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Decision Matrix Template

What is Decision Matrix Template?

A Decision Matrix Template is a visual tool used to support decision-making by organizing and
structuring options, criteria, and outcomes. It's a simple yet powerful template that helps
individuals or teams evaluate complex decisions by breaking them down into manageable
parts.

Here's what you can expect from a typical Decision Matrix Template:
Columns:

1. Options: List all the possible alternatives or solutions to consider.

2. Criteria: Identify the key factors, attributes, or characteristics relevant to the decision-
making process.

3. Weightage (optional): Assign relative importance weights to each criterion based on its
relevance and impact.

Rows:

1. Option 1, Option 2, ..., Option n: Each option is evaluated against the criteria listed in
the columns.

Cells:

1. Score or Rating: Evaluate each option against each criterion, using a scoring system
(e.g., 1-5) or rating scale (e.g., high, medium, low).

2. Weighted Score: Multiply the score for each criterion by its weightage to calculate the
weighted score.

Visual Representation:

The template typically includes a grid with rows and columns. The options are listed in the
rows, and the criteria are listed in the columns. The scores or ratings are filled in for each
option against each criterion, creating a visual representation of how well each option meets
the requirements.

Benefits:

1. Clarity: Organizes complex information into a clear and concise format.

2. Objectivity: Encourages objective evaluation by separating personal biases from the
decision-making process.

3. Transparency: Allows for easy identification of strengths, weaknesses, opportunities,
and threats (SWOT analysis) for each option.

4. Prioritization: Enables prioritization of options based on their weighted scores.

Applications:

Decision Matrix Templates are useful in various settings:
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1. Business: Strategic planning, product development, resource allocation, and investment
decisions.

2. Personal: Career choices, education, or financial planning decisions.

3. Academics: Research paper selection, project proposal evaluation, or course selection.

By using a Decision Matrix Template, individuals can make more informed decisions by
evaluating options systematically and objectively.
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Decision Matrix

Criterion 1
Criterion 2
Criterion 3
Criterion 4
Criterion 5

Weighting of Criteria

Criterion 1
Criterion 2
Criterion 3
Criterion 4
Criterion 5

Scoring

Total Score Calculation

Option 1
Option 2
Option 3
Option 4

Scorel Weightl) + (Score2 Weight2)
Scorel Weightl) + (Score2 Weight2)
Scorel Weightl) + (Score2 Weight2)
Scorel Weightl) + (Score2 Weight2)

P

+
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Conclusion

The best option based on the total scores is:
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