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H O W  A  S E C O N D  B R A I N  W O R K S 43

These are the steps not only to build your Second Brain in the 
first place, but also to work with it going forward. Each of these steps 
represents a timeless principle found throughout humanity’s history, 
from the earliest cave paintings to the artisan workshops of the 
Renaissance to the most cutting-edge modern fields. They are flexible 
and agnostic for any profession, role, or career and for whatever note-
taking methods and platforms you prefer. I’m even willing to bet that 
you’re doing them already in some form, whether you realize it or not.

CODE is a map for navigating the endless streams of information 
we are now faced with every day. It is a modern approach to creating 
a commonplace book, adapted to the needs of the Information Age.

The same way we have a genetic code that determines our height 
and eye color, we also have a creative code that is hardwired into our 
imagination. It shapes how we think and how we interact with the 
world. It is mirrored in the software code that runs the apps we use to 
handle information. It’s also been a secret code for most of history—
now it’s finally time to reveal how it works.*

* In a wonderful coincidence, recent research by neurophysiologists May-Britt Moser and Ed-
vard Moser at the Norwegian University of Science and Technology indicates that the human 
brain remembers information using a “grid code”—a part of the brain involved in spatial rea-
soning. They speculate that “the grid code could therefore be some sort of metric or coordinate 
system” that can “uniquely and efficiently represent a lot of information.”

Eventually, the third and final way that people use their Second 
Brain is for creating new things. They realize that they have a lot of 
knowledge on a subject and decide to turn it into something concrete 
and shareable. Seeing so much supporting material ready and waiting 
gives them the courage to put their own ideas out there and have a 
positive impact on others.

Terrell is a young father of three working a demanding job at a 
large tech company in Texas. After taking my course, he used his 
Second Brain to start a YouTube channel where he shares stories and 
tips on parenting. For example, he’s made videos on how to travel 
internationally with kids and how to request paternity leave, and 
shared clips from weekend trips he’s taken with his family.

Being able to keep track of all the video ideas and production 
details outside his head has been crucial in allowing Terrell to balance 
his side gig with his full-time career, while still having enough time 
with his kids. He is using his Second Brain to express himself and 
create the content he wants to see in the world.

Each of these individuals has leveraged technology to remember, 
connect, and create far more effectively than if they had to do it on 
their own.8 They use their Second Brain in ways that complement 
the current season of their lives. As those seasons change, they will 
be able to adapt how they use their notes so that they remain relevant 
and useful.

Introducing The CODE Method: The Four Steps to 
Remembering What Matters

To guide you in the process of creating your own Second Brain, I’ve 
developed a simple, intuitive four-part method called “CODE”—
Capture; Organize; Distill; Express. 
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Capture  
(Erfassen)
Festhalten, 

was nachhallt

Organize 
(Organisieren)

Für die Umsetzung 
speichern

Distill 
(Zusammenfassen)
Die Essenz finden

Express 
(Ausdrücken)

Ihre Arbeit 
präsentieren
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Beyond Your Notetaking App: 
Choosing Capture Tools

Now that you know what kinds of material to save in your Second 
Brain, it’s time to get into the nitty-gritty: How does capturing work 
exactly?

Let’s say while reading that in-depth marketing article, you 
decide a specific piece of advice is highly relevant to your own plans. 
Most notetaking apps (introduced in Chapter 2 and covered in detail 
in the Second Brain Resource Guide at Buildingasecondbrain.com 
/resources) have built-in features that allow you to capture excerpts 
from outside sources, and you can always simply cut and paste text 
directly into a new note. There is also an array of more specialized 
“capture tools” that are designed to make capturing content in digital 
form easy and even fun.

