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Step 1: Manage the planning process
Worksheet 1.3: Outline decision-making processes
Every step of the planning process requires decisions. It is important to be aware of who has to be involved, consulted or informed about the different decisions made throughout the planning process and to be clear about the method or process used for making those decisions. This worksheet has seven questions to help clarify your decision-making assumptions and processes. 
#
Number
Number
Question
Response
1.
Discuss and define what key stakeholders and decision-makers consider to be a major decision. Identify a few examples.
2.
Describe who needs to be involved or consulted before a major decision is made. Identify who has the final authority for making major decisions (e.g., core planning group, manager, funder).
3.
Discuss and define what the group considers to be a minor decision and give a few examples.
4.
Describe who needs to be involved or consulted before a minor decision is made. Identify who has the final authority for making minor decisions (e.g., identified staff lead, manager, sub-committee).
5.
What decision-making process will the core planning group adopt? Consider: consensus, majority vote, manager veto, other (specify) or combination.
6.
Describe specifically how the decision-making process will work within the core planning group? Define the terms and steps in the process to ensure everyone understands it.
7.
Describe specifically how the decision-process will work outside of the core planning group? For example, are there situations when subcommittees or individuals will make decisions autonomously or use a method other than the one used by the core planning group?
8.
Describe how decisions (major and minor) will be communicated to other stakeholders in the planning process.
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