used NotebookLM as a 
Research Inbox. I fed it my journals, my old blog posts, and technical 
documentation on Google Workspace. I interrogated that notebook to 
generate the outline. 

●​ Execution: I used Google Tasks to manage the chapter deadlines and 
Google Docs to write the manuscript, using Gemini to critique my tone 
and check my clarity. 

This book is the artifact of that project. 

 

And now, the loop begins again. 

In my system, this finished book does not just disappear into the Archives. It 
becomes a Resource. I will take this finished manuscript and feed it back into the 
Centaur engine as a new piece of context; a new memory. I will upload it to a new 
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NotebookLM agent. Now, when I start my next project I don’t have to worry that 
my synthesis is in a format that creates friction with my system. The system 
becomes self aware and can craft outputs to the specifications I outlined here. 

The output of the last cycle becomes the input for the next.  

 

This phenomenon is what cognitive scientist Douglas Hofstadter calls a Strange 
Loop. It is a structure that, by moving upwards through levels of abstraction, 
unexpectedly finds itself back where it started. By building this architecture, you 
are not just building a file cabinet; you are creating a loop of self-reference. 

1.​ You (the Architect) design the System. 
2.​ The System manages your chaos, clearing your mind. 
3.​ Your Clear Mind gains the capacity to upgrade the System. 

You are the painter and the painting, the coder and the code. As Hofstadter wrote 
in I Am a Strange Loop: 

"In the end, we self-perceiving, self-inventing, locked-in mirages are little 
miracles of self-reference." 

 

Don't just use the system to get work done. Use the system to see yourself more 
clearly. Let the machine hold the mirror, so you can direct the reflection. 
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10   Strategic Intelligence 

 

In Part I, we built the architecture. In Part II, we deployed the tools. In Part III, we 
ignited the synthesis engine. In Part IV, we established the rituals to keep it alive. 

If you have followed the steps in this manual, you no longer have a "messy digital 
life." You have a Productivity Centaur. You have a system that remembers for 
you, organizes for you, and synthesizes for you. 

Now, we have to learn how to drive it. 

Having a Ferrari in the garage doesn't make you a race car driver. Having a 
sophisticated AI-native knowledge base doesn't make you a strategist. You have 
to learn how to speak the language of the machine. 

 

This chapter is about Prompt Engineering, but not in the way you usually hear 
about it. We aren't trying to trick the AI into writing a poem. We are learning how 
to extract high-level strategic intelligence from the data we have painstakingly 
curated. 

 

Talking to Your Projects 
 

Most people get mediocre results from AI because they ask mediocre questions. 
They type things like, "Write a report about this project." 

The AI, lacking context, will produce a generic, fluffy report that sounds like it 
was written by a corporate robot. 

To get "Centaur-level" output, we need to be specific. We use a four-part structure 
for every major interaction: Persona, Task, Context, and Format. 
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Persona (Who is the AI?)  

Don't just ask for an answer. Tell the AI who it is. 

●​ Weak: "Check this budget." 
●​ Strong: "Act as a CFO with 20 years of experience in non-profit finance." By 

setting the persona, you prime the model to use specific vocabulary and 
look for specific risks. 

 

💡     
Tip 

The Persona Prompt 
 
Notice the difference a Persona makes: 
 

Standard Prompt: "Review this email." 
Result: The AI checks for grammar and spelling. 

 
Persona Prompt: "Act as a PR Crisis Manager. Review 

this email." 
Result: The AI ignores the grammar and instead warns 

you that your second paragraph sounds defensive 
and could be misinterpreted by the press. The 
Persona changes the lens through which the AI views 
the data. 
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Task (What is the verb?) 

Be ruthless about the verb. "Write about" is weak. "Analyze," "Critique," 
"Summarize," or "Translation" are strong. 

●​ Strong: "Identify the three biggest risks in this project plan and propose a 
mitigation strategy for each." 

 

Context (Where is the data?) 

This is where our PARA structure pays off. You don't have to type out the history 
of the project. You point to it. 

●​ Strong: "Use the @Running Log and the @Finance Tracker as your 
primary source material." 

This is also where you can include your Context Chunks (see Chapter 3). 

 

Format (What does the output look like?) 

Do not let the AI guess. If you want a table, ask for a table. If you want a memo, 
ask for a memo. 

●​ Strong: "Output the results as a bulleted list of action items, followed by a 
polite email draft to the stakeholders." 

 

When you combine these, you get a "Super-Prompt":  

"Act as a Senior Project Manager (Persona). Review the attached @Project 
Plan (Context) and identify any timeline conflicts (Task). Present your findings 
in a table with columns for 'Conflict', 'Impact', and 'Suggested Fix' (Format)." 
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💡     
Tip 

Prompt Chunks 
 
Just like we have mentioned with Context Chunks, you can 
store Persona, Tasks, and Format Chunks as well. Then you 
can simply add your Chunks to your prompt by referencing 
them instead of rewriting the same parts of the prompt 
each time. 
 