The most common options include:

• Ebook apps, which often allow you to export your highlights or 
annotations all at once.
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einfache Notizapps Social Media

Später-lesen-Apps Webclipper-Apps

Audio-/Video-
TranskriptionsappsE-Book-Apps
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TITEL

  1 Projekte (11)

  2 Areale (36)

  3 Ressourcen (45)

  4 Archiv (216)

  0 Eingang (0)
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  1 Projekte (11)

  Steuern 2021 (2)

  BASB 13 (14)

  BASB Buchveröffentlichung (43)

  BASB Manuskript (202)

  Finanzplan (2)

  Kursleitung (4)
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Inside these folders live the actual notes that contain my ideas. 
The number of active projects usually ranges from five to fifteen 
for the average person. Notice that the number of notes inside each 
one (indicated by the number in parentheses after the title) varies 
greatly, from just two to over two hundred for the book you’re read-
ing right now.

Here are the notes found within a typical project folder for a 
midsize project, a remodel of our garage into a home studio (which 
we’ll dive deeper into in subsequent chapters):

The left half of the window displays a list of the twenty-seven 
notes within this folder. Clicking a note, such as the one shown above 
containing a collection of photos we used to inspire our own remodel, 
reveals its contents in the right half of the window.

That’s it—just three levels of hierarchy to encompass the thou-
sands of notes I’ve accumulated over the years: the top-level PARA 
categories, the project folder, and the notes themselves.

Here is what some of my areas look like:
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Heimstudio (27 Notizen)

Fotos für Garagen-
umbau-Inspiration

Telefonate mit 
Veranstaltern
Wie der Raum 
aussieht, wie er 
sich anfühlt, wie die 
Musik spielt
Beginne mit den 
Grundlagen: Glas-
faser-Internet 
(1gbps).

Hinweise zur Not-
stromversorgung
Es wird nicht emp-
fohlen, 80 % der 
Gerätekapazität zu 
überschreiten.
Mute/Enter-Taste: 
3 Sekunden lang ge-
drückt halten + drü-
cken, um den Alarm 
stummzuschalten

Heimstudio (27 Notizen)

Neuer Beitrag: Wie 
man ein Heimstudio 
für das Zeitalter der 
Telearbeit einrichtet
Wer ist das 
Publikum?
Kleine und mitt-
lere Professoren, 
die Zoom effektiv 
nutzen möchten

E-Mail-Thread: 
Heimstudio – 
nächste Schritte
Es war toll, mit dir zu 
sprechen. Wir haben 
weiter darüber ge-
sprochen und sind 
sehr gespannt

Empfehlung eines 
Auftragnehmers von 
Lucas

Hier ist meine 
Top-Empfehlung für 
einen sehr guten 
Rahmenbauer. Ich 
habe ihm den Um-
fang Ihres Projekts 
mitgeteilt.

Fotos für 
Garagenumbau-
Inspiration
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  2 Areale (36)

  Auto (5)

  Caio (8)

  Finanzen (19)

  FL: BASB Inhalte (190)

  FL: BASB Marketing (45)

  FL: Betheny (20)

  FL: Checklisten/Vorlagen (12)

  FL: Kunden (32)



Nutzen Sie Ihr zweites Gehirn | Forte Tiago

B U I L D I N G  A  S E C O N D  B R A I N98

Each of these folders contains the notes relevant to each of those 
ongoing areas of my life. Areas related to my business begin with “FL” 
for Forte Labs, so they appear together in alphabetical order. Here are 
some of the notes in the “Health” area:

Under resources I have folders for each of the topics I’m inter-
ested in. This information isn’t currently actionable, so I don’t want 
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Gesundheit (34 Notizen)
Myotatic Crunch 
(4-Stunden-Körper)
Starte mit aus-
gestreckten 
Armen über Kopf 
so hoch wie mög-
lich (überlappe die 
ausgestreckten 
Hände wie in einer 
Tauchposition).

