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When completed, this recording can be placed in the person’s individual file. 

 

Decision recording template 
Use this template to help you record an in-house/informal decision 

Things to identify Answer 

Who is making this decision? The decision maker is:  
 

What is the decision being made? The overarching decision is: 
 

What smaller decisions will contribute to 
reaching the overarching decision? 

Associated decisions are: 

Why is the decision being made?  
 

Who needs to know about this decision? The people affected by this decision are: 
 

When does the decision need to be finalised? The timeframe for the decision is:  
 

Date recorded:  

Recorded by:  
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