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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

	“Optimism is the faith that leads to achievement. Nothing can be done without hope and confidence.” 
 - Helen Keller

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

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

Description automatically generated]

	 


1 
BRAINSTORMING
SIMPLIFIED

	“Life has no rehearsals, only performances.”
 - Unknown

	This book is the revised and updated 2025 edition of BRAINSTORMING SIMPLIFIED.

	Brainstorming is a group process of identifying the greatest number of valid solutions to resolve a problem or valid options to achieve a goal.

	It’s the 26th volume in a comprehensive Success Training Program (see OTHER BOOKS).

	In business, how many times have you just assumed that you knew the BEST solution to a problem, only to find out later that you were wrong? 

	Effective people know the value of Brainstorming when resolving problems and achieving goals. 

	Here are the most important steps.

	Step 1. By picking your team.

	Keep your group small (seven or fewer). If there are more than seven members, break them into smaller groups and compare the results. 

	Step 2. By using Mindstorming (Optional!).

	The day before, give each team member a sealed envelope with instructions not to open it until they get home that night. 

	Inside the envelope are instructions on how to conduct a Mindstorming Exercise. 

	This involves writing down as many options as possible to resolve a problem. 

	This bypasses many social pitfalls of brainstorming and leads to more diverse thoughts and ideas. 

	Ask them not to share their options before the meeting the next day. 

	Step 3. By preparing needed materials. 

	You’ll need a blackboard, whiteboard, or some large sheets of paper on a vertical easel and wide-tipped markers to record all options for all to see. 

	Step 4. By deciding how you'll participate. 

	Some members may not feel comfortable with you conducting the session. If you ever feel that your presence could diminish the team's success, find something else to do.

	Step 5. By assigning other duties. 

	Select someone else (from outside the team) to facilitate the Brainstorming Session if needed. 

	Also, select another member to act as the scribe to record each option for all members to see, a timekeeper to announce the time, and maybe someone to play the devil’s advocate.

	Step 6. By using digital tools (Chapters 8-10).

	Use digital tools that enable the submission of ideas and asynchronous collaboration. 

	This can help overcome apprehension regarding evaluation and production blocking. 

	These tools can often help turn ideas into action. 

	When redesigning creativity at work, you are not trying to find the best ways to generate more ideas quickly. 

	You’re trying to foster the conditions under which valuable ideas can emerge and thrive. 

	Remember, this is not about thinking outside the box; it’s about realizing there is no box. 

	Steps 7 and 8 continue in the next chapter.

	 

	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 CONDUCTING A
BRAINSTORMING SESSION

	"If at first, the idea is not absurd, then there is no hope for it." 
- Albert Einstein

	Step 7. By conducting the Session. 

	A good Brainstorming Session should consist of these three phases: 

	Phase I. Capture All Options: 

	Limit this phase to 10-15 minutes or just enough time for each member to present their options. 

	In this phase, you're looking for volume only.

	Judgment or criticism is reserved for the next phase.

	Phase II. Discuss all Options: 

	After capturing everyone’s options, this phase encourages discussion and consolidates options.

	Phase III. Validate each Option by using the “Common-Sense Test.” 

	This phase is designed to assess the validity of each option by using the Common-Sense Test. 

	This test asks five simple questions about each option to determine its validity. 

	If any option receives a “No” or “We’re not sure” answer, it's eliminated.

	1. Is it Suitable? Does the option solve the problem, and is it legal and ethical?

	2. Is it Feasible? Does it fit within available or easily acquirable resources?

	3. Is it Acceptable? Is it worth the cost and the risk? 

	4. Is it Distinguishable? Does it differ significantly from other options?

	5. Is it Complete? Does it solve the problem from start to finish?

	Step 8. By selecting the BEST (Chapter 7). 

	Since you've included the team in the selection process, they'll be more committed to implementing the best option. 

	ProTip: You can also split your sessions into six 30-minute meetings over several days. This will allow all members to generate more innovative ideas.
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