Decision Making Meeting Template
[Team Name] – Decision Title
January 1, 2025
10:00am – 11:00am
	Meeting Purpose:
Formalize a path forward on a key decision point. 
	

	
	


For the decision- making meeting to flow efficiently, ensure that everyone is on the same page before 
beginning by completing the mandatory pre-work. 

MANDATORY PRE-WORK (Sent 48+ hours in advance):
· Decision Brief (1-2 pages): All attendees must read this before the meeting.
· Contents:
1. Problem Statement: (e.g., "Our current CRM is failing, and we need a new vendor by Q3.")
2. Decision Framework: (e.g., "This is a [Decider's Name]'s call after input," or "We will decide by majority vote.")
3. Vetted Options: (e.g., "Option A: Salesforce," "Option B: HubSpot," "Option C: Do Nothing.")
4. Analysis: (Pros, Cons, Cost, and Risks for each option.)
5. Recommendation: (e.g., "The project team recommends Option B.")

	10:00 – 10:05
	Check if anyone has questions about the pre-work.
	All Members

	10:05– 10:15
	Define the Goal, Context, & Framework
· Ensure that everyone is on the same page about the decision that needs to be made, the context of the problem, and the method with which the decision will be evaluated
· Review proposed solutions

	Team Lead

	10:15 – 10:35
	Clarification & Debate
· Discuss any questions about the problem and go over any assumptions within the solution
· Pros and Cons for each proposed solution

	All Members

	10:35 – 10:45
	Call for a Decision
· Close out any remaining arguments and answer any lingering crucial questions regarding the proposed solutions
· Formalize the decision and address any shortcomings or tradeoffs
	All Members

	10:45 – 11:00
	Alignment and Next Steps
· Ensure that everyone is on the same page about the decision and the follow through.
· Define the decision 'owner' who will be responsible for seeing things through
· Write out and assign some near-term action items
	Team Lead