Warum Tiefes 
Atmen uns ruhig 
halten kann
Für die neueste 
Studie, die kürzlich 
in der Zeitschrift 
Science ver-
öffentlicht wurde, 
deaktivierten die 
Forscher sorgfältig

Aktualisierungen 
zur Einrichtung 
der Krankenver-
sicherung
Zugang zu den 
Details des Ver-
sicherungstarifs …

Planung für Food 
Prep
•	 Müsli mit Obst
•	 Milch
•	 Speck
•	 Tomaten
•	 Avocado

Hinweise zur 
Haarpflege
1.	 Tupfe das Haar in 

Wuchsrichtung 
trocken, an-
statt es grob zu 
trocknen.

2.	 Versuche, das 
Wasser nicht so 
heiß zu machen

3.	 Versuche es mit 
einem Kamm

Intermittierendes 
Fasten
•	 16 Stunden 

Fasten, 8 Stunden 
Fenster fürs Essen

•	 »Frühjahrsputz« 
für die Zellen

•	 Senkt Insulin und 
Blutdruck

Myotatic Crunch 
(4-Stunden-Körper)
•	 Starte mit ausgestreckten 

Armen über Kopf so hoch wie 
möglich (überlappe die aus-
gestreckten Hände wie in einer 
Tauchposition). Halte die Arme 
während der gesamten Übung 
hinter oder neben den Ohren.

•	 Senke die Arme kontrolliert 
4 Sekunden lang ab, bis die 
Finger den Boden berühren, 
und versuche die ganze Zeit, 
die Hände weiter vom Ball zu 
entfernen.

•	 Halte unten 2 Sekunden lang 
inne und strebe eine maximale 
Streckung an.

•	 Stehe kontrolliert auf und halte 
in der oberen, vollständig kon-
trahierten Position 2 Sekunden 
lang inne.

Gesundheit (34 Notizen)
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  3 Ressourcen (42)

  Bücher & Schreiben (14)

  Business & Strategie (146)

  Design (245)

  Jahresrückblicke (21)

  Klimawandel (1)

  Kultur & Kreativität (80)

  Kunst & Philosophie (39)

  Markenidentität/Logos (31)
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  4 Archive (198)

  AE Beförderung (1)

  AJ Webinar (10)

  Amazon Associates (2)

  Anti-Buch-Club v3 (3)

  Anzeige Fahrraddiebstahl (5)

  Avaya (3)

  Barings (3)

  BASB 12 (6)
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B U I L D I N G  A  S E C O N D  B R A I N100

PARA can be used across all the different places where you store 
information, meaning you can use the same categories and the same 
rules of thumb no matter where you keep content. For example, here 
is the documents folder on my computer:

And the folders for each one of my active projects:

Inside these folders live the files that I use to execute each proj-
ect. Here is the project folder dedicated to the book you’re reading 
right now:
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 1 Projekte

 

B U I L D I N G  A  S E C O N D  B R A I N100

PARA can be used across all the different places where you store 
information, meaning you can use the same categories and the same 
rules of thumb no matter where you keep content. For example, here 
is the documents folder on my computer:

And the folders for each one of my active projects:

Inside these folders live the files that I use to execute each proj-
ect. Here is the project folder dedicated to the book you’re reading 
right now:
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 2 Areale
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PARA can be used across all the different places where you store 
information, meaning you can use the same categories and the same 
rules of thumb no matter where you keep content. For example, here 
is the documents folder on my computer:

And the folders for each one of my active projects:

Inside these folders live the files that I use to execute each proj-
ect. Here is the project folder dedicated to the book you’re reading 
right now:
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 3 Ressourcen
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PARA can be used across all the different places where you store 
information, meaning you can use the same categories and the same 
rules of thumb no matter where you keep content. For example, here 
is the documents folder on my computer:

And the folders for each one of my active projects:

Inside these folders live the files that I use to execute each proj-
ect. Here is the project folder dedicated to the book you’re reading 
right now:
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B U I L D I N G  A  S E C O N D  B R A I N100

PARA can be used across all the different places where you store 
information, meaning you can use the same categories and the same 
rules of thumb no matter where you keep content. For example, here 
is the documents folder on my computer:

And the folders for each one of my active projects:

