
Decision making 

Write it down 
When you write about your potential decision, think more clearly and are less likely to fall prey to 
cognitive biases. Even if  it seems silly to write about minor decisions, you’ll benefit from the 
insight into how you make decisions. 

Step 1 
Write out your question or goal. For example, “Which car should I buy?” If  there’s a deadline, 
write it down. 

Step 2 
What is the real problem you need to solve? For example, if  you want to make more money, write 
down why you want to make more money. You may find an alternate solution (like cutting 
something out of  your budget rather than making more). 

Step 3 
List several alternatives, keeping in mind the real problem you identified in Step 2.  

Step 4 
List the pros and cons for at least two alternatives, including emotions as well as practical factors. 
A need for more information may be listed as a con. You may need to gather information and 
continue your list. Then write the likelihood of  each - or an argument against it. Writing down 
our reasons to not do something often makes us realize that particular reason is irrational or that 
it can be overcome. 

Step 5 
Choose and implement a solution. Set a date on your calendar to evaluate the solution, and do 
so!	  
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Example 
Step 1 
Should I stay home tonight or meet my friends out? 

Step 2 
I don’t have much energy, but I’m torn because I want to spend time with my friends. I’d like to 
make the decision that is best for me. 

Step 3  
Option 1: Go out and meet my friends tonight. The deadline is in a few hours. 

Option 2: Stay home. I could decide tomorrow to call my friends to do something later in the 
weekend. 

Step 4 
Option 1: Go out and meet my friends tonight. The deadline is in a few hours.  

Pros 

Usually when I go out, even when my energy is low, my energy recovers. (99%) 

If  I stay home, I’ll probably sit in front of  the tv and eat. (85% - but could be overcome) 

I don’t have to stay out long if  I’m not enjoying myself. (unlikely that I won’t have fun) 

Cons 

I’d have to take a shower and change clothes, which seems like a lot of  trouble. (I could actually 
go out as is). 

I’ll spend money if  I go out, and I’d rather save it. (I can control how much I spend). 

I might drink too much and feel terrible tomorrow. (With a strategy, I can control how much I 
drink) 

I might stay up too late and be even more fatigued tomorrow. (If  I’m having a great time, it might 
be worth it). 

Option 2: Stay home. I could decide tomorrow to call my friends to do something later in the 
weekend. 

Pros 

Save money (True, but I can also go out very cheaply) 

No alcohol (I could go out and not drink at all. I’d still have fun). 
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Cons 

Not see friends (It’s OK - I can see them later) 

They might be busy later in the weekend (Speculation - I could ask). 

Step 5 
Making the list made me realize that some of  my reasons not to go out are either 1) irrational or 
2) can be overcome. I’ll go out and probably have lots of  fun. I’ll only take $20 cash and get some 
food early on so I don’t drink too much. I always have the option of  coming home if  I’m not 
having fun. Then, I can sleep in tomorrow.
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