Decision and Action Report
[Report subject]  |  [Reporting period]
Prepared by [name and role] for [reader or team] on [date].
Purpose and decision needed
[Explain the question this report answers and the decision the reader needs to make. Define the reporting period, scope and any important exclusions.]
Key findings
	Finding
	Evidence or source
	Implication

	[Most important result]
	[Measure, date and source]
	[Effect on the objective]

	[Second result]
	[Measure, date and source]
	[Why it matters]

	[Third result]
	[Measure, date and source]
	[Risk or opportunity]


Recommendation
[State the proposed decision. Explain why it follows from the findings, the resources it requires and the main tradeoff.]
Action plan
	Next action
	Owner
	Due date
	Completion evidence

	[Specific deliverable]
	[Name]
	[Date]
	[How completion is verified]

	[Specific deliverable]
	[Name]
	[Date]
	[How completion is verified]


Limits and follow up
[Identify missing data or assumptions that could change the recommendation.]
Next review [date]  |  Decision recorded by [name]  |  Outcome [approved / revise / deferred]




