IA LT D E L ALTDEL / FIELD GUIDE

The Monolith
Workspace

Turn what you know into a workspace Al can
use.

A practical guide to setting up your files, giving
clear instructions and building a repeatable
way to work.

Build with Al. Keep The CTRL.
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IA LTDEL START HERE

Give your next request a
better starfing point

A new client has sent you an intake form. You want to welcome
them and explain what happens next. You ask Al to write a note. It
sounds warm and confident. It also promises a call tomorrow,
although you have not arranged one.

The missing piece was your process. The assistant needed to know
that you first read the form, then email questions, then arrange a
call. A polished sentence cannot supply those facts.

You could explain the process each time. Or you could save it
beside the work, tell the assistant where to find it, and improve that
note when your process changes.

That is the starting point of the Monolith workspace: a place for the
work and the instructions that make it useful.

In this guide, you will build a small client-welcome folder. You will
ask Codex to create its notes, use them to write a welcome
message, then see how the same arrangement grows with your
work. You remain the person who knows whether the result is right.
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IA LTDEL SET UP YOUR WORKSPACE

The app works with your
folder

You will use Codex in the desktop app for this walkthrough. A
project points to a folder on your computer. When you ask it to save
a file there, that file becomes part of your workspace.

A reply in chat and a saved file are different things. A reply can
explain the work. A file gives you something you can open, change
and use again. Ask for both when you need to inspect a result.

File Edit View Special

[ ] client-welcome
Codex
Claude
Your notes and drafts Code
Saved on your computer
ALTDEL

The method can travel to other tools that work with local files. Here,
we will follow one setup path in Codex so you can concentrate on
the work.
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IA LTDEL SET UP YOUR WORKSPACE

These notes are ordinary text

The notes in this workspace are Markdown files. Their names end
in.md, just as a PDF file's name ends in .pdf. You can read and
change the words inside them.

Markdown uses a few marks to organize the text. A # starts a
heading. A line beginning with - becomes a list item. The marks help
you find the parts of a note without needing a page-design app.

[ ] A Markdown note

# A heading
A sentence in ordinary text.

- One itemin a list
- Another item in the list

Codex can write these files from your description and edit them
when you ask. You can also open them in Notepad or TextEdit. If you
use TextEdit, choose plain text when saving. A separate editor is
optional here.

Think of the files as instructions and working notes that you can
inspect. You are not writing software. You are making your
knowledge available in a form the assistant can read beside the
work.
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IA LTDEL SET UP YOUR WORKSPACE

Connect a place to work

If you need the app, follow OpenAl’'s desktop setup. Open the app.
sign in and choose Codex. Create a new project. For this
walkthrough, name it client-welcome. The name helps you
recognize this work in the app.

Under Source folders, choose Add. This connects the project to the
folder that will hold your notes and drafts.

I Codex
Create project X
[Iil client-welcome J
Source folders

Add a folder on this computer v

(& Add |

J
Create project

Create a project in Codex.

You are choosing where Codex should work. The next screen lets
you select that place on your computer.
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/ALTDEL

SET UP YOUR WORKSPACE

Choose your project folder

In the folder chooser, open Documents. Select New Folder and
name it client-welcome. Select that folder, then choose Open. Back
in Codex, choose Create project.

Il Choose a folder

Favorites <2

[ 3 Documents ] Q

@ AirDrop
Name

Kind

O Recents

2 Desktop

Y Downloads

X Applications 3 client-welcome Folder

Select client-welcome.
[@ Documents] lts name matches this project.

3 Documents / client-welcome

~

[ New Folder )

Choose the client-welcome folder.

Start a task inside this project. Ask, “Which folder are we working
in?” Check that the reply ends with Documents/client-welcome.
This checks the selected location. After creating the notes, open the
saved-file links and check that they belong to this folder too.
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IA LTDEL SET UP YOUR WORKSPACE

Ask Codex to create the notes

You do not need to write the files by hand. Describe the work and
ask Codex to put that information in the right place. For this first
run, use the brief below.