Inside these folders live the files that I use to execute each proj-
ect. Here is the project folder dedicated to the book you’re reading 
right now:
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 Artikel ext. Wahrnehmung

 

B U I L D I N G  A  S E C O N D  B R A I N100

PARA can be used across all the different places where you store 
information, meaning you can use the same categories and the same 
rules of thumb no matter where you keep content. For example, here 
is the documents folder on my computer:

And the folders for each one of my active projects:

Inside these folders live the files that I use to execute each proj-
ect. Here is the project folder dedicated to the book you’re reading 
right now:
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 BASB 13

 

B U I L D I N G  A  S E C O N D  B R A I N100

PARA can be used across all the different places where you store 
information, meaning you can use the same categories and the same 
rules of thumb no matter where you keep content. For example, here 
is the documents folder on my computer:

And the folders for each one of my active projects:

Inside these folders live the files that I use to execute each proj-
ect. Here is the project folder dedicated to the book you’re reading 
right now:
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 BASB Buchveröffentlichung
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PARA can be used across all the different places where you store 
information, meaning you can use the same categories and the same 
rules of thumb no matter where you keep content. For example, here 
is the documents folder on my computer:

And the folders for each one of my active projects:

Inside these folders live the files that I use to execute each proj-
ect. Here is the project folder dedicated to the book you’re reading 
right now:
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 BASB Manuskript
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PARA can be used across all the different places where you store 
information, meaning you can use the same categories and the same 
rules of thumb no matter where you keep content. For example, here 
is the documents folder on my computer:

And the folders for each one of my active projects:

Inside these folders live the files that I use to execute each proj-
ect. Here is the project folder dedicated to the book you’re reading 
right now:

4P_Forte_BuildingASecondBrain_AA.indd   1004P_Forte_BuildingASecondBrain_AA.indd   100 3/22/22   8:55 AM3/22/22   8:55 AM

 Finanzplan

 

B U I L D I N G  A  S E C O N D  B R A I N100

PARA can be used across all the different places where you store 
information, meaning you can use the same categories and the same 
rules of thumb no matter where you keep content. For example, here 
is the documents folder on my computer:

And the folders for each one of my active projects:

Inside these folders live the files that I use to execute each proj-
ect. Here is the project folder dedicated to the book you’re reading 
right now:
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 Heimstudio
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PARA can be used across all the different places where you store 
information, meaning you can use the same categories and the same 
rules of thumb no matter where you keep content. For example, here 
is the documents folder on my computer:

And the folders for each one of my active projects:

Inside these folders live the files that I use to execute each proj-
ect. Here is the project folder dedicated to the book you’re reading 
right now:
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 Keystone 2
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PARA can be used across all the different places where you store 
information, meaning you can use the same categories and the same 
rules of thumb no matter where you keep content. For example, here 
is the documents folder on my computer:

And the folders for each one of my active projects:

Inside these folders live the files that I use to execute each proj-
ect. Here is the project folder dedicated to the book you’re reading 
right now:
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PARA can be used across all the different places where you store 
information, meaning you can use the same categories and the same 
rules of thumb no matter where you keep content. For example, here 
is the documents folder on my computer:

And the folders for each one of my active projects:

Inside these folders live the files that I use to execute each proj-
ect. Here is the project folder dedicated to the book you’re reading 
right now:
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PARA can be used across all the different places where you store 
information, meaning you can use the same categories and the same 
rules of thumb no matter where you keep content. For example, here 
is the documents folder on my computer:

And the folders for each one of my active projects:

Inside these folders live the files that I use to execute each proj-
ect. Here is the project folder dedicated to the book you’re reading 
right now:
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 Diagramme und Bilder
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PARA can be used across all the different places where you store 
information, meaning you can use the same categories and the same 
rules of thumb no matter where you keep content. For example, here 
is the documents folder on my computer:

And the folders for each one of my active projects:

