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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

	“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 MANAGING MEETINGS FOR BUSINESS 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 
MANAGING MEETINGS
FOR BUSINESS

	“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 MANAGING MEETINGS FOR BUSINESS SIMPLIFIED.

	Managing Meetings is your ability to gather the right people to report progress, share information, and resolve problems to consistently produce excellent results.

	It’s the 17th volume in a forty-book series of a comprehensive Success Training Program (see OTHER BOOKS).

	Here, you’ll learn how to use the most actionable tactics, techniques, and tools to enhance your ability to manage meetings that matter.

	 

	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.

	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 to talk to members. 

		Have Skip-level Sessions. Meet with members selected at random, at different levels, and from different departments to ask for problems and solutions.



	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 17). 

	Step 3. Conduct a Backbriefing (Chapter 12).

	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. 

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

	Step 5. Eliminate all Unresolved Issues.

	List any question, unknown, concern, shortfall, obstacle, or problem that could slow or stop your progress (Appendix B). 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 (Appendix C). 

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

	2nd and 3rd- Order Effects deal with how your project affects others, like your fellow team members, vendors, customers, and suppliers (Appendix C). 

	Step 8. Avoid leaving Unclear or Incomplete Voice or Email Messages.
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	Step 9. Avoid using Unclear Words and Phrases.
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2 
BY ADDING
GREATER VALUE

	“It takes half your life before you discover life is a do-it-yourself project.”
 - Napoleon Hill

	How can you add greater value to your boss if you don’t know what your boss needs most to survive? 

	Let’s face it: Every boss experiences a variety of stresses every day, ranging from the mundane to the life-changing. However, the greatest stress every boss feels is keeping their job or not getting fired, especially if they’re new.  

	The fact remains that any boss who can’t resolve problems, get things done, or achieve his goals will not be around very long.

	This is the first law of business: and it goes like this: 

	Either produce a positive result or step aside.  

	And if you don't believe me, then tell me what happens to unproductive NFL football coaches near the end of every season. 

	That’s right; they get fired!  It’s not personal; it’s business!

	This is why every boss needs effective followers who can resolve problems, get things done, and achieve their goals.  

	This means helping your boss put points on the board just to stay in the game.  And this is where you come in. 

	The better you get at resolving problems, getting things done, and achieving your goals, the more value you bring.  

	Translated, this means that the better you manage projects, the more value you add to your boss.

	The project could be a problem, a goal, an obstacle, or anything else your boss needs to be done.  You don’t need to be an engineer or a certified project manager to manage a project.  

	All you need is a basic understanding of a few simple concepts and Best Practices, which you’ll

	What’s a Project?

	
	I define a project as any assignment that requires the effort of others.

	
	What’s a Plan of Action?

	
	
	
	
	
	
	
	What’s a Project’s Life Cycle?
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Avoid the word “it.”
Identify what “it” means.

State the name of who you’re talking
about?

What's the other one mean?

Bring it, send it, do it, etc.

They, Them, Their, He, She Mary, Bob’s, John

...with the other one. With my red coat on my bed.
Thursday, April 12 at 11 AM.

| need your report delivered to my
I need it ASAP home no later than 5 PM on Friday,
October 22.

Make sure Project Alfa gets done! What is “this” or “that”?
Friday

Next week, next month Be specific!

When do you want the task
completed? Be specific!

That, this
Tomorrow

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
think.

This one is hot or high
priority.
Always

| need your changes no later than
Feb. 22.

| need your comments no later than
Feb. 22.

Usually, normally
Seldom, rarely

Be Specific!

When is the deadline?

9 out of 10 times
Less than 10%
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