Decision Note Template

*all italicized text should be removed before use 

Decision Notes (DN’s) should be no longer than 3-5 pages. A DN is to be used for presenting an issue that requires a Minister’s decision or direction. DN’s may be used as a standalone tool to support decision-making or be utilized to support an associated briefing. 

DN’s should be concise and focus on key context and options. 

Date: 
Memorandum to: [Name of Minister]
From: [Name of Author] 
Subject: [Policy Proposal Title] 


Purpose: 
· Provide a short summary of item(s) that requires decision or direction, including an associated deadline/timeline 
· 1-3 bullets maximum 
· 

Background/Context: 
· Contextualise the item being presented with an appropriate amount of background information; in doing so, assume the reader has limited familiarity with the particular issue 

Recommended Option: 
· What is the recommended course of action? Why is this the option recommended? Provide a rationale. 
· Include strengths and weaknesses, if applicable 
· What are the implications for the Ministry? 
· What are the direct impacts on the Ministry’s programs/policies? 
· Consider legal, financial, human resources, and communications 
· What are the implications for the Ministry’s stakeholders? Only include if applicable. 


Other Options Considered: 
· Provide a short description of all options considered. 
· For each option, include relevant considerations, costs, and risks and mitigation strategies.
· For each option, include associated outcomes. As a best practice and if applicable, they should be quantified/qualified as appropriate. 
· If there is a recommended option, it should be listed first, flagged accordingly and a rationale for why it is recommended should be included. 
· Include information on anticipated stakeholder reactions and/or if there are any outreach opportunities. 

Format Example: 

Option 1: ‘Example Option’
~Description of Option 1~

Option 1- Key Considerations
· Key considerations for Option 1

Option 1- Outcomes 
· Outcomes associated w/Option 1 

Next Steps: 
· Link back to decision point and explain what next steps need to occur. 


Please let [insert author name] know if you have any questions. 

	Options
	Decisions

	Option 1- ‘Example Option’ 
	
Yes 

No 

Comments: 



	Option 2- ‘Example Option’ 
	
Yes 

No 

Comments: 





The decision matrix may vary slightly, depending on the decision(s) being requested and their associated options. In general, the Minister should be given the opportunity to decide between multiple options, each decision should be presented individually, and a space for comments should be provided. 



