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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
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	“Intelligence, knowledge, or experience are important and might get you a job, but strong communication skills are what will get you promoted.”
 - Mireille Guiliano

	This book is the revised and updated 2025 edition of The LOST ART of COMMUNICATION, The Science of Being Understood, which you’ll learn 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 books (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.

	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 provides you with these three things that you won’t find anywhere in academia or corporate America:

	
		First, it gives you the most actionable best practices needed to consistently produce excellent results.  

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



	
		Third, it provides step-by-step instructions for each best practice, explaining:



	
		What to do.

		How to do it.

		And providing 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. 

	As an executive coach for over 20 years, I know what your employers and customers expect. 

	I created this Success Training Program based on all I’ve learned from the best and brightest people with whom I served over my entire career to help you rise above the crowd, be the best at whatever you do, and stand out rather than just fit in.

	Here, you’ll learn how to use the best tactics, techniques, and tools to enhance your ability to become a more effective communicator.

	I know that by learning, using, and sharing these best practices, you’ll be well on your way to becoming the person who adds the greatest value to the team—making you essential.

	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 must 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 
The LOST ART of
COMMUNICATION
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	“Communication - the human connection - is the key to personal and career success.” 
 - Paul J. Meyer

	This book is the revised and updated 2025 edition of The LOST ART of COMMUNICATION, The Science of Being Understood.

	Communication is your ability to consistently produce excellent results by improving your oral, written, non-verbal, and active listening skills to produce clearer focus, build consensus, and eliminate misunderstandings.

	It’s the 5th Volume in a forty-book series of a comprehensive Success Training Program (see OTHER BOOKS).

	In business, Communication is a continuous process of transferring information between people within and outside a business intended to produce clearer focus, assist collaboration, build consensus, and ensure shared understanding.

	It also builds trust, relieves stress, reduces rumors, confusion, and misunderstandings, and gets things done! 

	This is done by creating, sharing, listening, and understanding messages between members through written and verbal formats. 

	How members communicate and operate within a business is vital to its success, ultimately improving productivity and profitability.

	How can you reduce Miscommunication?

	Interpretations, like assumptions, create miscommunication, which can stop or delay the successful completion of your projects. 

	 

	Here are the most important steps to identify and reduce miscommunications. 

	Step 1. Find out What's Going On! 

	Here are the most effective ways to find out what’s really going on. 

	
		Create a Blog. Post questions that you'd like members to answer. Ask for feedback.

		Break Bread Together. This means having a meal with members with whom you work frequently.

		Use MBWA. This is Management By Walking Around. Spend one day a week visiting different locations unannounced. 

		Have Skip-level Sessions. Meet with members selected randomly, at different levels, and from different departments.

		Sensing sessions: Meeting with members selected at random.

		Visits: Spend one day a week visiting different locations unannounced. 

		Open Door Policy: Give members time to see you privately.

		Suggestion box: Receive anonymous suggestions.

		Surveys: Send out a survey and assess the results.



	Step 2. Assess the Commonly Used Terms. 

	One of the biggest problems I noticed as I spoke with members from different levels in the same organization was that they lacked a common language. They all had different definitions for the same term, which led to serious miscommunication. 

	The solution was simple. All they had to do was create a list of commonly used terms with one mutually agreed-upon meaning. Then, they circulated the list through all members for their concurrence/non-concurrence (Chapter 26). 

	Step 3. Conduct a Backbriefing (Chapter 20).

	A Backbriefing is a briefing you give to your boss BEFORE your project, explaining how you plan to accomplish his objective.

	Step 4. Don't forget "Murphy's Law." 

	If you do, it will surely ruin your day. 

	Remember, 

	"If anything can go wrong, it will, at the worst possible time."

	Don't let this happen to you! To avoid this, anticipate and mitigate everything that “could reasonably go wrong” (Chapters 28-31, Appendix C). 

	“Could reasonably go wrong” means what has gone wrong in the past during similar projects.

	Step 5. Eliminate all Unresolved Issues.

	List any unanswered question, unknown, concern, shortfall, obstacle, or problem that could slow or stop your progress (Chapter 23). Each issue can only be eliminated when it’s “known for certain” and “acceptable to you.” 

	Step 6. Anticipate the Unintended Consequences.

	Unintended Consequences are outcomes not expected from your project (Chapter 24). 

	Step 7. Anticipate the 2nd and 3rd Order Effects. 