An example prompt might be: 

“Using the attached ghostwriter-persona.md do the 
weekly-status-email-writing-task.md considering my 
work-log-context.md and output it as specified in 
work-email-format.md” 
 

This further allows you to modify and improve these 
personas, tasks, context, and formats as needed. 
 
This method of building up context is known as Context 
Engineering and helps our system move beyond simple 
prompts. 

 

Leveling Up: Iteration and Constraints 
 

Even with a perfect prompt, the first result is rarely perfect. The Centaur 
workflow is iterative. 

Treat the AI like a junior analyst. If a junior analyst brought you a report that was 
too long, you wouldn't fire them. You would say, "Good start, but make it half as 
long and focus more on the budget." 

Do the same with Gemini. 
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The Power of Constraints 

AI thrives on constraints. If you give it infinite freedom, it hallucinates. If you 
give it walls, it gets creative. 

●​ "Summarize this in exactly three sentences." 
●​ "Explain this to a five-year-old." 
●​ "Critique this argument assuming you are a hostile competitor." 

By applying these constraints, you force the model to process the information 
more deeply. You are using the machine to stress-test your own ideas. 

 

Reference: Executive Use Cases 
 

Let's look at how this applies to high-level leadership. If you are a CIO or COO, 
your job isn't to write code or balance the books. Your job is Pattern Recognition. 

You can use your Centaur to simulate high-level governance. 

 

The "Pre-Mortem" 

Before you launch a major initiative, feed your project plan into NotebookLM. 

●​ Prompt: "Act as a pessimistic CIO. Review this deployment plan and tell me 
exactly why it will fail in the first month." The AI will ruthlessly exploit 
gaps in your logic that you missed because you were too optimistic. 

 

The "Translation Layer" 

You often have to translate technical reality into business speak. 

●​ Prompt: "Take this technical incident report regarding the server outage 
incident_report_logs.csv and rewrite it as an update for the Board of 
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Directors. Remove the jargon, focus on the business impact, and 
emphasize our recovery speed." 

 

The "Session Anchor" 

After working with Gemini for a long session, we don’t want to lose our context. 

●​ Prompt: "Analyze our entire conversation, gather it into concise context 
that should be stored for a future conversation with Gemini, then provide 
that context as a markdown code block that I can copy into my records." 

 

Reference: Strategic Brainstorming 
 

For roles like the CMO, the focus is on Differentiation. 

You can use the system to escape your own echo chamber. 

 

The Competitive Devil's Advocate  

Load your marketing strategy into a notebook. Then, paste in the public mission 
statements or press releases of your top three competitors. 

●​ Prompt: "Compare our Q3 strategy against the stated goals of Competitor X. 
Where are they outflanking us? What is our unique value proposition that 
they cannot claim?" 

 

The content Flywheel 

Use your Resources folder (Chapter 3). If you have a folder full of customer 
testimonials and market research, you can turn that into a content engine. 
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●​ Prompt: "Based on the pain points listed in these Customer Interview 
Transcripts, generate ten ideas for blog posts that solve these specific 
problems." 

 

Final Output is Human Responsibility 

 

Here I want to provide you with a warning. 

Throughout this book, we have talked about offloading memory and synthesis to 
the machine, but there is one thing you must never offload: Responsibility. 

The AI can hallucinate. It can miss nuance. It can be biased. 

If you send an email written by Gemini that contains a lie, you told the lie. If you 
make a strategic decision based on a NotebookLM summary that missed a 
critical detail, you made the bad call. 

 

The Human is the "Senior Partner." The AI is the "Junior Associate." You review 
every line. You check every fact. You own the final output. The Centaur is 
powerful because it combines machine speed with human judgment. If you 
remove the judgment, you are just a machine that makes mistakes faster. 

 

The Limit of the Cloud 

 

We have mastered the cloud. We have turned Google Drive into a rigid library and 
Gemini into a strategic partner. But we are still operating inside a browser tab. 
We are still clicking buttons that someone else designed. There are walls we hit, 
where features don’t yet exist, that limit our imagination. To truly ascend to the 
final stage of the Centaur Protocol, we must leave the walled garden. We must 
descend into the engine room. 
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Not everyone wants to get into the machine and start turning the knobs and 
moving the cogs around, but some of us want to put on our engineering caps and 
have complete control over the machine we rely on.  

