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Decision Making Checklist

Decision-making is an essential business skill. We need to make the right decisions consistently.

When you think about it, asking different types of people to make
decisions the same way is not just a challenge but arguably almost
as bad as telling them all to lead and manage the same way.

We are all individuals with different preferences and thinking
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The headings below will help you make the best possible decision at any given time by providing a
checklist that you can use to structure your decision-making process.

1. Assess the Situation

Take the time to identify and clarify the situation, and then organise the issues that must be addressed.
Is this a symptom, or do deeper root causes need to be considered? Can you break down the decision
into smaller parts? Do not let yourself get pushed into deciding due to time constraints or pressure from
other sources (where possible).

2. Take a Fresh Perspective

Take a step back and take a more objective look. Ask others who may be more distant from the subject
to have a look (fresh eyes). Make your decisions based on looking to the future and let the past inform
you, not rule you. Great leaders learn from past experiences, including both the good and the bad, as
well as the particularly unpleasant ones. Involving others will provide new data points and perspectives.
But if you decide to involve others, be clear about their role and level of involvement in the decision-
making process. Run brainstorming carefully and inclusively.

3. Consider All Options

Generate all possible solutions. Be creative and think out of the box for alternative choices. Do not
eliminate options because they sound ridiculous, as an idea that sounds a bit mad may be the best
solution or a road to different thinking and perspectives.

4. Scrutinise Every Option

For each choice, consider the following:
e Have we addressed this/similar issue before?

e What are the pros and cons?
e Who/what does it impact?

e Who are the stakeholders, and how might their interests be affected? (If you don’t know, ask).
e [sit achievable and within the given timeframe (if there is one)?

e How does it fit with any longer-term goals (team or organisational)?
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5. Get Unstuck

Some people get stuck because they seek the perfect solution, but decision-making can be a bit like
haggling, where we must concede from the outset that we won’t reach our dream goal but an acceptable
compromise. If the situation permits, ask yourself, “What is the best decision I/we can make today”?
Realise that decision-making is not about perfection and that rarely will a decision be without its
negative aspects, and even more rarely will everyone be happy about it.

6. Make the Decision
Don’t procrastinate! Once you’ve exhausted the possibilities and scrutinised possible options, decide.
Choose the best possible option today based on the analysis you just completed.

7. Create an Action Plan

Your action plan should include the steps required to implement the decision, the resources and
personnel needed, a method for informing all stakeholders and
influencers, a timeframe for each action, and calendar entries
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afraid to make any necessary corrections. Be open about
revisions to help others make informed decisions as well.

8. Communicate Your Decision

Communicate your decision and expected outcomes to all stakeholders impacted by the decision, and
consider an information update to those interested. Consider sharing the team's work and decision-
making with others and recognising their efforts, ideas, and support. Set clear expectations for yourself
and others. Your decision needs to be articulated convincingly and succinctly.

9. Implementation

Focus on implementing your decision. Once you begin implementing, be aware that anxiety due to
change is often part of the process. This does not mean that you have made the wrong decision; it simply
means that change is challenging.

10. Evaluate and Review

Learn from everything you do. Build awareness of what's working and what isn’t and share your learning.
If new information becomes available, return to step three and, armed with the latest knowledge, revise
your plan accordingly.

TIME FOR REVIEW
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