In this folder, create AGENTS.md, CONTEXT.md and
REFERENCES.md.

This project produces short welcome notes for new clients.
Use plain language and only supplied names, fees and timing.

My first task is a welcome note for a client who has just sent an
intake form. These are the confirmed steps: we read the form,
email any questions, then arrange a first call. No call date or
reply deadline has been set.

Put the project purpose and lasting rules in AGENTS.md. Put
the goal, reader and result in CONTEXT.md. Put the confirmed
steps in REFERENCES.md.

In AGENTS.md, say to read both notes before drafting. Save
the files here and give me links so | can open them.

The key instruction is save the files here. If the response only
shows text to copy, ask Codex to create the actual files in your
project folder.

Next, open each file. You are checking whether Codex understood
your brief before that brief shapes the work.
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IA LTDEL WORK WITH YOUR FILES

Keep the lasting rules together

AGENTS.md is the main guide for this Codex project. It gives the
assistant a purpose and tells it what to read. Its rules apply to more
than one welcome note.

[ ] [3) AGENTS.md

# Client welcome

Help me write clear welcome notes for new clients.

Before drafting, read CONTEXT.md and REFERENCES.md.
- Use plain language.

- Use only supplied names, fees and timing.
- Save drafts here when | ask for afile.

The first sentence explains the job. The next points to two files with
more detail. The bullets set habits that should hold each time: plain
language, supplied facts and a saved draft when requested.

The client's name and the details of one call do not belong in these
lasting rules. Those details change with the job. Keeping them
elsewhere lets this guide stay useful without rewriting it for each
client.

Codex recognizes AGENTS.md as an instruction file. Names such
as CONTEXT.md and REFERENCES.md are choices in this
workspace: the instruction to read them makes their role clear.
OpenAl's guide explains how project instructions are found.
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IA LTDEL WORK WITH YOUR FILES

Explain the jolb and supply the
facts

CONTEXT.md explains the work you are trying to do.
REFERENCES.md supplies the facts or source material the
assistant needs to use. Open yours and compare their meaning
with these examples.

[ ] [3) CONTEXT.md

# Current work

Goal: Explain what happens after a client sends an intake form.
Reader: A new client waiting for the next step.
Result: A short welcome note.

[ ] [3) REFERENCES.md

# Confirmed process

1. We read the intake form.
2. We email any questions.
3. We arrange a first call.

No call date or reply deadline has been set.

The context explains the goal and reader. The reference supplies
the sequence of events and what has not been set.

References can also point to a brief, table or example. Say what
each source is for so the assistant knows why it matters.
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IA LTDEL WORK WITH YOUR FILES

See the formatted note

You can view the same Markdown file as formatted text. Attach
REFERENCES.md in ChatGPT and ask it to display the contents.
The file is the input to this request.

[ | ChatGPT

ChatGPT | ChatGPT .

*+ New chat Show this as formatted text.
o Search

chats [3] REFERENCES.md

Library

nfirm r
Chate Co ed process

1. We read the intake form.
2. We email any questions.
note
3. We arrange a first call.

No call date or reply deadline has been set.

& v

© Your [Ask anything 6]

account

Attach the file to display its saved text as a formatted note.

The heading and list look different, but the words carry the same
facts. You can keep working with plain text in Codex. See the
Markdown syntax guide for more about the marks.
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IA LTDEL WORK WITH YOUR FILES

Change the tile through the
apP

Suppose you decide that a welcome note should be brief enough to
read on a phone. Tell Codex to make that requirement part of the
current work:

In CONTEXT.md, change the Result line to:
A welcome note no longer than 120 words.

Save the change. Leave the confirmed process in

REFERENCES.md unchanged. Give me a link to the updated
file.

[A) CONTEXT.md

# Current work

Goal: Explain what happens after a client sends an intake form.
Reader: A new client waiting for the next step.
Result: A welcome note no longer than 120 words.