In Part V, we will remove the training wheels, move past the simplified graphical 
interfaces of apps, and move into full power user and developer tools. We will 
move from the Cloud to the Desktop and Terminal, where the true power of 
automation lives. It is time to stop chatting with the AI and start architecting 
with it. 
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V: The Enlightenment  
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11   Overclocking Workflows 

In Part I through IV, we built a system that makes you a better knowledge worker. 
We focused on using the Google Workspace suite of apps to manage files, tasks, 
and synthesis. 

But for the engineer, the developer, and the power user, the predefined apps are a 
cage. They are slow. They require specific workflow steps. They require you to 
wait for pages to load. 

In this chapter, we overclock our workflows. 

We are going to move our intelligence layer from the browser to the desktop and 
command line. We are going to use Google Antigravity to orchestrate agents that 
can work on our local files, and gemini-cli to pipe intelligence directly into our 
file system. 

 

You might want to skip this chapter if you are not a power user. 

This chapter is written with those with experience with the administrating and 
scripting of their computers. You don’t need to be a software engineer, but we will 
be touching on tools that are more technical than the rest of the guide thus far.  
My hope is that the power of these tools becomes more widely available in the 
near future, but consider this chapter extra credit for those that are discontent 
with the limitations so far. 

 

The Hierarchy of Control 

To understand why we leave the browser, we must understand the maturity 
model of AI interaction. 

1.​ The Consumer (Chat): You ask a question. The AI gives an answer. You use 
the Gemini app like a vending machine. 

2.​ The Architect (Canvas): You co-create a few documents that you can 
import and export out of Gemini. You become a project manager using 
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curated resources and strategic plans to build out simple deliverables from 
your goals. 

3.​ The Engineer (CLI/Agent): You define a goal, a context, and the precise 
format of output you need. You write a plan. You work with Gemini to 
make plans, take actions, and produce full deliverables on your local 
filesystem. 

In the browser we are limited to manually moving our data around or relying on 
Gemini to try to build up the context for us. We can manipulate this a bit by 
purposefully putting context chunks in Google Docs, but we quickly start hitting 
the limits. 

We can move beyond the "chat" workflow.  We can execute. 

 

The API Economy: A Privacy Contract 

 

Before we run anything on our local filesystem, we must understand the fuel. 
When you use Gemini in the browser (Consumer Track), you are subject to one 
set of rules. When you use the Gemini API (which powers our local tools), the 
rules change. 

 

The Free Tier (The Public Commons) 

If you use the free tier of the Gemini API or Google AI Studio, you are paying with 
your data. Google may use your inputs and outputs to tune their models. 

●​ The Rule: Never pipe PII (Personally Identifiable Information), API keys, or 
proprietary secrets into the free tier. 

When using files on your local system this is likely unacceptable to many. Would 
you give the public the password to your computer? If not, then this may not be 
the tool for you. While there are safeguards for limiting what you share, these are 
not foolproof and you may end up exposing and losing sensitive data. 
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The Paid Tier (The Private Vault) 

If you are on a "Pay-as-you-go" plan (API keys), Google AI PRO/Ultra, or a 
Workspace Enterprise plan, the contract shifts. 

●​ No Training: Google explicitly states that paid API traffic is not used to 
train their base models. 

●​ Data Retention: Your data is ephemeral, processed only to return the result. 
●​ The Rule: If you are doing professional work, spend the money. The 

privacy audit trail is worth the cost of a few cents per million tokens. 

 

The Tool: Google Antigravity 

 

For complex project work, we can use Google Antigravity. 

Antigravity can do more than be another code editor; it is an environment where 
we can work with AI agents on our files. 

While it is on its face a reskin of the programming Integrated Development 
Environment (IDE), VS Code, it allows you to spin up autonomous agents that can 
read your files, plan a task, and execute it without you typing every line of code. 

 

The Manager View 

In the browser, you do the work. In Antigravity, you orchestrate the AI worker. 

You define a Mission: "Take all of the photos in the folder that have random 
names, analyze them, and rename them with short descriptions of the content of 
the images." 
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The Agent then generates a Plan Artifact. It shows you exactly what it intends to 
do. You approve of it. The Agent goes to work. You see the files changing in 
real-time. You are not the typist; you are the Supervisor. 

Or perhaps, you have a directory full of notes and documents. You can create a 
plan with the AI to evaluate all of the files, build tables from the data within, and 
then output multiple csv files of the data for the various datasets you want to 
extract. 

Or maybe, you have a folder of short form writing you’ve been doing over years. 
You can work with the AI to build a simple blog website that displays all of your 
work. 

 

The “Vibe Coding" Workflow 

Antigravity enables a new style of workflow Andrej Karpathy calls “Vibe Coding.” 
Instead of writing the strict syntax yourself, you describe the intent (the vibe) 
and the constraints. 