Inside these folders live the files that I use to execute each proj-
ect. Here is the project folder dedicated to the book you’re reading 
right now:
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PARA can be used across all the different places where you store 
information, meaning you can use the same categories and the same 
rules of thumb no matter where you keep content. For example, here 
is the documents folder on my computer:

And the folders for each one of my active projects:

Inside these folders live the files that I use to execute each proj-
ect. Here is the project folder dedicated to the book you’re reading 
right now:
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PARA can be used across all the different places where you store 
information, meaning you can use the same categories and the same 
rules of thumb no matter where you keep content. For example, here 
is the documents folder on my computer:

And the folders for each one of my active projects:

Inside these folders live the files that I use to execute each proj-
ect. Here is the project folder dedicated to the book you’re reading 
right now:
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PARA can be used across all the different places where you store 
information, meaning you can use the same categories and the same 
rules of thumb no matter where you keep content. For example, here 
is the documents folder on my computer:

And the folders for each one of my active projects:

Inside these folders live the files that I use to execute each proj-
ect. Here is the project folder dedicated to the book you’re reading 
right now:
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Wie das Gehirn die Zeit anhält

Wie das Gehirn die Zeit anhält

Eine der seltsamsten Nebenerscheinungen von Angst ist die Zeitdi-
latation, die scheinbare Verlangsamung der Zeit … Überlebende von 
lebensbedrohlichen Situationen berichten oft, dass alles länger zu 
dauern schien, dass Gegenstände langsamer herunterfielen und sie in 
einem einzigen Augenblick komplexe Überlegungen anstellen konnten.

Eagleman wies Probanden an, die bereits ins Becken gesprungen wa-
ren, die Dauer ihres Falls zu schätzen, und ließ sie mit einer Stoppuhr 
messen, was sie für den entsprechenden Zeitraum hielten. Dann bat 
er sie, jemand anderem beim Springen zuzusehen und die bei diesem 
Sprung verstrichene Zeit auf dieselbe Weise zu schätzen. Im Durch-
schnitt hatten die Probanden den Eindruck, dass ihr eigenes Erlebnis 
36 Prozent länger gedauert hatte. Hier griff die Zeitdilatation.

Das bedeutet, dass Angst nicht tatsächlich unsere Wahrnehmung oder 
mentale Verarbeitung beschleunigt. Vielmehr ermöglicht sie uns eine 
detailgetreuere Erinnerung an das Erlebte. Da unser Zeitempfinden 
auf der Anzahl der Dinge beruht, an die wir uns erinnern, scheinen sich 
Angsterlebnisse daher langsamer abzuspielen. 

Quellenlink
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Die Baumolsche Kostenkrankheit

Quellenlink

Zusammenfassung: Die Löhne werden in Branchen steigen, die keinen 
Produktivitätsanstieg verzeichnet haben, einfach weil sie es in ande-
ren Branchen auch getan haben. Damit eine notleidende Branche gute 
Arbeitskräfte halten kann, muss sie mit den konkurrierenden Löhnen 
der produktiveren Branchen Schritt halten. Daher werden die Löhne so 
oder so steigen – man kann also ebenso gut für seine Beschäftigten in 
die Produktivität investieren.
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Einstellungsprozess und Verbleibquote | FLOX

Quellenlink

»Zum Glück zeigen Studien auch, dass strukturierte Bewerbungsge-
spräche – bei denen einfach dieselben Fragen und Techniken verwen-
det werden, um Bewerber zu beurteilen – unsere Voreingenommenheit 
bei Einstellungen drastisch verringern. Im Vergleich zu unstrukturier-
ten sind die strukturierten Gespräche auch besser für Diversität. Es gibt 
weniger Unterschiede bei der Beurteilung von Bewerbern verschiede-
ner Ethnien. Sie sind effizienter. Ihre Fragen und Kriterien sind für die 
100+ Bewerber, mit denen Sie sprechen werden, festgelegt. Sie sind bei 
Bewerbern beliebter. Bewerber, denen Ihr Einstellungsprozess gefällt, 
versprechen eine deutlich höhere Arbeitsleistung von rund 10 Prozent.«
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SPI-Podcast: Meghan Telpner

