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WHAT OTHERS SAY ABOUT THIS BOOK
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	"I highly recommend the books from The Effectiveness Institute as texts for new leaders and a review for seasoned leaders - as a reminder of what they should be doing. These books are unique because they’re replete with valuable information that you can actually learn today and use tomorrow. If you want to become absolutely essential to any organization, these books are for you.”

	- Dennis D. Cavin

	Lieutenant General, US Army (Retired)

	Vice President, Army Missile Defense Programs

	Lockheed Martin, Corporate Business Development

	[image: Chapter Divider]

	“I recommend the books from The Effectiveness Institute because Ed Murphy doesn't theorize; he draws on his extensive experience from many years of service in the US Military and working as an Executive Coach in Corporate America. His keen insights and practical advice make these books required reading for anyone trying to negotiate the maze of organizational chaos.”

	- Lee Lacy

	Assistant Professor

	US Army Warfighter Course

	Command and General Staff College
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	“The books from The Effectiveness Institute will help you become more effective at work and in life. They will also help you unlock your potential and direct your team to greater success. I highly recommend these books.”

	- Lance Revo

	Principal Engineering Design Specialist

	Cyber Security at AREVA NP

	 

	 


 

	 

	“I dedicate this book to all those I must leave behind who have the desire to be, do, and have more than they have today.”

	Never Stop Learning!
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INTRODUCTION

	Murphy’s Law on Steroids: 
“If anything can go wrong, it will, at the worst possible time!”

	 

	 

	This book is the revised and updated 2025 edition of TAKING CHARGE SIMPLIFIED, which you’ll learn about in the next chapter.

	However, before we continue, it’s important to understand that this book is one of forty books that comprise a new Success Training Program.

	This program was created for you, regardless of your occupation, position, or level of authority, to help you achieve the effectiveness and success you deserve.

	The first ten volumes (see OTHER BOOKS) address these core competencies of your effectiveness and success in business:

	Followership, Delegating, Planning, Organizing, Communicating, Problem-Solving, Awareness, Training, Motivating, and Character-Building.

	The second ten volumes (see OTHER BOOKS) explain these ten business skills more thoroughly. 

	Writing, Speaking, Team Building, Managing Risk, Coaching, Managing Projects, Managing Meetings, Achieving Goals, Making Decisions, and Building Consensus with a Team.

	I created this series to give you the essential best practices and critical success skills needed to rise above the crowd, be the best at whatever you do, and stand out rather than just fit in. 

	I’m Ed Murphy, the founder of The Effectiveness Institute. After graduating from West Point, I served 24 years as a US Army Officer during both Vietnam and Desert Storm, traveling all over the world.

	After the military, I spent the next 20+ years as an Executive Coach in Corporate America, working with hundreds of business executives, small business owners, and teams in Seattle, San Diego, Kansas City, and Phoenix.

	During my career, I was always searching for why some people are more effective and successful than others.  

	 

	As a result, I discovered that they were able to achieve extraordinary success by doing these three things:

	
		By consistently producing excellent results.

		By adding greater value to all those who helped them produce their results - especially their boss.

		By treating all those with whom they worked with respect and kindness, regardless of how they were treated.



	This SUCCESS TRAINING PROGRAM was created to help you do these three things better than anyone else.

	What makes this program so unique is that it:

	
		Gives you the most actionable best practices needed to consistently produce excellent results that you won’t find anywhere in academia or corporate America.  


		Teaches the most critical success skills used by the most effective people in their field, which you were never taught in school. 

		Provides step-by-step instructions for each best practice, explaining:



	
		What to do.

		How to do it.

		The tools needed to make it happen.



	No one else does that! Think about it!

	These are all simple things you can easily learn today and use tomorrow. 

	I know you'll enhance your value as you learn, use, and share what you learn here.

	Join us and discover why our readers come away saying,

	“I wish I knew this stuff years ago.”

	This program is my legacy, my small contribution to making a difference in the lives of all those I leave behind.

	Enjoy the book!

	

	

	Also, if this information could help someone else, please let them know. If it makes a difference in their life, they’ll be forever grateful to you, as will I.

	To your SUCCESS! 
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	Founder of The Effectiveness Institute

	

	

	Stop wishing you were better and do something about it today.
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1 
TAKING CHARGE
SIMPLIFIED

	MURPHY'S COROLLARY: 
“You will find an easy way to do it after you finish it.

	 

	 

	When In Charge, Take Charge!

	 

	This book is the revised and updated 2025 edition of BRAINSTORMING SIMPLIFIED.