●​ Prompt: "Create a dashboard that feels like a 90s cyberpunk terminal. It 
should read from the local logs and update every 5 seconds." 

●​ The Agent handles the CSS grid, the JavaScript intervals, and the file 
reading. You just critique the aesthetic. 

 

⚠ 
Warning 

Don’t Understand It? Don’t Run It In Production! 
 
While vibe-coding can be an effective strategy for 
prototyping and experimenting, each step of the way it is 
imperative that you, the human, reads, digests, and 
approves the changes the agents are making. With access 
to your local computer the AI might send your secrets to 
your competitors, break critical infrastructure, or just 
delete your whole filesystem. 
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Practice Secure Software Lifecycle Fundamentals (even if 
you aren’t using the AI for software). Separate out your 
development space from production, perform human 
code reviews, test often, and use version control to 
commit regularly and revert when needed. 
 
If you ever don’t understand what the AI is doing, STOP! 
You can always go and ask others or even Gemini to 
explain things such that you can build that 
understanding and verify what the AI is actually doing 
before unleashing the AI. 

 

While vibe-coding is not viable for large enterprise projects, it can be helpful with 
building simple bespoke tools and dashboards that are sandboxed to a specific 
environment. All of those little automation tasks you have wanted to get done, 
but took just a bit too long to do, can now be built into a 10 minute project saving 
you tons of time. 

 

💡     
Tip 

The Dashboard Generator 
 
Instead of manually updating a spreadsheet, use the CLI to 
write a script. 
 

Prompt: "Write a Python script that scans 01 Projects 
folder, reads the GEMINI.md file in each, and 
generates an HTML dashboard showing the current 
status of all active projects.” 

 
The AI writes the script, and you run it as needed. 
 
Now, you have a dashboard that updates whenever you run 
the command. You architected a solution, and had the tool 
help build it. 
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The Tool: gemini-cli 

 

While Antigravity provides a graphical project environment, gemini-cli provides 
us with terminal interactions. It allows you to use the AI as a standard utility with 
all of its power and flexibility. 

If you are comfortable with the terminal, you know the power of the pipe (|). 

 

The Pipe Workflow 

In the GUI, summarizing a document requires opening it, copying text, switching 
tabs, pasting, and waiting. 

In the CLI, it is one command: 

cat "meeting_transcript.txt" | gemini "Summarize the action items" > "actions.md" 

You have just streamed data from your hard drive, through the intelligence 
engine, and back into a file, instantly. 
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The Context Chunks 

The secret to making our system effective is Context. 

In the web interface, you have to repeatedly explain who you are. At best, we can 
store our Context Chunks as files and add them on demand to our prompt from 
Google Drive, then reference them in each and every prompt we want. However, 
in the local environment, we automate this using built-in features. 

The Global Context (~/.user_profile.md) 

Create a markdown file in your home directory that defines your "Global 
Persona." 

●​ Content: "I am a GRC Specialist and a Software Engineer. I prefer concise 
code, bulleted lists, and strict adherence to NIST frameworks." 

●​ Usage: Configure your CLI to inject this file into every prompt. Now, the AI 
always knows who you are. 

The Project Context (GEMINI.md) 

In Chapter 3, we introduced the GEMINI.md Context Chunk. In the CLI world, this 
is the standard. 

Place this file in the root of your project folder. It contains: 

1.​ The Goal: What are we building? 
2.​ The Stack: What languages/tools are we using? 
3.​ The Constraints: What must we avoid? 

When you run gemini-cli inside this folder, it automatically detects GEMINI.md and 
pre-loads it. You don't have to say "I am working on the Q3 Audit." The system 
already knows. It is "grounded" in your local reality. 
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💡     
Tip 

Download the Chunks 
 
You can download your chunks that you stored in Google 
Drive previously by downloading them “As Markdown” 
from Google Docs. 

 

 
Recursive Context (GEMINI.md) 

 

In Chapter 3, we introduced the concept of the GEMINI.md file as a static "Context 
Chunk." Now, we transform this file from a static reference into a Living Memory. 

We can now build off of our context to improve our context. If we started with a 
good documented specification we only need to tune it over time. However, that 
tuning is another point of friction. Another step in our workflow we can  
improve. 

Using our AI workflow, we do not write the context directly. We tell the AI to 
update its own memory based on what we identified as an improvement in our 
current conversation. 

 

The Self-Healing Loop 

 

When you are working in Antigravity or the CLI, the GEMINI.md file lives in the 
root of your project. It defines the Goal, the Stack, and the Constraints. 

As you work, you will inevitably make decisions that change these factors. You 
might decide to switch from Python to Go. You might decide to add a new 
security constraint. 