	2nd and 3rd-Order Effects deal with how your project affects others, such as your fellow team members, vendors, customers, and suppliers (Chapter 24). 

	Step 8. Avoid using Unclear Words and Phrases.
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	Step 9. Avoid leaving Unclear or Incomplete Voice, Email, or Text Messages.
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	Important Notes:

	For the remainder of this book, I’ll use the term “boss” instead of leader, manager, or employer to make this book more useful for and actionable by everyone in the workforce.  

	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.  

	As a result, whenever you see the term “boss,” it means the person who pays you for your work.

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

	 

	

	

	 


2 
BY GATHERING
ASSUMPTIONS AND FACTS
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	“Begin challenging your own assumptions. Your assumptions are your windows on the world. Scrub them off every once in a while, or the light won't come in.”
 - Alan Alda

	Do you know how to gather all the assumptions, facts, and truth needed to persuade others to support you and enhance your probability of success?

	By identifying the Assumptions

	An ASSUMPTION is information accepted as true in the absence of facts.

	However, acceptable assumptions must pass two tests. 

	
		They must be VALID, which means that they’re likely to be true. 

		They must be NECESSARY, which means they’re essential to moving the work forward. 



	If the process can continue without the assumption, discard it. If the assumption is valid and necessary, treat it as a fact. Effective people continually seek to confirm their assumptions by testing. 

	If you assume that the weather won't be a problem for your company's outdoor picnic, you better have a Contingency Plan—just in case. 

	Better yet, if it rains and you've reserved an outdoor picnic site with an overhead cover, you'll be the hero of the day. 

	You know the old saying about assumptions, right? 

	Whenever you assume anything, you risk making an ‘ass’ out of ‘u’ and ‘me.’

	So, be careful! People aren’t mind-readers. Never assume that everyone understands your expectations. If you feel there’s a chance of a misunderstanding, clarify all your expectations by asking better questions. 

	Always test your assumptions and vet your facts.

	What’s an Unconscious Assumption?

	Sometimes, assumptions are made unconsciously. So, be careful!

	 

	Here’s a good example: 

	Bob walked into a Problem-Solving Session where one of his Direct Reports, with his entire team, tried to select the BEST vendor from two similar companies.  As the process was almost over, Bob asked, “What assumptions are you making here?” After a long silence, he asked the question again.

	One person said, “None, we don’t need any.” To which Bob said, “Are you sure? Since I only see two vendors you’re considering, aren’t you assuming that there are only two companies that we could potentially hire to solve this problem? Are you all certain this assumption is correct? 

	And what’s the effect if this assumption proves to be incorrect later? What happens later when we find out that there actually was a third company that could have solved our problem faster and at half the cost?” Again, there was a long silence. The group had assumed there were only two potential companies, and they were wrong.

	What assumptions are you making unconsciously, and what are the effects on the project if these assumptions turn out to be wrong? What’s your Contingency Plan?

	So, how do you identify your assumptions?

	To help identify your assumptions, answer these questions: 

	
		What do I hope is true or necessary for my document to be valid? 

		What assumptions are needed to move the work forward?

		What assumptions am I making unconsciously?

		If my assumption becomes false, what’s my Contingency Plan (Chapter 33)? 



	Note: In the absence of instructions, make the assumptions needed to move the work forward. 

	By Identifying the Facts

	“Everyone is entitled to their own opinion, but not their own facts.” 
 - Daniel Patrick Moynihan

	A FACT is verifiable or vetted information.

	Always separate facts from opinion or speculation. 

	According to Colin Powell, in his book, It Worked for Me, you need good information to make good decisions. 

	Verifiable information can change over time and may not tell the whole story. So, be careful! 

	Also, verifiable or vetted facts that come with these qualifiers should make you nervous:

	“In my best judgment," or "As far as I know," or "As best as I can tell.”

	 

	Here are the most important questions you need to answer:

	
		What do you know? 

		How do you know for sure? 

		What do you need to know before the project starts?

		What do you think? 

		What’s your best hunch? 

		What’s your intuition telling you?



	Always distinguish the difference. You’re looking for ground truth and first-hand info from people closest to the issue. 

	The best facts are current, from a reliable source, and first-hand information rather than hearsay.

	Always test your assumptions and vet your facts.

	 

	By uncovering the Truth

	"All truth passes through three stages. First, it is ridiculed. Secondly, it is violently opposed. Third, it is accepted as being self-evident."  
- Arthur Schopenhauer

	In solving any problem, you must uncover the root cause - the truth. The dictionary defines truth as: 

	"that which is true or in accordance with fact or reality."

