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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

	“Organizing is what you do before you do something, so that when you do it, it is not all mixed up.”
 - A. A. Milne

	This book is the revised and updated 2025 edition of PLAYBOOKS 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 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 
PLAYBOOKS FOR BUSINESS
SIMPLIFIED

	“By failing to prepare, you are preparing to fail.”
 - Benjamin Franklin

	This book is the revised and updated 2025 edition of PLAYBOOKS FOR BUSINESS SIMPLIFIED.

	A Playbook is a document for each team member including everything needed to hit the ground running, enhance their performance, and keep things running smoothly.

	It’s the 29th Volume in a comprehensive Success Training Program called SUCCESS MADE SIMPLE, designed to help you achieve the effectiveness and success you deserve.

	Every team member should have a Playbook consisting of a three-ring binder or a digital equivalent. 

	It contains all the company's processes, policies, standard operating procedures (SOPs), workflows, and procedures in one well-organized document. 

	What are the Advantages of a Playbook?

	A Playbook helps: 

	
		Teams stay aligned, and members stay accountable.

		The company scale successfully. 

		Anyone on the team can fill any position.

		Keep the business running smoothly. 

		Explain how the business does what it does, down to each role and responsibility.



	Playbooks also permit team members to cross-train to help offset the effects of absenteeism and turnover. 

	Without a Playbook, members would be left guessing the best, safest, or most efficient way to do something. 

	If your members have to guess what to do, this will cost you time and money in the long run.

	 

	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.

	 

	

	

	 


2 
BY KNOWING
WHAT’S INCLUDED

	"Fame is a vapor, popularity an accident, riches take wings. Only one thing endures, and that is character."
  - Horace Greely

	As a minimum, each Playbook should contain:

	
		Their duties, responsibilities, expectations, constraints, authority, projects, and standards (Appendix B).

		Organizational charts, diagrams, and SOPs.

		Rules of Conduct and Training Actions.

		A listing of all assignments you’ve completed and are working on.

		Formats for standard documents, like a Decision Paper (Appendix C).

		Usernames, passwords, phone numbers, combinations, and URLs.

		Operating instructions for all his systems.

		All recurring events, like weekly, monthly, quarterly, and annual.

		A copy of their boss’s Serving Philosophy (Appendix D).

		A listing of any tools or equipment for which you’re responsible.

		A list of expectations for meetings and internal communication. 



	It should be used (or exchanged) when a new member transitions in or out of your unit. 

	Playbooks will make your in-processing and transitioning process easier (Chapter 8). 

	Every company needs Playbooks to scale (Chapter 4) successfully. 

	 

	

	

	 


3 
BY KNOWING WHAT
TO EXCLUDE

	“There are two ways of spreading light: to be the candle or the mirror that reflects it.” 
- Edith Wharton

	There are always things that should be excluded from your Playbooks.

	 

	CAUTION: What if someone: 

	
		Leaves the company and takes their Playbook? 



	
		Removes the contents and sells it to the competition?

		Removes the contents and starts their own business?



	 

	Here are several types of information that should be excluded from Playbooks:

	What’s Proprietary Information?

	Proprietary Information is anything a company wishes to keep SECRET.

	This information can include everything from a recipe to a specific formula or a design plan used to make a company’s products. 

	It can also extend to a company’s salary structure, employment contracts, and marketing plans. 

	An example of proprietary information, in some cases, might be any information a member learns while on the job. 

	What’s a Proprietary Information Agreement (or PIA)?

	A PIA is a legal contract specifying certain information and/or materials the parties to the agreement are to keep secret or confidential. 

	For example, proprietary information might be acquired by someone who is hired to work in a project development lab if his job involves projects that the company wants to keep confidential. 

	Should the member break that contract by disclosing information, the company may pursue legal remedies against him.

	What is Competitive Advantage?

	Competitive advantage is a collection of a business's unique qualities that enable it to outperform its competitors, make customers choose its offerings over competing products or services, and win a more significant market share.

	These attributes can include operational efficiency, product pricing, product positioning, branding, product quality, sales and distribution network, patented technologies and innovations, customer service, customer experience, and any other factor that makes your products or services unique and superior to those of your rivals.

	Competitive advantage enables you to offer benefits to customers that your competitor does not. 

	They work by making you better than your competition.

	By continuously monitoring your target market. 

	Know your customers and their evolving and newly emerging

	
	
	
	
	
	Cost Advantage:

	
	
	Differentiation Advantage:

	
	Focus Advantage:

	
	
	Speed Advantage:

	
	
	Innovation Advantage:

	
	
	Geographic Advantage:

	
	
	Customer Service Advantage:

	
	
	What’s Leverage?

	Leverage is the use of borrowed money to amplify the results of an investment.

	
	
	
	Leverage Example

	
	
	
	
	
	
	
	What is Intellectual Property?

	Intellectual property (IP) refers to creations of the mind, such as inventions, literary and artistic works, designs, symbols, names, and images used in commerce.

	
	
	
	
	Patents:

	
	
	
	Copyright:

	
	
	Trademarks:

	
	
	Industrial Designs:

	
	
	Geographical Indications:

	
	
	Trade Secrets:
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