A major aspect of procedural fairness is the right to a decision and the reasons for that decision. It
could be grounds for an appeal if a decision does not include reasons.

This tip sheet gives you an overview for writing efective decisions and the information to help you
recognize a good decision letter.

Readers need the clarity to understand
why a decision was made.

e Think about who your most important
reader is and write for them

» Write so that it's easy to understand by
using short, simple words and sentences

» Ensure you are clearly getting your
point across