SPI-Podcast: Meghan Telpner
Quellenlink

•	 Gründerin der Academy of Culinary Nutrition, Online-Schulung und 
berufliche Weiterbildung mit Zertifikat

•	 Über 2000 Absolventen aus 35 Ländern, 7-stelliges Business

•	 Vier Stufen der Preisgestaltung:
     –  Honorary (Prüfung): nur Inhalt, kein Coaching, kein Zertifikat
     –  Professional: Coaching und Zertifikat
     –  �Business: zusätzlich Support und Beratung für die Existenz

gründung
     –  Executive: direktes Coaching durch sie persönlich

•	 Begrenzte Teilnehmerzahl für die obersten drei Kategorien und die 
oberste Kategorie ist immer sofort ausgebucht

•	 14-wöchiger Kurs mit 97 % Abschlussquote

•	 Sie stellt Coaches ein, um Kleingruppen von 14 bis 16 Teilnehmern 
zu betreuen, die pro Teilnehmer bezahlt werden; wenn ein Teilneh-
mer abbricht, wird dafür kein Honorar fällig.
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Dericks Empfehlungen für ein Heimstudio

Dericks Empfehlungen für ein Heimstudio

•	 4-teilige Milchglas-Falttür 
•	 Schwarzer Verdunkelungsvorhang, der über die gesamte innere Tür 

gezogen werden kann (um Licht sowie Hall zu eliminieren); oben mit 
Ösen, damit wir ihn bei Nichtgebrauch abhängen können; ODER 
Trennwand an der Seite der Garage, um den Vorhang zu verstauen 
und Lichtreflexe zu vermeiden

•	 Teppichfliesen, unter denen Kabelschächte verlegt werden
•	 Decke komplett öffnen und schwarz streichen; Traversen installie-

ren, damit wir Leuchten, Kameras an der Decke aufhängen können; 
ODER Schleppketten an der Decke, damit wir uns nicht mit Kabel-
bindern abmühen müssen

•	 Schallschluckende schwarze Paneele an der Decke; montiert mit 
Holzschrauben und Unterlegscheiben
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Kaufen:
      Verdunkelungsvorhang
      Ösen
      schwarze Farbe
      Schleppketten
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D I S T I L L — F I N D  T H E  E S S E N C E 135

It is a sequence of images that he drew to study a bull’s essential form. 
The process of distillation happens in every art form, but this example 
is unusual in that Picasso preserved each step of his process.

Pablo Picasso, Le Taureau (series of 11 lithographs), 1945–46 (© 2021 Estate of Pablo 
Picasso / Artists Rights Society (ARS), New York).

Starting with the top left image and moving across and down, 
Picasso deconstructed the shapes of the bull one step at a time. In 
the first couple of drawings, he adds more detail. The horns are fuller, 
the tail becomes three-dimensional, and the hide has more depth and 
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DIVERGENZ

Ausgangspunkt Endergebnis

KONVERGENZ
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DIVERGENZ

C O D E
KONVERGENZ

Capture  
(Erfassen) 

Organize 
(Organisieren) 

Distill 
(Zusammenfassen)

Express 
(Ausdrücken)
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Kollektaneenbücher

Kollektaneenbücher

7 Hervorhebungen aus The Glass Box And The Commonplace Book
•	 In seiner üblichen Form bedeutet das Anlegen von Kollektaneen die 

Übertragung interessanter oder inspirierender Passagen aus der 
eigenen Lektüre, um sich eine persönliche Zitate-Enzyklopädie zu 
schaffen. 

•	 Der Philosoph John Locke begann 1652 während seines ersten Stu-
dienjahres in Oxford, ein Kollektaneenbuch zu führen. 