	This definition is obviously misleading. This is why many people believe that all facts are true, but they're not. They're related but different. 

	Facts can lead you to the truth but also mislead you. 

	FACTS ARE WHAT HAPPENED, 

	WHILE THE TRUTH IS HOW AND WHY IT HAPPENED. 

	Here are a few examples.

	Fact: Mary was my best student. But the truth is that Mary was my only student.

	Fact: Sam sold nothing in May. However, the truth is that Sam was on vacation in May. 

	Facts without context can be misleading, and like statistics, they can be manipulated to prove or disprove just about anything. 

	FACTS CAN’T SPEAK FOR THEMSELVES.

	SOMEONE ELSE MUST SPEAK FOR THEM. 

	Remember, nothing has meaning other than the meaning you give it. So, be careful! 

	 

	

	

	 

	 


3 
BY THINKING
BETTER THOUGHTS
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	“Men are rather reasoning than reasonable animals, for the most part governed by the impulse of passion.”
 - Alexander Hamilton

	Someday, you’ll be writing to convince someone to make a decision. 

	You’ll be writing to convince your boss, or his boss, to spend the money needed to move your work forward. 

	Successful projects require that you communicate well in writing. 

	As viewed by your subordinates, peers, and superiors, your reputation and credibility will depend on your writing and speaking skills, which flow from the quality of your thoughts. 

	We all think. Unfortunately, much of what we think about every day is flawed, which means our thoughts are biased, distorted, partial, uninformed, and prejudiced. 

	It's part of being human. We all fall prey to errors in reasoning, human irrationality, and self-interest - caused by our emotions.

	The quality of what you say and do every day depends on the quality of your thoughts. 

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

	Excellence in thought, on the other hand, requires a more disciplined and systematic approach.

	So, what can you do? How can you cope with the complexities and ever-changing nature of business? 

	Fortunately, two powerful awareness skills, critical reasoning and creative thinking, can help you overcome your human flaws.

	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 unusual solutions.

	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 and originality, which promotes divergent thinking and stimulates curiosity. 

	It’s used to solve problems, manage crises, improve products and processes

	By using Critical Reasoning 

	Critical reasoning is the ability to logically examine your thoughts, choices, decisions, and recommendations for truth and validity before they’re made.

	
	
	
	
	
	
	
	
	

	
images/image-2.jpeg





images/image-3.jpeg
EARER

Bring it, send it, do it, etc.

NOTES
Avoid the word “it.”
Identify what “it” means.

They, Them, Their, He, She

Mary, Bob’s, John

State the name of who you're talking
about?

...with the other one.

With my red coat on my bed.

What'’s the other one mean?

Next week, next month

Thursday, April 12 at 11 AM.

Be specific!

I need your report delivered to my

When do you want the task

I need it ASAP home no later than 5 PM on Friday, <
4 2 1
October 22. completed? Be specific!
That, this Make sure Project Alfa gets done! What is “this” or “that”?
Tomorrow Friday Best: 14 November

Meeting is moved up 1 hour,

The meeting is at 11 AM.

What does “move up” mean?

Let me know what you

I need your changes no later than

ific!
think. Feb. 22. Be Spedific!
This one [s h.ot or high | need your comments no later than When is the deadline?
priority. Feb. 22.
Always Usually, normally 9 out of 10 times
Never Seldom, rarely Less than 10%






images/image.png





images/image-4.jpeg
Please call me back. | have| | have a question about I need to know where and
a question for you. our meeting tomorrow. |when the meeting is tomorrow.

I need to tell you I need to tell you about |Meeting is @ 7 AM on Feb 28 in
something. the meeting tomorrow. our conference room.
Did you get my email or | Did you get my message | Are you coming to this Friday's
message? about the Staff meeting? Staff Meeting at 11 AM?






cover.jpeg
The Effectiveness Institute
PRESENTS

o

ANNIVERSARY

The LOST ART of

COMMUNICATION

“The Science of Being Understood”
Volume 5

2025 Edition, Revised and Updated

How to Consistently Produce Excellent Results

by Improving Your Oral, Written, Non-verbal, and Active
Listening Skills to Produce Clearer Focus, Build
Consensus, And Eliminate Misunderstandings.

EDWARD J. MURPHY

— —-—

Founder of The Effectiveness Institute






images/image-1.jpeg