Open the linked file and look for the new line. This is how you check
a file edit: inspect the saved text, rather than relying only on the
message saying it was changed.

The next task can read this length requirement from the file. If you
only ask for a short note in chat, that request may be useful today,
but it will not update the workspace by itself.
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IA LTDEL WORK WITH YOUR FILES

Use the nofes to make
something

The workspace now holds the purpose, the reader, the length and
the process. You can ask for a real result without typing that
background again.

Read AGENTS.md, CONTEXT.md and REFERENCES.md.

Write the welcome note for the client who has just sent an
intake form. Explain what happens next in the order given in the
references.

Use a warm, direct tone. Do not add a client name, a call date
or a reply deadline. Keep it within the length set in
CONTEXT.md.

Save it as welcome-note-vl.md in this folder. Show me the note
and give me a link to the saved file.

welcome-note-vl.md means the first saved version of your
welcome note. The name tells you what it contains before you open
it. The .md ending tells you it is a Markdown text file.

Your prompt selects today's action. Your notes supply the
background. Both have a job: one says what to do now: the others
describe the work and the facts it should respect.
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IA LTDEL WORK WITH YOUR FILES

Open the result and check its
meaning

Open welcome-note-vl.md. The words may differ each time, but
the result should explain the same confirmed process. A note that
meets the brief could read like this:

[ ] [3) welcome-note-vl.md

Thanks for sending your intake form

We will read through it and email you with any questions. Then
we will arrange a first call.

Thanks for sharing this with us. We look forward to learning
more about your project.

Compare the draft with REFERENCES.md. Does it say the form
comes first, followed by questions and a call? Has it promised a
date or response time you did not supply? Then check the length
and tone against your request.

A sentence can sound helpful and still make an unsupported
promise. Checking the actual draft against your notes is how you
catch that difference.

If one sentence is wrong, name it and ask Codex to revise the draft.
If the process itself has changed, update the reference first, then
ask for a new draft. That keeps tomorrow's work from repeating
yesterday's mistake.
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IA LTDEL UNDERSTAND THE SYSTEM

Read what this fask needs

The welcome note worked from a few facts. Your whole business
will have far more: past drafts, product notes, client questions and
plans. Giving all of it to every task creates a second problem. The
assistant must sort through material that may have nothing to do
with the job.

A model works with a limited amount of information at once, called
its context window. Text is counted in tokens, which can be words,
parts of words or punctuation. Instructions, supplied material and
the response all use capacity. Limits differ by model. OpenAl
explains these limits.

| = Readforthistask =—=| |[ === Leaveaside
@ The project guide E Old website layouts
@ The client process E Unrelated drafts

@ The current request

For a welcome note, the client process matters. Last month's
website layout does not. A useful workspace tells the assistant
where to look and what to leave aside.

The goal is to give the task the right material. More context is
helpful when it answers a real question: unrelated context is still
unrelated, even when it fits.
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IA LTDEL UNDERSTAND THE SYSTEM

Keep the method across 1ools

The model interprets information and produces a response. The
harness is the software around it that manages the conversation,
files and tools. Codex gives you one way to work with these pieces
in an app.

Your Monolith workspace stores the purpose, facts and process in
readable files. That makes the method portable. You can use those
files with another model or harness that can read them and carry
out the required steps.

[ ] Your Monolith workspace

@ Instructions @ Sources E Work

Codex Another harness

Read - Write - Check Check available actions

When changing apps, tell the new assistant to read the main guide.
Check that it can open the source files, write the requested result
and use any needed tools. Different apps may recognize different
instruction filenames. Codex uses AGENTS.md: another app may
need a short entry file that points to the same guidance.

A chat app with attachments can help draft from the notes you
supply. A harness with file access can also save and revise them in
place. The written process can stay the same while the available
actions differ.
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IA LTDEL UNDERSTAND THE SYSTEM

Give the reguest five usetul
oarts

A good request answers five questions. Some answers may
already live in your project files, so you do not need to repeat them
in every message.