Do not open GEMINI.md and type these changes. The typing can be automated. 
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Instead, use the Recursive Update workflow. At the end of a session, or after a 
major decision, issue a command to the agent: 

Prompt: 

"We just decided to swap the database to PostgreSQL. Update your memory in 
GEMINI.md to reflect this change and ensure the 'Constraints' section prohibits 
the use of SQLite going forward." 

The agent has the current conversation in its context and will generate a "diff" or 
a plan to overwrite the specific sections of the file. 

 

The Human's Role 

 

Your job is to review the change. 

1.​ Agent: "I have updated the stack to include PostgreSQL and added a 
constraint against SQLite. Shall I write this to disk?" 

2.​ You: Evaluate the update, suggest any changes, and then when you are 
happy instruct Gemini to commit the change. 

 

This creates an immediate Strange Loop. The output of your current work 
session (the decision) immediately becomes the input for your next session. The 
next time you run a command, the agent automatically loads the updated 
GEMINI.md and knows about the constraint without you having to explain it 
again. 

We are effectively vibe coding our documentation. We describe the reality we 
want, and the machine handles the administrative labor of recording that reality 
into its long-term memory. 

 

Recursive Automation 
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This is the final stage of our Centaur Protocol. 

Gemini now can join you on your local computer. You can work with Gemini to 
manipulate your local files, move them around, rename them, and gain insights. 
Gemini could look through your local photos and copy all the photos of your cat 
to the Important folder. 

We can make Gemini’s memory specific to the various folders we point it to on 
our computer. When we set Gemini up once for our photo organizing, that 
memory can be persisted. Then, as we learn about new patterns and strategies 
that improve Gemini’s effectiveness in our project, we can dynamically add them 
to our folders memory. Our productivity system and our files become interwoven 
allowing us to deliberately increase our productivity over time. 

We can work with Gemini to build tools and automations to streamline the tasks 
we need to do on the computer. We can provide Gemini with a web address and 
ask it to save a document locally that is in the particular format we want. We can 
have Gemini update information from the web into a CSV or a database and gain 
new insights to how things change over time. 

​
What used to take not only software engineering knowledge, but also extra time 
to invest in all of those automations we dreamed up, now can be done in a 
fraction of the time. If these automations increase our efficiency or help us 
practice better quality controls, then our productivity can be increased. 

 

This is when you stop using the AI to merely do the work, and start using the AI 
to maintain the system that does the work. 

By treating your context files as dynamic artifacts managed by the agents 
themselves, you remove the final barrier of friction. The system becomes 
self-aware and self-correcting.  
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12  The Governance Protocol 

The previous chapters have been a guide, or a runbook, for building a 
high-performance engine. From our daily workflows to our enhanced 
engagement with the work we do, our productivity can now be enhanced in 
measurable ways. 

You are now moving faster and producing better quality output than you ever 
have before. 

But there is an old rule in racing: the faster the car, the better the brakes need to 
be. 

If you deploy your automated assistant to draft your emails, and that assistant 
hallucinates a promise you can't keep, you are the one on the hook. If your AI 
summarizes a meeting and misses the subtle sarcasm in a client’s voice, you are 
the one who looks incompetent. 

This is sometimes called Algorithmic Risk. In our system, it is our responsibility 
to mitigate this risk. 

As the “head” of our centaur, just assigning work is not enough. You must govern 
the AI. 

To do this, we are going to borrow a playbook from the National Institute of 
Standards and Technology (NIST). The NIST AI Risk Management Framework is 
usually reserved for massive enterprises, but its four core functions map 
perfectly to our workflows. Those four functions are: Govern, Map, Measure, and 
Manage. 

We are going to translate this bureaucracy into a protocol for your daily life. 

 

GOVERN: Our Constitution 
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Let’s start with the Govern function. NIST defines this as cultivating a culture of 
risk management. For us, we can think of this as our Standard Operating 
Procedures. 

You wouldn't hire a human assistant without giving them an employee 
handbook. You cannot run an AI staff without a Constitution. 

This is not a metaphor. You should create a literal note in your 03 Resources 
folder called AI Constitution. This is the clear documentation of your operation. 

 

The "Never" List 
Your Constitution begins with the data that is too sensitive for the AI to touch. 
Regardless of which AI tool you are using (Gemini, NotebookLM, or a third-party 
plugin), there are certain data points that must never enter the AI’s memory (the 
context window). 

This includes types of data like: 

●​ Personally Identifiable Information: Social Security Numbers, Driver’s 
License scans, Home Addresses. 

●​ Financial Records: Unreleased quarterly earnings, raw bank account XML 
exports, tax returns. 

●​ Authentication Factors: Passwords, API keys, and 2FA backup codes. 

 

The Executive Veto 
The second article of your Constitution establishes the chain of command. 

We need to make sure the AI never presses "Send” before you have signed off on 
the work. 

