
How to Make Strategic Decisions With Limited 
Time

A Practical Guide + Worksheet for Working Professionals Who Need to Decide Fast, Decide Well, and Move Forward With Confidence



INTRODUCTION

Why Strategic Decision-Making Is the Career 
Skill No One Teaches You

For

Career changers, managers, 

consultants, and early–mid career 

professionals

Outcome

A repeatable decision-making system you 

can apply starting today

Format

Read-through guide, reference toolkit, 

and fill-in worksheets

Every professional, at every level, faces the same uncomfortable truth: decisions don't wait for perfect information. Deadlines compress. 

Stakeholders push. Data is incomplete. And yet, your ability to make the right call — quickly, clearly, and with confidence — is one of the 

most visible and most valued skills in any workplace. It's what separates professionals who get promoted from those who stay stuck. It's 

what distinguishes consultants who are trusted advisors from those who merely deliver decks.

The problem is that most of us were never formally taught how to decide. We were taught how to analyse, how to research, and how to 
present — but not how to cut through ambiguity under pressure and commit to a course of action. The result? Decision fatigue, second-

guessing, over-analysis, and the slow erosion of your own professional confidence.

This guide exists to change that. Built for time-poor working professionals — career changers navigating unfamiliar territory, managers 

balancing competing priorities, consultants advising under pressure — it gives you a practical, repeatable system for making strategic 

decisions when time is short and the stakes are real.

📖 How to use this resource: Skim it once for the full picture. Then return to each section as a reference. Use the worksheets 

to apply the frameworks immediately to a real decision you're facing right now.

You don't need more information. You need a better process. That process starts here.
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THE PROBLEM

The Four Decision Traps That Keep Professionals 
Stuck
Before building better habits, it helps to name the patterns that derail most professionals. These aren't signs of incompetence — they're 

predictable cognitive and behavioural traps that appear under pressure. Recognising them is the first step to escaping them.

<  Trap 1: Analysis Paralysis
Waiting for complete certainty before deciding. In real 

workplaces, 100% certainty rarely arrives. The search for it 

becomes a substitute for deciding — and inaction becomes 
its own costly decision.

§  Trap 2: Option Overload
Generating too many alternatives without a clear framework 

for evaluating them. When every option looks viable, none 

stands out — and you loop endlessly rather than converging 
on a direction.

�  Trap 3: Stakeholder Noise
Absorbing every opinion, letting the loudest voice in the 

room drive your conclusion. Strong professionals gather 

input — but they don't outsource their judgment to whoever 

pushes hardest.

î  Trap 4: Time Pressure Panic
When urgency spikes, many professionals either freeze or 

rush — skipping the very thinking that would lead to a better 

outcome. Speed without structure produces fast, poor 

decisions.

The good news: each of these traps has a specific antidote built into the framework you'll learn in this guide. By the time you finish, you'll 
have a practical tool to counter all four.
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FRAMEWORK

The CLEAR Decision Framework: Your 5-Step 
System
The CLEAR Framework is a structured, time-efficient approach designed specifically for working professionals who must make strategic 

decisions under real-world constraints. It is not theoretical — every step maps directly to an action you take with a real decision. Here is 

the full system at a glance.

Clarify
Define the real 

decision question

List
List only viable, 

practical options

Evaluate
Assess options 

against top criteria

Act
Choose and 

implement highest-
confidence option

Review
Quickly review 

results and course-
correct

Each letter represents a distinct cognitive move — shifting you from confusion to clarity, from overwhelm to focus, and from hesitation to 

confident action. The framework works whether you have 10 minutes or 10 days. It scales to the size and stakes of your decision. 
Subsequent sections will walk you through each step in detail, with practical guidance, real examples, and worksheets for immediate 

application.
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STEP 1

Clarify: Are You Solving the Right Problem?
The most common cause of bad decisions isn't poor judgment — it's solving the 

wrong problem. Professionals under pressure often jump to solutions before 

they've precisely defined the question. The result is a well-executed answer to a 

question nobody actually asked.

Before you generate a single option, stop and write down: What is the actual 
decision I need to make? Be ruthlessly specific. "What should I do about my 

career?" is not a decision — it's a category. "Should I accept this lateral role offer 

before the Friday deadline?" is a decision. The sharper your question, the more 

targeted your thinking will be.

Ask yourself three clarifying questions: (1) What does success actually look like 
here — in concrete, observable terms? (2) Who is the real decision-maker, and 

what are the actual constraints on this choice? (3) What is the cost of delay — is 

speed genuinely critical, or does it just feel urgent?