[ ] Five questions for the request
Identity / role What kind of help do you need?
Task What should it do now?
Context What information should it use?
Constraints What limits must it respect?
Output format What should the result look like?

For the welcome note, the role is a helpful editor. The task is to write
the note. The context is the confirmed client process. The limits
exclude invented timing and set the length. The output is a named
Markdown file.

Try this on your next request: underline the action, name the source,
and describe the result you expect to open. If a necessary fact is
missing, supply it or ask the assistant to identify the gap.

A role helps set the kind of work. It does not give the model facts
about your business that you have not supplied.
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IA LTDEL UNDERSTAND THE SYSTEM

Separate a decision from the
WOrk It controls

A short note needs few choices. A longer guide needs an order, a
level of detail and a clear audience. Ask for the outline before
asking for every page. You can correct the plan while it is still easy
to change.

Read the project notes. Propose an outline for a client welcome
guide. Save it as welcome-outline.md. Use only supported
topics and list any missing information. Stop after the outline.

Once the outline is useful, ask for one section using that saved file.
Read the result, then continue. This gives each request an input you
can name and an output you can inspect.

= =

—
welcome-outline.md welcome-guide-vli.md

Choose the topics and order. Write from the outline.

The same care applies to large source material. Name the section
that matters to the task. Keep a table's headings with its values. If
you divide a long document, label each part so the assistant knows
what it is reading and how the parts relate.
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IA I_T D E L WORK ACROSS AREAS

Build a wider workspace

Your welcome note is one kind of writing. Turning it into a handout
and answering audience questions need different instructions. Give
each kind of work its own area.

File Edit View Special

| ———— monolith-workspace

[3] AGENTS.md Codex

[§] CONTEXT.md %

@ REFERENCES.md
.. Claude
[ writing Code

] production

] community

ALTDEL

In monolith-workspace, writing creates text, production turns it
into assets, and community handles questions you supply.

Unzip monolith-reader-kit.zip and add monolith-workspace as
another Codex project, using the earlier setup steps. Keep client-
welcome as your first exercise. The new project includes a sample
at writing/welcome-note-vl.md: it does not move your first
exercise’s files.
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IA I_T D E L WORK ACROSS AREAS

Route each kind of work

Open the expanded project's AGENTS.md. It should explain the
shared purpose, then route each request to the area that owns the
work.

[ ] [3) AGENTS.md
Task Go to Read
Draft or revise writing/ writing/CONTEXT.md
text REFERENCES.md

Plan or build a production/ production/CONTEXT.md
handout The source draft you name

Draft a member  community/ community/CONTEXT.md
reply The question you supply

Read the first row as a sentence: “For writing, go to the writing
folder, read its context file and use the shared reference.” The local
file supplies the steps that do not belong in every task.

A production request needs the production guide and a named
source draft. A community reply needs the member's actual
question. The map helps the assistant choose those inputs without
reading every nearby file.

Keep shared rules, such as using supplied facts and clear
filenames, in the main guide. Put detailed writing or layout methods
in the area that uses them.
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IA I_T D E L WORK ACROSS AREAS

Load the right instructions

In the monolith-workspace project, give Codex a short request:

Read AGENTS.md. Go to the writing areq, read its
CONTEXT.md and tell me what this area does, what it needs
from me and where it saves work. Do not draft yet.

Codex / writing

Ready for your writing task

| draft and revise business text using the project references
and the source you supply.

| save the named draft in writing/.

What would you like to write?

The response should explain the area before starting a draft.

This request checks the route. The response should name the
sources and ask what you want to write, without inventing an
assignment.

The chosen area supplies the working role. Different instructions let
the same model write a note or plan a layout.

Open writing/CONTEXT.md and compare it with the reply.
Purpose explains why the area exists. Inputs say what to read.
Process describes the work. Output says what you should be able
to open afterward.
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IA I_T D E L WORK ACROSS AREAS

et a missing Input stay visible

Now try a production request that refers to a file the template does
not contain:

Read AGENTS.md and production/CONTEXT.md. Make a one-
page welcome handout using writing/welcome-guide-vl.md.
Before building, check that the source file exists.