You may use Gemini to draft the email. You may use it to translate your bullet 
points into prose. But the act of sending that email is strictly your responsibility. 
You are accountable for it. So, you must authorize it. 

If you auto-forward AI output to a customer, you have ceased to be the one 
driving the AI. You have become the Reverse-Centaur. 
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MAP: The Context Terrain 

 

The second NIST function is Map. Identifying context and risks. We have covered 
this a bit and been referring to it as “Context Firewalls.” 

NIST explains that Mapping is about understanding where the system is 
deployed. In our system, this means the scope of data and systems we allow it to 
interact with. We used the PARA system to help us organize our files into discreet 
areas of context to ensure the system maps only to those files and systems we 
intentionally instruct it to.  

Now we use our Context Firewalls to contain risk. 

 

The Sandbox Strategy 

You must map your tools to your risk level. For different types of tasks we can 
model the risk and choose when to deploy different tools within an acceptable 
Risk Tolerance. 

●​ Lower Risk Activities: Gemini is connected to the open internet. It is 
creative, fast, and prone to hallucination. Map this tool to low-risk, creative 
tasks: brainstorming, drafting marketing copy, prototyping, or planning 
travel. 

●​ Moderate Risk Activities: Tools like NotebookLM are grounded in your 
uploaded source files. They cannot see the outside world. Map this tool to 
Moderate-risk, fact-based tasks: legal review, policy analysis, and technical 
citation. 

●​ High Risk Activities: AI risks cannot be completely mitigated. When it 
comes to tasks like generating passwords, making payments, 
corresponding with medical professionals about your (or especially others) 
health information don’t use AI. 

By mapping the tool to the context, you prevent the most common error: asking a 
creative tool to be factual, or a factual tool to be creative. By mapping the tools to 
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the risk profile appropriate to that context, you lower the potential impact and 
likelihood of that risk causing harm. 

 

Drift Detection 

Every long conversation with an AI eventually suffers from context drift. The 
longer the chat thread, the more the AI creates a shadow context based on its own 
previous answers. It starts to prioritize its own noise over your original signal. 

If you have to correct the AI on the same point a few times, the map is broken. 

Don’t get into an argument with your system. Summarize the useful parts of the 
chat into a Context Chunk (as described in Chapter 11), save it to Drive, and start a 
fresh, clean thread. Re-map the terrain. 

 

MEASURE: The Audit Loop 
 

The next function is Measure. When we measure, we assess, analyze, and track 
risks. 

As the “head” of our operation, you are responsible for doing the spot checks on 
what is happening with the system. 

When we measure, we need to Test, Evaluate, Validate, and Verify. That sounds 
like a lot of work for one person, but we can simplify it into a single habit: Trust, 
but Verify. 

The AI is programmed with a bias to give you the answer you want. To be a “yes” 
man. It is designed to be helpful, not truthful. If it doesn't know the answer, it will 
often invent a plausible one to make you happy. 

 

The Hallucination Check 
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Before you copy-paste a statistic, a date, or a legal citation from an AI output, you 
must measure its accuracy. 

To make this easier you can ask the AI to do a “Reverse Search." 

Ask the AI, "Please provide the specific file name and direct quote where you 
found that figure." Then you can quickly open the file and verify it is there.​
If the AI cannot point to a file in your 01 Projects folder, you must assume the 
data is a hallucination until proven otherwise. 

 

 

 

The Tone Audit 

We also measure for reputational risk. If you send an email that sounds like a 
robot, you damage your authenticity. 

Try reading your output aloud.  If you stumble over a phrase, or if the text uses 
words you would never say in a coffee shop (like "delve," "tapestry," or 
"comprehensive overview"), it fails the spot-check.  
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MANAGE: The Intervention 
 

The final NIST function is Manage where we prioritize and act on risks. 

What do you do when the spot-check fails? You manage the AI to correct the 
issues. 

 

When we manage people, if they hand you a report that doesn’t meet your 
expectations, it’s not sustainable to just rewrite it. You explain what needs to be 
addressed so the next report comes closer to what you need. 

When AI fails, we can’t just try to do the same thing again hoping for a better 
outcome. That is just rolling the dice again. This makes it impossible for us to 
measure if our actions are actually productive or not, because we are making our 
system a game of chance. 

Instead, use In-Context Learning. 

If you ask the AI to draft an email and it misses the mark, try prompting 
something like: 

"You missed the client's tone in that draft. It was too formal. We have a close 
relationship with them. Rewrite it to be casual and warm, like the email in the 
Example Style doc I attached." 

By managing the failure, you turn a risk (bad output) into an asset (better context 
for the next turn). If you had provided the Example Style document before, you 
can ask the AI how that document can be improved so it better reflects what you 
want in future conversations. 

