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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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	“You can delegate authority, but you cannot delegate responsibility.”
 - Byron Dorgan

	This book is the revised and updated 2025 edition of The LOST ART of Delegating, The Science of Empowerment, 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 delegate more effectively.

	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.

	[image: A black and white logo with a head and power button

Description automatically generated]

	 

	

	

	 


1 
The LOST ART of
DELEGATING
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	“Surround yourself with the best people you can find, delegate authority, and don't interfere as long as the policy you've decided upon is being carried out.”
 - Ronald Reagan

	This book is the revised and updated 2025 edition of The LOST ART of Delegating, The Science of Empowerment!

	Delegating is your ability to consistently produce excellent results by enabling others to act on your behalf to get more done than you ever could on your own. 

	It’s the 2d Volume in a forty-book series of a comprehensive Success Training Program (see OTHER BOOKS).

	In business, Delegation grants or transfers your authority to another (or team member) to get things done. 

	Delegation empowers team members to act independently, make decisions, and use the right resources to accomplish their assignments. 

	However, if done right, your act of Delegation isn’t abdication because you’re still responsible and accountable for your team member’s acts or omissions in carrying out their assignments. 

	5% of delegating involves asking someone to perform a task by a certain time. The other 95% involves following up to ensure it gets done.

	Effective people also know they can never consistently produce excellent results without developing, nurturing, and enabling others to act on their behalf. 

	The key to effective delegation is to do so gradually. This gives your team members a chance to prove themselves.

	Ensure they understand your requirements and how to use all the best practices from this book.

	 

	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 BUILDING
TRUST
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	“Better to trust the man who is frequently in error than the one who is never in doubt.”
 - Eric Sevareid

	Delegating is all about trust!  Trust is the glue that holds everything together for any company. Trust is important in business because it forms the basis of all relationships and interactions. 

	Trust is the firm belief in the reliability, honesty, integrity, ability, or strength of someone.

	Creating a sense of trust is the most important factor when considering team member performance. Successful businesses are built on relationships, and the foundation of all relationships is trust. Unfortunately, there may be times when some people may not see eye to eye.

	However, if members treat each other with respect and kindness and can get their ideas across without feeling belittled or discriminated against, then trust can be built. Without trust, your ability to come to an agreement or build consensus will always be compromised.

	What are the benefits of trust?

	
		Increases productivity and improves morale.

		Enables members to work more effectively as a team.

		Reduces the time needed to discuss key issues and make decisions.

		Facilitates cooperation and collaborative problem-solving.

		Improves quality results and diminishes costs.

		Expands teamwork and sustainability.



	 

	Trust is the emotional component of companionship, friendship, love, agreement, relaxation, and comfort.

	Why are some bosses reluctant to delegate? 

	The main phobia bosses have about delegating is losing control. I get it. However, the truth is that you never had control in the first place. 

	Control over other people is an illusion! 
But, influence through persuasion is achievable. 

	The sooner you realize this, the quicker you’ll achieve order from chaos and let others do their job. The key to delegating is to do so gradually until you know who can move the work forward and who can’t. 

	Are there different degrees of trust? 

	Here's a list showing the different degrees of trust, starting with showing very little trust and ending with showing complete trust:

	
		Bring the facts to me for action (little trust).

		Develop alternatives, and I’ll take action based on the facts.

		Be prepared to take action, but don’t do anything until I say so.

		Tell me what you propose to do and when.

		Analyze the situation, take action, and tell me the results.

		Just go! Here’s the situation; deal with it! (complete trust).



	How is Trust Built?

	Do you know the most important components of building relationships? You shouldn’t be surprised that it’s trust. How much does your boss trust you? How much trust do you have in your team members? 

	Here are the important components of building trust:

	
		If others sense you’re AUTHENTIC, you’re much more likely to be trusted. 

		If others sense your LOGIC is solid, you’re far more likely to be trusted. 

		If others sense your EMPATHY is sincere and directed at them, you’re far more likely to be trusted. 



	When all three are present, you have their trust. But if any one of these three is missing or needs work, trust is in question. 

	How can you be more Authentic?

	In human relations, your lack of authenticity is considered bad faith when dealing with other people. You’ll tend to hold back who you really are for fear that someone might dislike you. 

	Authenticity is the degree to which your actions are congruent with your beliefs and desires despite external pressures to conform. 

	You may even go so far as to be more like those with whom you work, hoping to fit in. Unfortunately, all this only makes you less likely to be trusted. 

	Pay less attention to what other people think about you and more attention to what you think about yourself. We all have an obligation to set and maintain the conditions that not only make it safe to be authentic but make it welcome. It’s the key to achieving greater success. 

	How do you do it? You do it by being yourself and treating everyone with respect and kindness.

	How can you best use Logic?

	Logic is the study of correct reasoning, especially as it involves the drawing of inferences. 

	Logic has two gates that you must pass through to be acceptable.

	
		It must be rational, reasonable, and doable.

		It must be communicated in a manner that’s easily understood, straightforward, and supported with evidence.



	How can you show Empathy?

	Empathy is the capacity to understand or feel what another person is experiencing and the capacity to imagine oneself in that person's position. 

	There are two levels of empathy: Cognitive and Affective.

	
		Cognitive empathy means that you’re capable of understanding other people’s thoughts and feelings.

		Affective empathy, in addition to understanding, means you can feel other people’s emotions and share their grief, suffering, and joy. 



	In addition to creating trust, these three skills can help you build an emotional connection with others and truly relate to their feelings. Empathy can be learned to help bring you closer to having greater success in your relationships.

	How is Trust Destroyed?

	The fastest way to destroy trust is by micromanaging someone.

	Micromanagement occurs when the boss becomes too involved in the work of a direct report by closely supervising them, making all the decisions, and fixing mistakes themselves.

	This is a clear failure to delegate. Rather than teach, they tell.

	Don’t get me wrong.  Delegate doesn’t mean abdicate. 

	Delegation means trusting someone enough to let them figure out HOW they intend to accomplish the task you’ve assigned.

	It’s okay to ask questions. However, there’s a fine line you should never cross.

	Never attempt to change their HOW unless you’re certain they're headed for failure.

	Also, a failure to apologize will destroy trust.

	Do you Apologize with Remorse?

	Why is it so hard to say you’re sorry or admit a mistake? 

	The answer is simple: You’re letting your fear and pride prevent you from doing the right thing. 

	When you hurt someone's feelings or your behavior is unacceptable, have the moral courage to apologize. 

	Say you’re sorry, what bad behavior you’re sorry for, offer no excuse or reason, say, “You deserve better,” and make amends.

	Why NO excuses or reasons? 

	Because there’s no excuse or reason for Bad Behavior!

	Making excuses diminishes your sincerity and makes you sound like you’re trying to hide behind your excuse. 

	You’re human, and humans make mistakes. Express your sincere remorse, not guilt. 

	To make amends means to correct a mistake you’ve made, especially in behavior. To do so, you must compensate those your mistake or behavior hurt.

	Guilt acknowledges your unacceptable behavior, while remorse is regretting your actions and taking steps to undo the damage. 

	Make eye contact when you apologize to show that you care.

	When you finish, look down, say nothing, and await a response. The other person doesn’t have to forgive you, but you must forgive yourself and move forward. 

	Apologize for your mistakes or wrongdoings. If you've made a mistake, then admit that you're wrong. 

	After you’ve apologized

	A sincere apology is a huge sign of humility.
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