One-Page Decision Brief
Bottom Line Up Front
State the recommendation or single key finding in one or two sentences. The reader should grasp the answer before reading anything else.
Recommendation: ________________________________
Confidence level: ________________________________
Context
In two or three sentences, explain why this question is on the table and what decision it informs.
Why now: ________________________________
Decision this informs: ________________________________
Findings
List three to five grounded findings. Every finding carries a source citation that can be verified.
Finding 1 [source]: ________________________________
Finding 2 [source]: ________________________________
Finding 3 [source]: ________________________________
Finding 4 [source]: ________________________________
Risks and Unknowns
State honestly what could change the conclusion and what the sources do not tell you.
Risk 1: ________________________________
Risk 2: ________________________________
Key unknown: ________________________________
Recommended Action
Name the specific next step and who should take it.
Next step: ________________________________
Owner: ________________________________
By when: ________________________________