: Codex / production

@ writing/welcome-guide-vl.md Not found

| found writing/welcome-note-vli.md,
but not the guide named in your request.

Supply the guide, ask writing to create it,
or tell me to use the existing note.

The requested guide is missing. There is a welcome-note-vl.md,
but a note and a guide are not the same file. A useful assistant
identifies that gap and explains what it needs next.

You can supply the guide, ask the writing area to create it, or
choose the existing note as the source. For the next exercise, use
the note.

This is a normal part of the process. A later step depends on an
earlier result. Finding the missing result before building prevents a
well-presented asset from being based on guessed content.
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IA I_T D E L WORK ACROSS AREAS

Plan the handout In stages

Production is a work area. Inside it, brief, spec, build and output
are stages of this handout job. Simpler jobs may combine steps.

] ] ] ]

brief spec build output
Goal + source Layout + The working The checked
format asset file
What are we
making? How should it Make the Prepare the
work? handout. result.

Each folder has its own @ CONTEXT.md

The brief defines the purpose, audience and source. The spec,
short for specification, describes the layout and format in enough
detail to guide the build. Build makes the asset from those choices.
Output checks the result and puts the usable file in its delivery
folder.

Each stage has a local CONTEXT.md that names its inputs and
output. The next stage reads the file made by the previous stage,
alongside any source facts it still needs.

For our handout, the written note supplies the facts. The brief sets
the goal. The spec decides how the one-page layout should
present those facts. A layout choice can change the presentation: it
should not invent a new client process.
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IA I_T D E L WORK ACROSS AREAS

Save each stage's result

Start with the existing welcome note. Ask Codex to work through
the first two stages separately so you can see their different jobs.

Read production/CONTEXT.md and the brief stage guide. Use
writing/welcome-note-vli.md to plan a one-page client
welcome handout. Save the brief as
production/brief/welcome-handout.md. Stop so | can read it.

After reading the brief:

Read the spec stage guide and the saved brief. Write the
layout and format choices to production/spec/welcome-
handout.md. Keep the source facts unchanged. Stop after
saving the spec.

Once the spec is useful, ask Codex to follow
production/build/CONTEXT.md. The example produces welcome-
handout.html, a page you can open in a browser. HTML is a
common web-page file format.

Then ask it to follow production/output/CONTEXT.md. That step
checks the source text and requested format, and places the
passing file in production/output/. Saving it there does not publish
it on the internet.

The stages make the choices inspectable. A vague layout can be
corrected in the spec before it becomes a finished page.
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IA I_T D E L WORK ACROSS AREAS

Choose the method and tool

A skill stores a reusable method. It may include instructions,
examples or scripts. A tool performs an action: read a file, inspect a
page, make an image or write an output.

[

[ B= skill / a method

Tool / an action

Review a draft Open a saved file

Read the audience and source. Read its contents.
Check the wording.

Return useful edits. Inspect a page

Show its rendered layout.

A writing area might use an available editing skill after a draft
exists. Production might use a design skill for a spec and a browser
tool to inspect the built page. A PDF skill belongs where a PDF is
actually needed.

The local context says when a method applies, which input it uses
and what result it should return. It does not need to load every skill
for every job.

Before using one, ask the assistant to check that the skill or tool is
available. If it cannot inspect a page in the current app, it should
name that missing check. A successful file save alone does not
prove the layout was reviewed.

For the supplied handout, use the tools already available in Codex.
No new plugin is required by the template.
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IA LTDEL MAKE IT YOURS

Connect outside Information
when the job needs It

Your first exercises use local files. Later, a job might need a
customer record, a document in another app or a calendar entry.

MCP, the Model Context Protocol, is a standard way for an Al app
to connect to services that provide tools or information. The app
connects to an MCP server, which offers the capabillities it
supports. The protocol does not decide the whole process for you.
The MCP overview explains this arrangement.