⚡ Quick Clarification Test

Can you write your decision in one sentence that 

includes:

A clear verb (accept, reject, launch, hire, pivot)

A specific context

A deadline

If not — keep clarifying before proceeding.

📝 Worksheet Prompt — Clarify Your Decision: Write your decision below in one precise sentence. Then answer: What does 

success look like? What are the hard constraints? What is the real deadline?
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STEP 2

List: Narrow Down to Only the Viable Options
Once you have a sharp decision question, your next move is to identify your real options — not every conceivable possibility, but the two 

to four options that are genuinely viable given your constraints. More than four options signals that you haven't yet filtered with your 

actual criteria. Option proliferation is not a sign of thorough thinking; it is a sign of deferred judgment.

✅ Viable Option Criteria

An option is viable only if it meets ALL three of these tests:

Feasible: Can it actually be executed given your current 
resources, time, and authority?

Relevant: Does it directly address the decision question you 
clarified in Step 1?

Distinct: Is it meaningfully different from your other options 

— not just a slight variation?

🚫 Options to Eliminate Early

Remove options that are:

Outside your actual authority or budget

Dependent on variables entirely outside your control

Essentially the same as another option with a different label

Kept on the list to avoid conflict rather than because they're 

real

Aim to arrive at the end of this step with exactly two to four clearly defined, meaningfully distinct options. If you have only one option, 
you have a plan, not a decision. If you have six options, you have not yet done the work of filtering. Be decisive about your option list 

before you begin evaluating.

📝 Worksheet Prompt — List Your Options: Write down every possible option. Then apply the three viability tests. Cross out 

what fails. Circle the two to four options that remain.
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STEP 3

Evaluate: Score Against What Actually Matters
Now you evaluate your viable options 4 but not against everything. That path leads back to paralysis. Instead, identify your top three to 

five decision criteria: the factors that genuinely matter for this specific decision, in this specific context. Criteria will differ by decision 

type. A career decision might weight long-term growth, alignment with values, and financial security. A project decision might weight 

speed, risk level, and stakeholder buy-in.

Once you have your criteria, weight them. Not all criteria are equal. A simple approach: assign each criterion a weight out of 10, with 

higher scores for what matters most. Then score each option against each criterion on a 135 scale. Multiply score by weight to get a 
weighted total. The option with the highest total is not automatically the right answer 4 but it is a powerful forcing function that surfaces 

your real priorities.

Criteria Weight (1–10) Option A Score Option B Score Option C Score

Long-term growth potential 9 4 3 5

Implementation speed 7 5 4 2

Financial risk 8 3 5 3

Stakeholder alignment 6 4 4 3

Weighted Total 4 112 118 103

D  Pro Tip: If the scoring produces a winner that feels wrong to you — pay attention to that reaction. It often signals a criterion 

you weighted too low or a constraint you haven't explicitly named. Adjust and re-score once. If it still feels wrong, the gut signal 

is data worth examining.
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STEP 4

Act: Commit to the Highest-Confidence Option
This is the step most professionals skip, delay, or undermine with endless caveats. After you have clarified, listed, and evaluated — you 

must act. Not when conditions are perfect. Not after one more stakeholder conversation. Now. Strategic decisiveness is not about being 

certain; it is about being committed to your best current judgment while remaining open to updating it as new information arrives.

The Confidence Threshold Test

Before acting, ask: Am I at 70% confidence or 
above?

If yes — act now. Waiting for 90% often costs more 
than the gap between 70% and 90% is worth.

If no — identify the ONE piece of information that 

would move you to 70%. Get only that. Nothing 

else.

How to Communicate Your Decision Clearly

When you announce or implement a decision, structure your communication in 

three parts:

The decision itself — stated simply and directly, without hedging language1.

The primary rationale — two to three sentences on why this option over 
others

2.

The next action — what happens immediately, and who owns it3.

Avoid the trap of over-justifying. Excessive explanation signals uncertainty and 
invites pushback that wouldn't otherwise arise.

https://www.planetspark.in/resources 7



STEP 5

Review: Course-Correct Fast Without Second-
Guessing
Strategic decision-making doesn't end when you act — it includes a structured review loop that enables fast learning and adjustment 
without falling into the trap of regret or second-guessing. The distinction is critical: reviewing a decision to extract learning is productive. 

Revisiting a decision because it feels uncomfortable is not

.

