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If the project team determines an issue has a significant impact on meeting project objectives and [Decision Analysis and Resolution] is used, the decisions must be documented using this template.
1. Scope. 

This paragraph shall contain a full identification of the system and the project to which the Decision Analysis and Resolution is being applied.  This paragraph shall also summarize the decision which must be made and the reasons for applying decision analysis and resolution. 
2. Identify Stakeholders.
This paragraph shall document the relevant stakeholders that were identified on the [Stakeholder Identification and Assessment Template].
3. Establish Guidelines.
3.1. This paragraph shall document the project’s selected guidelines that are to be used to determine which issues are subject to a formal evaluation process.

4. Establish Evaluation Criteria.
4.1. This paragraph shall document the evaluation criteria and rankings to be used in the decision-making process.  If criteria have already been defined as part of another SEP process, it need not be done again.

5. Identify Alternative Solutions.
5.1. This paragraph shall document the proposed alternatives.

6. Select Evaluation Methods.
6.1. This paragraph shall document the selected evaluation methods.
7. Evaluate Alternatives.
7.1. Document the results of the decision evaluation.  Also document the rationale for adding new alternatives and changing criteria, as well as the results from the evaluation of alternatives.

8. Selected and Communicated Solutions.
8.1. This paragraph shall document the results and rationale for the recommended solution.  It is important to record both why a solution was selected and why another solution was rejected.
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