Your Al app MCP server

Requests information Offers a tool or source

A named question comes back to the community task.

For example, a community task might retrieve a named support
question through an existing connection, then use the community
guide to draft a reply. The question is the input: the guide still
supplies the working instructions.

Writing “use the calendar” in a context file does not connect an
account or grant access. The app needs a working connection and
permission for the action. Choose the connection because a real
task needs it.

The local practice folder needs no external connection. It teaches
you where one would belong when your work calls for it.
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IA LTDEL MAKE IT YOURS

Use names that lead back to
the right work

A filename should help you find the result without opening every file.
Include the subject, the kind of work and a version or date when
those details matter.

[ ] Find a specific result
@ welcome-note-vl.md First draft
[] welcome-note-v2.md Revised draft
@ 2026-09-13-call-notes.md Date and subject

Ask for the exact file you want to continue. “Revise welcome-note-
vl.md” gives a clearer starting point than “use that note we made.”
In a new task, also ask the assistant to read the project guide and
relevant context.

Put a lasting naming convention in AGENTS.md. Then the writing
and production areas can follow the same pattern without
inventing a new naming system for each task.

Use versions to distinguish drafts and stage folders to distinguish
jobs. Within production/, brief/welcome-handout.md describes the
goal: spec/welcome-handout.md describes the layout. Their
shared subject connects them. Their folders explain which role
each file plays.
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IA LTDEL MAKE IT YOURS

Make the areas your own

Change the work described inside the files as well as the names
outside them. A writing area for a property team needs different
sources, language and checks from one used by a film studio.

| E= Propertyteam == | || E== Film studio
[ ] listings [ ] development
[ ] client-updates ] production
[ ] Software team
planning src docs ops

For each area, answer four questions: What work belongs here?
What source starts it? How do we do it? What file should exist when
it is done?

A client business can keep client-specific facts in each client's own
folder and share general templates separately. An app team can
keep planning, code, documentation and operations in their existing
locations, with guides that map to those locations.

Start with the areas you actually use. When a new type of work
appears, write its context and add a route in the main guide.
Update the audience, source material, process and output rules
together so the new folder has a real job.
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IA LTDEL MAKE IT YOURS

Repair the file that caused the
oroplem

Use the result of a real task to decide what to improve. These seven
common problems point to different repairs.

1 | Overloaded main guide
Keep purpose and routes there: move detailed methods locally.

2 | Missing route

Name the request, destination and file to read.

3 | Too many work areas
Group work that uses the same instructions and sources.

4 | Vague identity
Describe the job and reader, not a list of personality traits.

5 | Stale context
Update the changed fact or process in its source file.

6 | One flat file pile
Group related work and use names that reveal its purpose.

7 | Structure before use
Try a real task before adding another folder or rule.

A bigger guide is not always a better guide. Make one focused
correction, run a small task and open the result. Keep the changes
that make the next task easier to understand and check.
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IA LTDEL MAKE IT YOURS

Put the whole workspace to
WOrK

The welcome note gave you a first result. The larger workspace
showed what happens when that result becomes an input to
another kind of work.

You now have a main guide that selects an areaq, local context that
explains the job, references that supply the facts, and working files
that carry results between stages. Skills and tools help where a
step needs them.

For your next task, start with the outcome you want. Ask Codex to
follow the route, read the relevant context and name the inputs. If

something is missing, supply it before the step that depends on it.
Open each meaningful result and improve the saved instructions

when the work reveals a gap.

The method belongs to your workspace. You can bring it to another
model or harness by giving that tool the files and checking that it
can perform the required actions. Keep your sources and output
checks intact when you switch.

monolith-reader-kit.zip contains client-welcome/ for the first
exercise and monolith-workspace/ for the wider example. The
second folder includes the main guide, local contexts, four
production-stage guides and the welcome note. It leaves the
requested welcome guide absent so you can try the missing-input
exercise.

Use the file structure to support the work you already understand.
Then let real use show you what the next guide needs to say.
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