1

24 Hours After
Confirm the decision has been communicated 

and initial actions are underway. Note any 

immediate resistance or unexpected variables.

2

1 Week After
Check early indicators. Are results moving in the 

expected direction? Is any new information 

significant enough to warrant a formal re-

evaluation?

3

1 Month After
Conduct a structured retrospective. What did 

you learn about the decision process? What 

would you weight differently next time?

4

3 Months After
Evaluate outcomes vs. the success definition 

from Step 1. Document the insight in your 

personal decision log for future reference.

✅  Key Principle: A decision can be strategically sound and still produce disappointing results due to factors outside your 

control. Learn to separate the quality of your decision process from the quality of your outcomes. Good process + bad luck ≠ 

bad decision-maker.
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DECISION TOOLS

Time-Calibrated Decision Tools: Match Method 
to Moment
Not every decision deserves the same level of process. A common mistake professionals make is applying the same analytical weight to 

every choice — spending 45 minutes on what coffee to serve in a team meeting, and 20 minutes on a hiring decision that will affect the 

team for two years. Strategic decision-making includes knowing how to calibrate your method to your actual timeframe and stakes.

⚡ Under 10 Minutes
Use: The 10/10/10 Rule

Ask: How will I feel about this decision 

in 10 minutes? 10 months? 10 years? 

The option that holds up across all 

three timeframes is almost always the 

right one.

Best for: Low-stakes operational 

decisions, daily prioritisation calls, 

quick meeting choices.

⏱ Under 1 Hour
Use: The 2x2 Priority Matrix

Plot your options against Impact 

(high/low) and Effort (high/low). 

Default to High Impact / Low Effort. 

This cuts through competing priorities 

with minimal cognitive load.

Best for: Project prioritisation, task 

sequencing, quick resource allocation 

decisions.

📅 1–3 Days
Use: The Full CLEAR Framework

Run the complete five-step process. 

Use the worksheet in this guide. Bring 

in one or two trusted advisors at the 

Evaluate stage only — not before.

Best for: Career moves, team 

decisions, strategic pivots, high-stakes 

client or project choices.

Matching your method to your timeframe is not laziness — it is efficiency. Professionals who apply rigorous analysis only where it 

genuinely changes the outcome make better decisions overall because they preserve their cognitive energy for decisions that actually 
need it.
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TOOL KIT

The 2×2 Priority Matrix: A Visual Decision Tool
The 2×2 Priority Matrix is one of the most versatile and time-efficient frameworks available to working professionals. It is especially 

powerful when you need to choose between several competing priorities, initiatives, or options and don't have the time or data for a full 
weighted evaluation. Below is a standard configuration used by consultants and managers worldwide, adapted here for strategic 

decision-making contexts.

When using this matrix under time pressure, the key discipline is honest assessment of impact. Professionals consistently overestimate 

the impact of tasks that feel urgent — meetings, quick replies, visible activity — and underestimate the impact of tasks that require 

deeper thinking. When in doubt, ask: If this choice produces the best possible outcome, how significantly does it move the needle on 
what I'm ultimately accountable for?
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REAL-WORLD APPLICATION

Case Study: Riya Uses the CLEAR Framework in a 
Live Career Decision
Riya is a 34-year-old marketing manager at a mid-size FMCG company. She has just received two simultaneous offers: a senior manager 

role at a competitor with a 30% salary bump, and an opportunity to lead a new product vertical internally, with no immediate pay 

increase but significant equity in 18 months. Her manager wants an answer by Friday. It is Tuesday morning.

🔍 How Riya Applied CLEAR

C — Clarify: "Should I accept the external senior manager offer, 

the internal vertical lead role, or neither — by Friday COB?" She 

confirmed her real success criteria: financial security, long-term 
growth, and minimising regret in 3 years.

L — List: She narrowed to three genuine options — take the 

external offer, accept the internal role, or negotiate a third path 

(delayed external start + internal counter-offer).

E — Evaluate: She weighted financial security (9), growth 

potential (8), work-life balance (7), and network quality (6). The 

internal role scored highest on growth and balance; the external 
on immediate finance and network.

⚡ Her Decision + Outcome

A — Act: Riya accepted the internal vertical lead role, negotiated 

a 6-month review with a salary adjustment trigger tied to 

product launch milestones. She communicated her decision 
within 24 hours.

R — Review: At her 1-month review, three key hires had joined 

her new team and the product was on track. At 3 months, she 

noted she would have weighted "speed of ownership" even 

higher — a useful data point for her next major career decision.

