
        
            
                
            
        

    

The LOST ART of TRAINING

	© 2015 and 2025 by The Effectiveness Institute.

	10th Anniversary 2025 Edition, Revised and Updated.

	Volume 8, 2025 Edition

	10240 E. Tillman Ave., AZ 85212, eMail.

	Published by The Effectiveness Institute

	BISAC: Business & Money › Management & Leadership › 

	Decision-Making › Problem-Solving › Training / LU: 1/25.

	 

	All rights reserved. No part of this ebook may be reproduced or transmitted in any form or by any means, electronic or mechanical, including photocopying, recording, or any information storage and retrieval system, without the written permission of the author, except where permitted by law.

	Smashwords Edition, License Notes:

	This ebook is licensed for your personal enjoyment only. This ebook may not be re-sold or given away to other people. If you would like to share this ebook with another person, please purchase an additional copy for each recipient. If you’re reading this ebook and did not purchase it, or it was not purchased for your use only, please return it to your favorite ebook retailer and purchase your copy. Thank you for respecting the hard work of this author.

	 

	Printed in The United States of America

	

	

	This book is available from Smashwords.com.

	 


WHAT OTHERS SAY ABOUT THIS BOOK

	[image: Chapter Divider]

	"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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	“Confidence comes from discipline and training.” 
 - Robert Kiyosaki

	This book is the revised and updated 2025 edition of The LOST ART of TRAINING, The Science of Preparing Others for the Future, 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 train others.

	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
TRAINING
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	“It’s not the will to win that matters – everyone has that. It’s the will to prepare to win that matters.”  
– Coach Paul “Bear” Bryant

	This book is the revised and updated 2025 edition of The LOST ART of TRAINING, The Science of Preparing Others for the Future.

	Training is your ability to prepare others for the future by supporting their training needs to enhance their performance, unleash their potential, and encourage their professional development.

	It’s the 8th Volume in a forty-book series of a comprehensive Success Training Program (see OTHER BOOKS).

	In business, Training is an investment in the future and a 10X Profit Multiplier!

	It enhances team member skills and contributes to organizational growth, innovation, and competitiveness. 

	Training your team members is the best way to add value to those who help you produce your results.

	Why should you train your team members?

	If you’re responsible for their results, you’re responsible for how they achieve them. You’re also responsible for the process of achieving those results and how to make them better.

	That’s why this training is so powerful!

	It contains the most important fundamental knowledge, skills, and abilities needed to maximize your true potential, which aren’t found anywhere in academia or Corporate America.

	The most effective way to train others is by your example. 

	 

	However, as you learn, use, and share what you’ve learned here, you’ll also be able to train your members by:

	Assigning members as trainers (Train-the-Trainer) for certain critical tasks using the Adult Learning Model (Chapter 4). 

	Setting aside the time to train your team and use scenarios or simulations via Role-Playing (Chapter 5).

	Make assignments to members to use the Problem-Solving Process (PSP) to resolve problems, write a Decision Paper (Appendix C), or make a presentation (Chapter 8).

	Ask HR to contract the training you need.

	What are the biggest obstacles to training?

	1. Finding the best time to train your members.

	Schedule training every Wednesday from 1-3 PM and make it mandatory for all.

	Mandatory means no one schedules non-emergency medical appointments, travel, or other voluntary absences during training (except vacation). Next, require that your team members conduct their training on subjects they feel they need.

	Here’s an example of a Cyclic Unit Training Schedule:

	Which Wednesday? / Subjects / Notes

	1st of month / Problem-Solving / Includes Decision-Making

	2nd / Written communications / Includes email

	3rd / Verbal communications / Includes Backbriefings

	4th / Collaboration / Include Consensus Building

	th / Brainstorming

	Ensure your boss knows that Wednesday PM is mandatory training time for your unit and that you should not schedule any activities during this time. Only if you protect this time will you be able to train your members. 

	If some of your members are routinely on the road during the week, arrange their online training and be available 24/7. Dental and medical practices close their offices for a half-day per week or month. 

	2. Finding people to conduct the training. 

	The best way to resolve this problem is by Training the Trainer. This means that you train (or someone else trains) one member of your team to conduct this training as an additional duty. 

	Many training sessions must be conducted periodically (quarterly or semi-annually), and others are for new members only. Convert it to video and have them test it out later.

	3. Failing to provide a standard of performance and testing.

	Another problem is the failure to provide a standard of performance and conduct Phases 3 (Practicing) and 4 (Testing) from the Adult Learning Model (Chapter 4). 

	If you skip these two phases, how do you know if the member can truly execute the task to standard? In addition, members need feedback that they’ve done the task to the standard to build their confidence.

	 

	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 SELECTING
TEAM MEMBER TASKS
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	 “I hated every minute of training, but I said, 'Don't quit. Suffer now and live the rest of your life as a champion.”
 - Muhammad Ali

	Have you ever noticed that when your members learn what they need to learn, which could take a few years, they somehow forget what they learned or move somewhere else?

	This is why effective people have a cyclic, focused, and dynamic training program already in place.

	What’s a Task?

	A task is a clearly defined and measurable activity accomplished by members and teams. 

	It’s the lowest behavioral level in a job or unit performed for its own sake.

	Therefore, the most important things to consider when designing each task is that it:

	
		Must be specific, observable, measurable, and usually has a definite beginning and end.

		May support or be supported by other tasks.

		Have only one action.

		Is described using only one action verb. 

		Is normally performed in a short time.



	What are the most important tasks your members should be able to perform:

	Group 1: How to create a Document: Includes how to create a Plan of Action, Contingency Plans, Mitigation Plans, Opinion Paper, Decision Paper, Decision Matrix, Authorization Matrix, Decision Points, Decision Support Templates, Dashboard, and Timetable.

	Group 2: How to make a Presentation: Includes how to conduct a Decision Briefing, Backbriefing, Briefback, Sales Meeting, Training Session, Situation Report, and Project Update. 

	Group 3: How to conduct a Meeting: Includes how to conduct a Problem-Solving Process, Brainstorming, Risk Assessment, After-Action Review, Quarterly Progress Briefing, Problem Resolution Meeting, In-Progress Review, and Rehearsal.

	Group 4: Other Skills: Includes how to anticipate problems, lead, plan, organize, resolve conflict, decide, delegate, inspire, motivate, encourage, direct, research, follow, anticipate, train, recognize, respond, reprimand, budget, praise, listen, negotiate, coach, provide feedback, improve customer service, schedule, staff a document, collaborate, build consensus, track, supervise, follow up, follow-through, communicate, coordinate, facilitate, inspect, correct, set standards, measure results, make improvements, solve problems, exploit opportunities, assess performance, and administer punishment. 

	This book contains all the key tasks you’ll want your team members to perform. Which tasks do you want them to master based on the functions your members perform?

	What are Collective Tasks?

	Are there some tasks that more than one member must perform? If so, you have a collective or team task. 

	Collective tasks describe the team's desired performance under actual operational conditions and are derived from unit goals and assignments. 

	These tasks are normally managed separately from individual tasks. They are clearly defined, discrete, and measurable actions that require organized team performance and lead to accomplishing the team’s goal.

	Caution: Be careful with internal competition (Appendix A).

	What’s the Proficiency Cycle?

	A Proficiency Cycle is how often you want certain tasks demonstrated to standard to maintain the desired level of proficiency. 

	For example, are there some critical tasks that you want each member to periodically demonstrate their proficiency in (quarterly, semi-annually, or annually) areas like safety, security, driving, lifesaving, or weapons?
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