 

Decommissioning 

Sometimes, a project or an agent becomes a liability. 
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NIST suggests policies for "decommissioning" systems that are no longer 
trustworthy. 

In your system, this means being willing to Delete (or archive when data must be 
retained). 

If a NotebookLM source list has become so cluttered that the answers are 
degrading, delete/archive the notebook. If a Gemini thread has become circular 
and confused, delete/archive the chat. 

Do not hoard broken contexts. Decommission them and rebuild from your clean 
Source of Truth in Drive. 

 

 

⚠ 
Warning 

The Liability Trap 
 
Remember: The AI is a tool, not an entity. It has no legal 
standing. It cannot be sued. It cannot be fired. When the 
work leaves your outbox, it is your work. You are the 
architect. The machine is just the pen. 

 

By adding this Governance Protocol to your workflow, you make a subtle but 
powerful shift. You stop being a user of AI, and you become an orchestrator of AI. 

A user hopes the tool works. An orchestrator ensures it does. 

 

Now that we have secured our system, let's look at the horizon. In the final 
chapter, we will discuss what happens when you have reclaimed your time and 
your mind. ​
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13  The Sovereign Professional 

We have spent this entire book building a machine. We have organized your files, 
automated your capture, and trained a digital staff to handle the drudgery of your 
daily work. 

We have measured our productivity, and by now you should be finding some 
enhancements that work for you. 

That stress we were feeling in chapter one has quieted down. 

However, there is still a lot of pressure to push our system harder to its (and our 
own) breaking point. 

There is a deep instinct in the modern professional to fill every vacuum with 
more work. If you save five hours a week using these tools, the temptation is to 
cram five more hours of tasks into that space. We tell ourselves we are being 
productive. 

This is a trap. 

 

If you use this system only to run faster on the hamster wheel, then we aren’t 
truly being more productive. All we have accomplished is burning ourselves out 
faster. The goal is to enable ourselves to do more of the types and quality of work 
that we are passionate about. 

 

Measuring What Matters 

 

We need to redefine how we measure success. 

For years, we have measured productivity by volume. How many emails did I 
answer? How many reports did I file? How many hours did I sit in that chair? 
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Or, we measured productivity on the quality of the output we made. What level of 
formatting and design was included? How many people were engaged by our 
newsletters? Was the relevancy of the content we made higher? 

We know that just quantity and quality are not enough to measure productivity. 
We need efficiency. We can work harder and longer, but that is not sustainable, 
and if we take a step back, will not make us more productive in the long term. 

 

We are not machines, and we can’t measure our output only with the 
considerations of a factory line. Now that you have a machine to handle the 
volume, you must measure yourself differently. 

You should measure your productivity by your return of attention. 

Was the work you did today helpful toward progressing your long-term goals? 
Did you have the mental space to make a strategic decision without panic? Did 
you have time to mentor a colleague or to rest and be mindful? 

True productivity is the ability to choose what you do with your time. 

If your system allows you to process a thousand emails but leaves you too 
exhausted to think clearly, it is a bad system. Tear it down. 
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The Hype and the Reality 

 

We are living through a hype cycle of artificial intelligence. Every day, a new tool 
promises to revolutionize your life. You might feel pressure to adopt them all. You 
might experience the fear of missing out if you aren't using the latest agent or the 
newest plugin. 

Ignore this pressure. 

You are the architect of your own workflow. You must be scrupulous in your 
selection. 

If a tool helps you think clearer, keep it. If a workflow reduces your stress, 
maintain it. But if you find that tools, solutions, or workflows don’t return on the 
investment you put into it, then stop doing it. If talking to an AI feels unnatural 
and slows you down, stop talking to it. 

There is no merit badge for using the most complex stack. There is only the 
reality of your workday. 

111 



Use the machine where it serves the human. Where it does not, discard it without 
apology. 

 

This book has been a documentation of my own exploration of using the tools 
available to me to try to be more productive. It is the report of my self 
experiment. 

What I found is that there is certainly a lot of hype out there. Hundreds of AI 
“solutions” I tried did not work at all for me, and I just let them go. Among all of 
that noise, I was able to find a system, one that works for me, that did increase 
my productivity equation. The equation didn’t increase my productivity to a level 
that is different from technology changes of the past, but it is one that I found 
useful in ways that are equivalent to other technological shifts.  

When the modern web came about, the way I work changed. I incorporated 
search, wikis, and worldwide communication systems into my daily workflows.  

When the “Cloud” came around, it changed the way I worked. Many tools shifted 
to always being available in the browser. I could treat server equipment like 
software scripts that deployed and scaled on demand. 