The framework didn't make the decision for Riya. It organised 

her thinking so her own judgment could lead clearly.
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WORKSHEET

Worksheet 1: The CLEAR Decision Planner
Use this worksheet for any significant decision 4 career, project, resource allocation, or strategic choice. Fill in each section before 

moving to the next. The act of writing forces clarity that thinking alone rarely achieves. Keep this worksheet. Your completed versions 

become a personal decision journal that compounds in value over time.

1

C — Clarify the Decision
Write your decision in one precise sentence (include a clear verb + context + deadline):

____________________________________________________________

What does success look like in concrete terms?

____________________________________________________________

What are the hard constraints (budget, time, authority)?

____________________________________________________________

2

L — List Viable Options
List all options you're considering:

Option A: _______ | Option B: _______ | Option C: _______

Apply the viability filter 4 cross out options that fail any test:

☐ Feasible  ☐ Relevant  ☐ Distinct

Surviving options (max 4): ________________________

3

E — Evaluate Against Criteria
Name your top 335 criteria and weight each (1310):

1. ________ (weight: __) | 2. ________ (weight: __) | 3. ________ (weight: __)

Score each option 135 per criterion. Multiply by weight. Total each option.

Highest total option: _________________________

4

A — Act
State your decision: I have decided to ___________________

Confidence level (circle): 50% / 60% / 70% / 80% / 90%+

If below 70%, what ONE piece of information do you still need?

____________________________________________________________

Deadline for action: _________________________________

5

R — Review Plan
24-hour check-in note: ___________________________

1-week indicator to watch: _______________________

1-month retrospective question: What did I learn about my decision process this time that I want to carry forward?
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WORKSHEET

Worksheet 2: The Criteria Weighting Matrix
This worksheet is particularly useful when you are facing a multi-option, high-stakes decision and you want to prevent any single 

stakeholder's voice — including your own emotional reaction — from distorting the evaluation. Fill in your criteria, assign honest weights, 

score your options, and compute totals. The discipline is in the honesty of your scores, not the accuracy of the arithmetic.

Decision Criteria Weight (1–
10)

Option A (1–
5)

Option B (1–
5)

Option C 
(1–5)

Option D 
(1–5)

Criterion 1: ____________ ___ ___ ___ ___ ___

Criterion 2: ____________ ___ ___ ___ ___ ___

Criterion 3: ____________ ___ ___ ___ ___ ___

Criterion 4: ____________ ___ ___ ___ ___ ___

Criterion 5: ____________ ___ ___ ___ ___ ___

Weighted Total — ___ ___ ___ ___

After You Score

Which option has the highest weighted total?

Does the result align with your gut? If not, why not?

Is there a criterion you left out that's actually driving your gut 

reaction?

Reflection Prompts

What criterion, if weighted higher, would change the 
outcome?

Which option would you most regret not choosing in 12 

months?

If your most trusted mentor reviewed this matrix, what would 

they challenge?
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WORKSHEET

Worksheet 3: Decision Review Retrospective
The professionals who make the best decisions over time are not those who are naturally gifted at judgment — they are those who 

systematically learn from every major decision they make. This retrospective template, completed 30 days after a significant decision, 

accelerates that learning loop. Use it consistently and you will build a compounding personal database of decision intelligence.

s  Decision Summary
What was the decision? _________________________

What option did I choose? ______________________

What was my confidence level at the time? _______

r  Outcome Assessment
What outcomes have occurred so far? ___________

How closely do they match my success definition from Step 1? 
_____________________

What external factors influenced outcomes? ______

´  Process Reflection
Which step of CLEAR did I execute best? _________

Which step would I invest more time in next time?

Was there information I ignored that I shouldn't have? 

_________________________

  Forward Application
What is the single most valuable insight from this decision? 

___________________

How will I apply this to my next major decision? ___

What would I tell a colleague facing the same choice?

D  Build Your Decision Journal: Save every completed retrospective. After 5310 entries, review them together. Patterns will 

emerge 4 about the types of decisions where your judgment is sharp, and those where you need more structure or outside 

perspective.
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COMMON MISTAKES

Common Mistakes + How to Fix Them Fast
Even professionals who know the right frameworks make predictable mistakes under pressure. What follows is a frank inventory of the 

most frequent failure modes — drawn from real workplace patterns — along with a direct fix for each. Keep this page bookmarked. When 

you feel a decision going sideways, scan this list before you act.

