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Use Decision Matrix to quickly map the path 

for the a person to find the desired information.

• Useful to

• Show a path of decisions to obtain the proper 
tool/resource for a given situation.

• Allows visual path of decisions.

• Reduces time to find proper resources.
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Set-up

• Need Facilitator and a scribe.

• Materials: 

– 7 Flipchart sheets pre-posted 

on the wall.

• Non-bleed through

• Post-it type  (or bring tape)

– marking pens, 

– and blank wall space.
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Decision Matrix guidelines

for a grid:

• Create a horizontal and vertical topic lines and 

fill in the grid.

• When designing the content try not to have 

easily confused selections especially if people are 

under stress (Unless you are the IRS)
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and you are filing 

a Form ...

and you ARE 

NOT

ENCLOSING A 

PAYMENT, then 

use this address 

...

and you ARE

ENCLOSING A 

PAYMENT, then 

use this address 

...

1040

Department of the 

Treasury

Department of the 

Treasury

Internal Revenue 

Service

Internal Revenue 

Service

Kansas City, 

MO 64999-0002

Kansas City, 

MO 64999-0102

1040A

Department of the 

Treasury

Department of the 

Treasury

Internal Revenue 

Service

Internal Revenue 

Service

Kansas City, 

MO 64999-0015

Kansas City, 

MO 64999-0115

1040EZ

Department of the 

Treasury

Department of the 

Treasury

Internal Revenue 

Service

Internal Revenue 

Service

Kansas City, 

MO 64999-0014

Kansas City, 

MO 64999-0114

For 2010

New York 

State Filers

Although 

choices are clear 

the selections 

very similar to 

each other
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Decision Matrix guidelines

for a decision tree format:

• Define the problem.  (see brainstorming or nominal 

group technique presentations)

• Stay to the MAJOR choices in the decision and allow for 

text at the end for non-major potential issues as bullets.

• Take one path or branch at a time then reuse similarities 

for other branches.  Use of Post-it notes to move/reuse 

due to discussions is helpful.

• Copy page of post-it notes allows you to reuse post-its 

without losing time or ideas.
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For multi level decisions you find

logical paths like the one highlighted
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Troubleshooting assistance use

multi level decisions
Computer 

Does

not start

Excel

Surge Protector 

has

Red Light

Surge Protector 

has

Green Light

Surge Protector 

has

no Lights

Nothing

On this circuit 

Have power

Only 

Power surge

Is off

Computer

Monitor is not

getting video

Computer 

Monitor shows

desktop

Shut off 

Surge Protector

And reset

Then restart

Check 

Wires and 

Start computer

See 

Troubleshooting 

Page 3

See troubleshooting

Page 4

Breaker 

for room 

is tripped.

Investigate why.
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Thank You

Paul Klein

kleincox@yahoo.com


