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“Know-It-All Book” Sample Outline

Step 1 — Outline the Important "Pieces" of the Business
The first step in creating a Know-It-All Book is to identify the major "pieces" of the business. The goal is not perfection. The goal is to 
create an initial map of the company so that policies, procedures, checklists, standards, and operational knowledge have a logical place to 
live.

1. Executive / Ownership
 Vision & Goals

 Executive Function

 Reporting & Metrics

2. Administration
 Office Management

 Communication Standards

 Records & Documents

3. Data Hygiene
 Email Hygiene

 File & Document Hygiene

 Contact Data Hygiene

 Accounting Data Hygiene

 Operational Data Hygiene

 Password & Credential Hygiene

 AI Data Readiness

 Recurring Data Maintenance

4. Human Resources
 Recruiting

 Onboarding

 Employee Management

 Offboarding

5. Sales & Marketing
 Lead Generation

 Sales Process

 Marketing

6. Customer Service
 Intake

 Communication

 Retention

7. Operations
 Service Delivery

 Checklists
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 Quality Control

8. Accounting & Finance
 Banking

 Accounts Receivable

 Accounts Payable

 Financial Reporting

 Taxes & Compliance

9. Technology
 Hardware

 Software

 Data & Security

10. Management Information Systems
 Core Principles

 Time Keeping

 Workflow Management

 Naming Conventions

 Data Entry Standards

 Reporting & Dashboards

 Communication Logging

 Searchability & Retrieval

 Permissions & Security

 Best Usage Practices

 Common MIS Failures

11. Vendors & Contractors
 Vendor Management

 Purchasing

12. Facilities & Physical Assets
 Building Maintenance

 Equipment

13. Legal & Risk Management
 Insurance

 Compliance

 Contracts

14. Emergency Procedures
 Operational Emergencies

 Personnel Emergencies

 Business Continuity

15. Industry-Specific Sections
 Property Management

 Construction

 Medical

 Legal

 Manufacturing

 Hospitality

 Retail

 Professional Services
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16. Industry Inanities
 Missed deadlines

 Inbox overload

 Expired domains

 Duplicate records

 Tribal knowledge bottlenecks

Once the outline exists, each section can gradually be expanded into policies, procedures, checklists, standards, templates, examples, 
FAQs, troubleshooting guides, training materials, and linked references.
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