Mistake: Confusing urgency with 
importance
What it looks like: Treating every incoming request as a 

priority-one decision, burning cognitive resources on trivial 

choices.

The Fix: Before engaging with a new decision request, 

spend 60 seconds placing it in the 2×2 matrix. If it's Low 

Impact, batch it or delegate it without further analysis.

Mistake: Seeking consensus instead of 
input
What it looks like: Running every decision past five 

colleagues, hoping someone else will take responsibility for 

the outcome.

The Fix: Separate information gathering (broad) from 

decision-making (yours). Consult one or two people with 

distinct expertise for the Evaluate step. Own the act.

Mistake: Re-opening closed decisions
What it looks like: Revisiting a decision every time new 

information arrives, creating instability and eroding team 

trust in your leadership.

The Fix: Set a formal review date (use the CLEAR Review 
step). Until that date, commit fully. Reserve re-opening only 

for genuinely disruptive new information — not discomfort.

Mistake: Anchoring on the first option
What it looks like: Generating one strong option early and 

unconsciously filtering all subsequent thinking through that 

anchor, rather than genuinely evaluating alternatives.

The Fix: In the List step, generate all options before 
evaluating any. Write all options on paper before scoring. 

Sequence matters for cognitive bias management.
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SELF-ASSESSMENT

Self-Evaluation: What Kind of Decision-Maker 
Are You Right Now?
Before you can improve your decision-making, it helps to understand your current starting point. The following self-evaluation is not a 

personality quiz — it is a practical diagnostic of specific behaviours that shape decision quality. Answer honestly. There is no ideal profile. 

There is only a clear picture of where to focus your development energy.

Behaviour / Tendency Rarely Sometimes Often

I can state a complex decision as one precise sentence before I begin 

analysing it

☐ ☐ ☐

I eliminate options actively rather than keeping all of them in play ☐ ☐ ☐

I know my top 3 decision criteria before I start evaluating options ☐ ☐ ☐

I act on decisions at 70% confidence without waiting for certainty ☐ ☐ ☐

I communicate decisions directly, without over-explaining or hedging ☐ ☐ ☐

I have a deliberate review practice for significant past decisions ☐ ☐ ☐

I match my decision method to the stakes, not just the urgency ☐ ☐ ☐

I separate input-gathering from the act of deciding ☐ ☐ ☐

Mostly "Rarely"

Start with the CLEAR Planner worksheet 

(Worksheet 1) applied to your very next 

real decision. Focus on Steps 1 and 3 

first.

Mixed Results

You have good instincts but inconsistent 

process. Identify your two weakest rows 

above and focus your practice there for 

the next 30 days.

Mostly "Often"

You are already a strong decision-maker. 

Your opportunity is in coaching others 

and building a team culture of clear, 

structured decision-making.
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RISK MANAGEMENT

Implementation Risks
Even the most meticulously crafted decisions can falter during execution if potential implementation risks are not proactively identified 

and managed. Effective decision implementation hinges on anticipating challenges and preparing strategies to mitigate them. 

Understanding these common pitfalls allows you to build more resilient action plans and adapt swiftly when the unexpected arises.

Communication 
Breakdown
The specifics of the decision and its 

rationale aren't uniformly understood 

across all involved teams. This often 
leads to misinterpretations, divergent 

efforts, and a lack of unified direction 

during execution, ultimately 

impacting successful deployment.

Resource Scarcity
Despite initial planning, the actual 

implementation demands more 

budget, time, or skilled personnel 
than allocated. This can stall progress, 

compromise quality, or force 

undesirable trade-offs, making the 

original decision's goals unattainable.

Stakeholder Resistance
Key individuals or groups affected by 

the decision resist the change, either 

actively or passively. This pushback 
can manifest as non-compliance, slow 

adoption, or outright sabotage, 

creating friction and significant delays 

in the implementation timeline.

Unforeseen Technical Hurdles
During implementation, unexpected technical complexities, 
system integration issues, or operational incompatibilities 

emerge. These require costly rework, divert resources, and 

can significantly delay the project launch or intended impact.

Inadequate Monitoring
A lack of clear metrics, regular check-ins, or robust feedback 
loops means that deviations from the intended plan go 

unnoticed for too long. By the time problems are identified, 

they may be extensive and difficult to rectify, leading to poor 

outcomes.

