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TITLE:  HOW TO MAKE WISE DECISIONS

SUBJECT:  Decision Making Steps

1.   STEP ONE. First figure out if you really need to make a decision.
A.  You know you need to make a decision if:

1.   something happened that should not have and needs to be corrected (I have been messing up in my classes and might get a bad grade or even fail); 

2.   something might happen that I don’t really want to happen so I need to prevent it from happening to me (I have been slacking off on my school work and I might fail a required course and delay my graduation);
3.   something I want to happen isn’t happening and I need to take steps to be sure it happens (raising my scores on the ACT by taking advantage of tutoring opportunities);

4.   I am missing something that needs to be provided (like skills I could learn to pass an important test or information to get a scholarship).

     B.   Just what issues are involved? Think them through to clarify:

1.   Why do I have to make a decision? Is this decision really urgent (or can I let the matter go until later on with no harm done)? How soon do I really have to take action? 
2.   What is the real present impact of this situation? What would happen if I simply do nothing about it now?
3.   Is there really anything which can be done about this situation? Do I really have any control over the outcome by any decision I can make?
4.
What harm could come to myself or others if I make a hasty decision now?

     C.   Narrow the question which made me aware of the issue.
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2.   STEP TWO: Determine what I must decide, and the purpose for this decision.

3.   STEP THREE: Carefully list in writing what I want to achieve by this decision, what I want to keep from happening by this decision, and what problems or situations I want to avoid by making this decision.
4.   STEP FOUR: In writing, set my priorities based on what are really the important factors I must or should consider.

     1.  Determine the factors which are absolute musts, and distinguish those from other factors which I would like but are not absolutely necessary. Ask myself the question, "What requirements must any solution meet to be acceptable?" What requirements are so important that if they are not met I must reject that option?
2. List the desirable factors, and rate these on a scale of 1 to 10, low to high. When giving weight to each factor, ask if it is more, less, or equally important to the factors I rated as most important.

5.   STEP FIVE: Let your significant factors generate your options, not the reverse. For each factor or goal, ask "What are the possible ways of achieving, securing, or preventing this outcome?"

6.   STEP SIX:  Test your options by evaluating them against what you want to achieve, not lose, or avoid.   Do this by constructing a chart to numerically rate each alternative on a scale of 1 to 10 against the value assigned previously to each of the factors to be considered. Multiply the value given to the criteria by the rating given to each alternative. Add the products for each alternative, and compare the total scores.

7.   STEP SEVEN: Trouble-shoot your decision by asking “What could go wrong?" with the tentative solutions you have chosen. List all possible problems that come to mind. Roughly calculate the likelihood of each of the possible problems occurring, and the impact should they actually occur.  Determine what actions should prevent those problems that have a high likelihood of occurring. Consider the serious impact if they did occur, and what actions should minimize their consequences if they still occur.

