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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

	“The single biggest problem in communication is the illusion that it has taken place.”
 - George Bernard Shaw

	This book is the revised and updated 2025 edition of WRITING 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 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.

	The second ten volumes (see Other Books) provide a more detailed explanation of how to master these ten specific business skills. 

	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.

	I created this Success Training Program based on all the best practices I’ve learned from the best and brightest people with whom I served over my 78 years on the planet. 

	 

	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 
WRITING FOR
BUSINESS SIMPLIFIED

	“The skill of writing is to create a context in which other people can think.”
  - Edwin Schlossberg

	This book is the revised and updated 2025 edition of Writing for Business Simplified.

	Enhance Your Ability to Create Content That’s Compelling, Error Free, Convincing, Clear, Easy to Understand, and Consistently Produces Excellent Results.

	It’s the 11th Volume in a forty-book series of a comprehensive Success Training Program (see OTHER BOOKS).

	In business, good communication is a continuous process intended to produce clearer focus, assist collaboration, build consensus, build trust, relieve stress, reduce rumors, reduce confusion, ensure shared understanding, reduce misunderstandings, and get things done! 

	Here, you’ll learn how to use the most actionable tactics, techniques, and tools to enhance your ability to Write for Business. 

	 

	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.

	Why do we WRITE?

	We write for five reasons: to inform, instruct, persuade, convince, and protect. 

	1. Writing to Inform includes (Chapter 6):

	
		Internal communications like memos, employee newsletters, company announcements, and policy documents. 

		Customer correspondence like letters, messages, and responses to communicate with customers regarding inquiries, complaints, orders, or feedback.



	You’ll learn how to write the most boring but vitally important document in business - a simple Memorandum for Record (or MFR) (Chapter 7) and business email (Chapter 8). 

	2. Writing to Instruct includes (Chapter 9): 

	
		Training materials, like manuals, guides, and instructional documents (slides, scripts, and handouts), to onboard new employees and educate staff. 

		Procedures (SOPs), Processes, Plans, and Reports.



	You’ll learn the Adult Learning Model and Role Playing and how to write Learning Objectives (Chapter 10), a Plan of Action (Chapter 11), a Contingency Plan (Chapter 12), Procedures and Processes (Chapter 13), and an After-Action Report.

	3. Writing to Persuade includes (Chapter 14):

	
		Opinion Paper, Argumentative Essay, Position Paper, or White Paper.

		Advertising Copy, Web Content, Press Release, Landing Page, Brochures, and Handouts.



	You’ll learn how to write an Opinion Paper (Chapter 15).

	4. Writing to Convince includes (Chapter 16):

	Writing to Convince is similar to Writing to Persuade, except for the intended result. The intended result of Writing to Convince is a simple Yes or No response.

	You’ll learn how to write a Decision-Paper (Chapter 17), a Business Case (Chapter 18), and a Business Proposal (Chapter 19).

	5. Writing to Protect includes (Chapter 20):

	
		Contracts, agreements, and terms of service reports.

		Financial documents like invoices, purchase orders, financial statements, and budget reports to track expenses.

		Policies, Rules, and Reports.



	You’ll learn the mandatory components of every Contract or Agreement (Chapter 21) and why Policies (Chapter 22) and Reports (Chapter 23) are important.

	 

	

	

	 

	
		To assess how well you write, see Appendix A.

		To conduct a document review, see Appendix B.



	 

	

	

	 


2 
BY ELIMINATING
MISCOMMUNICATION

	“Half the world is composed of people who have something to say and can't, and the other half who have nothing to say and keep on saying it.”
 - Robert Frost

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

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

	Step 1. By finding out What's 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. By assessing 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 or non-concurrence. 

	Step 3. By not leaving Unclear or Incomplete Voice or Email Messages.
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	Step 4. By not using Unclear Words and Phrases.
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	To assess your writing ability, see Appendix A.
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