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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
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	“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

	“Nothing is more difficult, and therefore more precious, than to be able to decide.” 
- Napoleon Bonaparte

	This book is the revised and updated 2025 edition of DECISION-MAKING 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 you feel 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 
BY MAKING THE
BEST DECISION

	"The impediment to action advances action. What stands in the way becomes the way." 
- Marcus Aurelius

	This book is the revised and updated 2025 edition of DECISION-MAKING SIMPLIFIED.

	Decision-making is your ability to select the BEST Course of Action among competing alternatives, using your intellect, instinct, and intuition to consistently produce excellent results. 

	It’s the 21st volume in a forty-book series of a comprehensive Success Training Program (see OTHER BOOKS).

	In business, decision-making encompasses applying analysis, knowledge, experience, awareness, and forecasting as part of the cognitive process.

	Your effectiveness and success at work depend on your decision-making skills.

	As you use and share what you learn here, your chances of selecting the BEST solution are much better than without them. 

	What is DOTS?

	In the US Military, the “Situation” is the most important consideration before doing anything. 

	DOTS stands for “Depends On The Situation”.

	Before any plans are created or orders given, an exhaustive assessment of the situation must be made. That means conducting a thorough recon of the area, collecting information from people on the ground, and collaborating with the best minds familiar with the situation. 

	Since lives were at stake, every effort was made to put the odds of success in our favor.

	However, after leaving the military, I found very little emphasis on assessing the situation before people started to react. 

	Their actions were often wasted because they failed to uncover the real situation.

	Many people thought that all they had to do was determine the problem's real cause. 

	Unfortunately, the cause is only a small piece of the situation. No one ever attempted to identify the unresolved issues, consequences, and effects of their actions before taking them. 

	As a result, things had to be redone, money was spent that could not be recovered, and people were preparing to act only to be told later that their efforts were a waste.

	In many cases, it took months to undo the unresolved issues, unintended consequences, and second and third-order effects their actions created.

	This is what they call gaining experience. But there is a better way, which is why I wrote this book. 

	 

	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.

	 

	Making the Best Decision is one thing, but the outcome of your decision has more to do with the quality of your plan and how well it’s executed.

	 

	

	

	 


2 
BY THINKING
BETTER THOUGHTS

	“Men are rather reasoning than reasonable animals, for the most part governed by the impulse of passion.”
 - Alexander Hamilton

	Your reputation and credibility, as viewed by your subordinates, peers, and superiors, will depend on the quality of your decisions, which starts with the quality of your thoughts. 

	We all think it’s in our nature to do so. However, much of what you think about daily is flawed, which means your thoughts are biased, distorted, partial, uninformed, and discriminatory. 

	It's part of being human. Your emotions can cause you to fall prey to errors in reasoning, human irrationality, and self-interest. 

	Flawed thinking will cost you both money and the quality of your life. 

	On the other hand, excellence in thought requires a more disciplined and systematic approach. So, what are you to do?

	Fortunately, three powerful awareness skills - critical reasoning, creative thinking, and intuition - can help you overcome your human flaws and make the best decisions.

	By using Critical Reasoning.

	Critical reasoning is the ability to logically examine your thoughts, choices, decisions, and recommendations for truth and validity before making them.

	Critical Reasoning is a self-disciplined skill that attempts to reason more logically by asking better questions, considering alternatives, avoiding falling for the simple solution, and recognizing the consequences and effects your actions have on others. 

	It also helps identify the best option for problems with maximum buy-in, saving time, money, and stress. This skill includes researching, statistical analysis, classifying, recognizing patterns, forecasting, and calculating. 

	By using Creative Thinking.

	Creative Thinking is the ability to see new possibilities or different ways of doing things by finding new strategies, innovative techniques, or unique options.

	It asks you to identify those inhibitors that focus your thinking along predetermined paths, including your perceptions, culture, environment, emotions, and intellect. 

	Creative Thinking involves skills like Brainstorming (Appendix E) and originality, which promote divergent thinking and stimulate curiosity.

	It’s used to solve problems, manage crises, improve products and processes, and resolve situations that require new options. 

	Both skills help you evaluate your thinking for relevance, consistency, accuracy, fairness, and completeness. And when you apply these skills, you’ll enhance your ability to make the BEST decisions.

	By using Intuition.

	Intuition can acquire knowledge without proof, evidence, or conscious reasoning or without understanding how the knowledge was acquired, including unconscious cognition, inner sensing, and insight into unconscious pattern recognition. Thus, intuition is a powerful unseen force, especially in decision-making. 

	Intuition is receiving input and ideas without knowing how or where they came from.

	Intuitive decision-making is far more than common sense because it involves additional sensors to perceive and gain awareness of what is happening within and around you. It’s also known as an inner sense, voice, prompting, or spiritual guide. 

	Intuition comes from a higher consciousness and enters your awareness into your core (your Spirit). It’s active when you know something, but you can’t explain how or why you know it. 

	As you listen to your Spirit within, that small voice will whisper and prompt you to act. Or it may come in the form of someone who mysteriously appears in your life – just in the nick of time. 

	Dr. Deepak Chopra calls intuition the Secret of Synchronicity in his book The Soul of Leadership. He defines synchronicity as more than a meaningful coincidence. 

	It’s something that alters events to bring in more meaning. An example might be when you meet someone unexpectedly who has the exact answer to a problem you’ve been facing. 

	What abilities are essential to effective decision-making? 

	The three most powerful abilities you have that are essential to effective decision-making and your survival are: 

	
		
Intellect comes from your rational mind and is active when you use your brain to learn and process information.

		
Instinct comes from within your body and communicates positive and negative reactions, like the fight-or-flight response when you feel fear. 

		
Intuition comes from a higher consciousness and enters your awareness into your core (your Spirit) and is active when you know the truth but can’t explain it (like when you know something about a person before they tell you).
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