•	 Das Schöne an Lockes System war, dass es gerade genug Ordnung 
bot, um einzelne Stellen zu finden, wenn man sie suchte, gleichzei-
tig aber im Hauptteil des Kollektaneenbuches ein freies, ungeplan-
tes Mäandern ermöglichte. 

Schnell schreiben mithilfe des Kollektaneenbuches
•	 Kollektaneenbuch: eine zentrale, persönlich kuratierte und ständig 

gepflegte Informationssammlung
•	 Nehmen wir den Maler Chuck Close, der seine riesigen Bilder in klei-

ne Raster zerlegt, die er nacheinander vervollständigt: Ich schiebe 
kleine Farbflecken gegeneinander. Und ich arbeite im Wesentlichen 
von oben nach unten, von links nach rechts. Und ich baue diese 
Gemälde langsam auf – ich konstruiere sie so, wie man einen Quilt 
näht oder häkelt oder strickt.
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Projektübersicht: Forte Academy Studio

Projektübersicht: Forte Academy Studio

Einleitung
•	 Extrem multifunktional, modular und flexibel, um auf wechselnde 

Anforderungen zu reagieren
•	 Auch als Konferenzraum/Homeoffice nutzbar
	 –  �Produktiv von zu Hause aus arbeiten, ohne den Verstand zu ver-

lieren: Tiagos 10 beste Tipps für die Telearbeit
•	 Bad/Wohnraum
	 –  �Können wir Miniküche einbauen?
Kosten
Ideen
•	 Virtuelle interaktive Erfahrungen (VIEs)
•	 Brücke zwischen analoger und digitaler Welt
•	 Meine beiden größten Inspirationen sind dieses Video mit Tony Rob-

bins’ Aufstellungen für UPW und dieses Video des Cyber-Illusionis-
ten Marco Tempest, der eine Ansprache aus seinem Heimstudio hält

•	 Twitter-Reaktionen zu modernem Lernen
Phasen/Zeitablauf
•	 Phase 1: Garagenumbau/Homeoffice
•	 Phase 2: Sendestudio
•	 Phase 3: Aufnahmestudio
Details Einrichtungsanforderungen/Hintergrund
•	 Tiefer Hintergrund, um Tiefe hinter dem Subjekt zu erzeugen
•	 Ausstattung
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E S S E N T I A L  H A B I T S  O F  D I G I T A L  O R G A N I z E R S 201

The Project Checklist Habit: The Key to Starting 
Your Knowledge Flywheel

At the most basic level, knowledge work is about taking in infor-
mation and then turning it into results. All day, every day we are 
consuming and then producing. You don’t need special training to 
perform these activities, and you certainly don’t need a Second Brain.

What most people are missing, however, is a feedback loop—a way to 
“recycle” the knowledge that was created as part of past efforts so it 
can be used in future ones as well. This is how investors think about 
money: they don’t get the profits from one investment and immedi-
ately spend it all. They reinvest it back into other investments, creat-
ing a flywheel so their money builds on itself over time.
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B U I L D I N G  A  S E C O N D  B R A I N202

This is exactly how I want you to treat your attention—as an asset that 
gets invested and produces a return, which in turn can be reinvested 
back into other ventures. This is how you can ensure your knowledge 
grows and compounds over time like a high-yield asset. Like investing 
a small amount in the stock market every month, your investments of 
attention can likewise compound as your knowledge grows and your 
ideas connect and build on each other.

If you look closely, there are two key moments in this process of 
recycling knowledge. Two places where the paths diverge, and you 
have the chance to do something different than you’ve done before.

Those two moments are when a project starts, and when it finishes. 
For the former, I’ll introduce you to the Project Kickoff Checklist, 
and for the latter, the Project Completion Checklist.

Checklist #1: Project Kickoff

Before they taxi onto the runway and take off, airline pilots run 
through a “preflight checklist” that tells them everything they need 
to check or do. It ensures they complete all the necessary steps with-
out having to rely on their unreliable brains.

The way most people launch projects, in contrast, can be described 
as “haphazardly.” They might look through their existing notes and 
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