	Taking Charge is assuming ownership of a situation by taking the initiative, making decisions, and directing the efforts of others to consistently produce excellent results.

	It’s the 27th Volume in a comprehensive Success Training Program (see OTHER BOOKS).

	In business, Taking Charge is not universally understood and is not something you learn in school or college.

	It’s crucial in business because nothing happens unless someone does it.

	Taking Charge is about three things: Ownership, authority, and results.

	Ownership:

	Ownership is a proactive attitude of accepting full responsibility and accountability for the entire process to achieve a desired outcome and being willing to do whatever it takes to move the work forward. 

	Authority: 

	Authority is your boss’s permission to take certain agreed-upon actions to support your official duties and responsibilities.

	Do you have the authority to make decisions, task others, assign work, hire, fire, spend money, and set priorities? 

	How much authority do you need? 

	Only your boss can tell you the extent of your authority. Ask for any constraints. 

	Constraints include imperatives and restrictions.

	
		
Imperatives are the things you must do, like achieving your goals.  


		
Restrictions are the things you can’t do, like accepting gifts from vendors, and they include borders and limits. 



	
		
Borders are the official or unofficial lines dividing one area from another, showing who's responsible for what.  


		
Limits are the point at which something ends or beyond which something starts.  




	Results:

	Your goal is to consistently produce excellent results, period!

	What does your boss or client expect in terms of results?

	 

	Pro Tip: This is why you should always provide a Backbriefing (Chapter 11) to your boss or client before starting work.

	 

	Important Notes: 

	To make this book more useful for and actionable by everyone in the workforce, it’s important to point out that I’ll be using the term “boss " throughout instead of leader, manager, or employer.  

	I do this because,

	“We all work for a boss, whoever pays us for our work.”  

	Even if you’re self-employed or a small business owner, your boss is your customer, client, guest, or patient, whoever pays you for your services.  

	I’ll also use the terms “member” or “team member” instead of worker, employee, or associate to reinforce the power of teamwork.

	 

	

	

	 


2 
BY UNDERSTANDING
TERMS & CONCEPTS

	MURPHY'S COROLLARY: 
“Two wrongs don't make a right. It usually takes three or four.”

	 

	 

	Here are several important terms and concepts to understand first.

	Important Terms and Concepts

	Accountability: 

	Accountability is your ability to accept responsibility for your actions and in-actions and the obligation to report, explain, and be answerable for any adverse consequences.

	Authority:

	Authority is your boss’s permission to take certain agreed-upon actions to support your official duties and responsibilities.

	Backbriefing (Chapter 11): 

	This is a briefing you give your boss BEFORE starting the project, explaining how you intend to accomplish your boss’s objective using the Plan of Action (POA) format (Appendix A).

	Being In-Charge:

	Being In Charge means that someone with authority (like your boss or client) has assigned you a project and expects you to deliver a desired result.

	Sometimes, your boss will make you the coordinator for a project. It could also be called the lead person, point person, or facilitator. These are all ways of saying that you’re in charge with constraints. 

	When in charge, take charge!

	Only your boss can tell you the extent of those constraints. If in doubt, ask! Make no assumptions. Do you have the authority to make decisions, task others, assign work, hire, fire, spend money, and set priorities? This is why you should always conduct a Backbriefing with your boss.

	Boss:

	The person who assigned you the project.

	Key Player: 

	Anyone who must perform a task for your project to succeed that doesn’t normally report to you (like a vendor, supplier, or a member of a different department).

	Flexibility to Respond: 

	As the PM, you represent your boss in everything you do to ensure the project's success. However, you must retain your flexibility to respond because plans and projects rarely unfold as expected. 

	Flexibility to respond is your freedom of action to check on your project, resolve problems, and remain responsive to all team members and boss.

	This means staying in contact with all participants and your boss, being free to roam, and repositioning your members, equipment, or supplies where they’re most needed. 

	This also means delegating any new problems or obstacles to another team member so you don’t get diverted by ancillary issues that cause you to lose sight of the big picture. Once you get bogged down as a doer, you’re no longer the PM.

	Effective PMs are in motion, checking and encouraging!

	Ownership:

	Ownership is something you must assume and develop. It’s a proactive attitude of accepting full responsibility and accountability for the entire process to achieve a desired outcome and being willing to do whatever it takes to move the work forward. 

	Project: 

	Any assignment that requires the effort of others to achieve its objective.

	Project Manager: 

	The person assigned by your boss to conduct a project: the person in charge. 

	Responsibility:

	Responsibility is something you are given. Your responsibilities are the obligation to perform tasks assigned by your boss, which have a penalty for failure, called accountability.  
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