💡 Proactive Risk Assessment: Before committing fully to the 'Act' step, dedicate time to brainstorm potential 

implementation risks. For each major risk, consider a contingency plan. This foresight dramatically increases the likelihood of a 

successful outcome.
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QUICK REFERENCE

Quick Reference Card: The CLEAR Framework at 
a Glance
Keep this page as your go-to reference. When you're under pressure and don't have time to re-read the full guide, scan this card. It will 

orient you in under two minutes and get you back on track.

C — Clarify
Write the decision in one sentence. Define success. Confirm constraints and real deadline.

L — List
Generate all options. Apply the feasibility, relevance, and distinctness filter. Keep only 234.

E — Evaluate
Name 335 criteria. Weight them. Score each option. Compute totals. Check your gut.

A — Act
Commit at 70% confidence. State decision simply. Name next action. Communicate with conviction.

R — Review
Set check-in dates. Separate process from outcome. Log insights. Build your decision database.

⚡  Under 10 Min

Use the 10/10/10 Rule 4 how will you 

feel in 10 min, 10 months, 10 years?

⏱  Under 1 Hour

Use the 2×2 Priority Matrix 4 High Impact 

/ Low Effort options first.

m  1–3 Days

Use the Full CLEAR Framework with 

Worksheet 1 for high-stakes decisions.
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KEY TAKEAWAYS

Summary: 7 Things to Remember From This 
Guide
Strategic decision-making is a learnable, practicable skill — not a natural gift reserved for senior leaders or exceptionally confident 

people. Every professional who commits to applying a structured process will, over time, make better decisions than those who rely on 

instinct, habit, or whoever is pushing hardest in the room. Here are the seven ideas that matter most.

1 Clarity before speed
The single biggest efficiency gain in decision-making comes from defining the right question — before generating any options or 

gathering any data. A sharp question produces focused thinking. A vague question produces expensive loops.

2 Less is more with options
Two to four genuinely distinct, viable options is the optimal range. More than four signals deferred filtering. Fewer than two 
signals you have a plan, not a decision. Actively eliminate before you evaluate.

3 Weight your criteria honestly
Not all factors are equal. The discipline of weighting criteria before scoring options prevents the loudest voice — internal or 

external — from distorting your evaluation. Be honest about what you actually care about.

4 Act at 70% confidence
Waiting for certainty is itself a decision — usually a costly one. 70% confidence is the threshold where the expected value of acting 

almost always exceeds the expected value of waiting. Build this as a deliberate habit.

5 Communicate decisions without hedging
How you deliver a decision shapes how it is received and implemented. Decide. State it directly. Give the essential rationale. 
Name the next action. Excessive justification signals doubt and invites unnecessary resistance.

6 Review process, not just outcome
Good decisions can produce bad outcomes. Bad decisions can get lucky. Judge yourself on the quality of your process, not just 

the results. Build a decision journal. Your future self will be a better decision-maker for it.

7 Match method to stakes
Apply the right level of rigour to each decision based on its actual stakes, not its felt urgency. Use the 10/10/10 Rule for quick calls, 

the 2×2 Matrix for priority decisions, and the full CLEAR Framework for high-stakes choices.
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NEXT STEPS

Your Next Steps: Start With One Real Decision
The highest-leverage thing you can do right now is not to study this guide further 4 it is to apply it. Choose one real decision you are 

currently facing. It does not have to be career-defining. It just has to be real and consequential enough that you have been putting it off or 

circling it without resolution. Open Worksheet 1. Write your decision question. Begin the process.

Step 1: Apply the CLEAR Framework today
Use Worksheet 1 with your current most pressing decision. Do 
not wait for a bigger, more important decision. Build the habit 

now on a real, live challenge.

Step 2: Schedule your first review
Set a calendar reminder for 30 days from now. Use the 
Decision Retrospective worksheet at that point. Note one 

thing you did well and one thing to change next time.

Step 3: Build your decision journal
Create a simple document or notebook dedicated to your 

decision retrospectives. File each completed worksheet there. 

After 5310 entries, patterns will emerge that no external 
framework can teach you 4 only your own data can.

Step 4: Share the framework with one 
colleague
Teaching a framework accelerates your own mastery. Find one 

colleague or peer who is facing a significant decision. Walk 

them through the CLEAR process. The act of explaining will 
deepen your own fluency and may open a productive ongoing 

dialogue about decision-making in your team.

"The quality of your decisions determines the quality of your outcomes — and the quality of your decision process determines 
everything else. Start the process. The confidence follows the action."

This resource was created by PlanetSpark for working professionals navigating real decisions with real constraints. Save it. 
Revisit it. Share it with someone who needs it.
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