Now, with generative AI, I’m finding another change. I now can orchestrate my 
workflows, reduce the drudgery a bit, and be more intentional about how I 
govern and work on projects. I can operate at a higher level, and focus my 
attention on the areas I prioritize. 

 

The Human Premium 

 

So, what do you do with the attention you have reclaimed? 

This is the final piece of the puzzle. When we strip away the tasks that can be 
automated we are left with the work that cannot be automated. 

We are left with Strategy. 
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It is your judgment, your empathy, and your ability to navigate complex human 
relationships. It is the act of grabbing a coffee with a new employee who is 
struggling. It is the difficult discussions that require reading the room, not just 
the data. It is the deep, quiet thinking required to solve a problem that has never 
been solved before. 

This work is harder than crossing items off a todo list. It requires presence.  

 

By using AI to handle the commodity work, you protect your energy for this 
high-value work. You stop being a tired administrator and start being a leader. 

 

You are no longer just a user of software. You are a Centaur. You have a digital half 
that creates leverage and a human half that provides direction. 

Never forget which half is in charge. 

Technology will change. Your systems may change. The mindset is permanent. 

You have built a structure that allows you to remain organized, authentic, and 
free. You have removed the barriers that kept you trapped in busywork. You have 
claimed your right to be the architect of your own life. 

 

Dream Bigger 

 

We have reached the end of the manual, but this is the beginning of your work. 

We have moved past our goal of being more productive, and have started 
exploring ways to evolve and transform our work in positive ways. 

By offloading the drudgery of remembering, sorting, and filing, you have 
reclaimed your attention. 

What will you do with it? Now that you aren't spending ten hours a week 
searching for files, what problems will you solve? Now that you can spin up a 
team of agents to build your ideas, what will you build? 
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The purpose of this book was to give you your brain back and make sure you 
remain in creative and strategic control. 

The mission was to build a system that respects your humanity by letting the 
machine handle the robot work. 

You have the tools. You have the rituals. You have the engine. 

 

Go build something impossible. 
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Appendix A: The Centaur Protocol (Quick Reference) 

The Prime Directive 
●​ Human = Strategy. (Decisions, Judgment, Empathy) 
●​ Machine = Labor. (Memory, Sorting, Summarizing) 

The Rule: Never ask the AI "What should I do?" Ask it "Here is my plan; check my 
blind spots." 

 

The Architecture (CORE + PARA) 

Capture (Google Keep): The "hot" inbox. Use note.new for speed. Dump ideas 
here. 

Organize (PARA in Drive): The "rigid" storage. 

●​ 📂 01 Projects: Active goals with deadlines. (Prefix: YYYY-MM) 
●​ 📂 02 Areas: Ongoing responsibilities (Health, Finances). (Subfolder: Year) 
●​ 📂 03 Resources: Reference material & interests. 
●​ 📂 04 Archives: Completed projects & inactive data. 

Review (Weekly): The Sunday ritual to flush the pipes. 

Engage (AI Layer): Synthesis & Execution.  

 

The Golden Rules 
The 2-Minute Rule: If it takes <2 mins, do it now. Don't file it. 

The Deep Link Rule: Every Calendar event and Task must link directly to the 
source file (Doc/Sheet). No searching allowed. 

The Redaction Protocol (Consumer Track): If you are on a personal/Pro account, 
you are in the wild. Sanitize PII (Names, SSNs, Money) before uploading to AI. 

The Enterprise Shield: If you are on Workspace Enterprise, you are in the Walled 
Garden. Data training is OFF.  
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The Tool Stack 

Tool Function Mantra 

Keep Capture "Messy is good. Speed is key."  

Calendar Time "The landscape of non-negotiables." 

Tasks Action "The landscape of next steps." 

NotebookLM Research "Capture first, read later." 

Gemini Assistant "Don't let it write; let it edit." 
 

 

The Weekly Migration 
Purge Keep: Delete trash, turn items into Tasks, move reference info to Drive. 
Achieve "Inbox Zero." 

Sync the AI: Upload new Drive files to your NotebookLM agents. 

Fill the Gaps: Drag Tasks into the empty slots on your Calendar.  

 

The Super-Prompt Formula  

When asking for strategic output, always define: 

1.​ Persona: "Act as a [Role]..." (e.g., Skeptical CFO) 
2.​ Task: "Identify [X]..." (e.g., Risks, Gaps, Errors) 
3.​ Context: "Using [Source]..." (e.g., @Running Log) 
4.​ Format: "Output as [Type]..." (e.g., Bulleted List, Table) 
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Thank you for reading my little manual. 

I’d love to hear your thoughts. You can email me at 
briarrose@mailbox.org. 

 

Buy Me a Coffee 

If you found this guide useful, you are welcome to buy me a 
coffee at https://ko-fi.com/briarrosepdx 
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