
CRITERIA MATRIX

The Criteria Rating Matrix, or Grid Analysis, is a tool for objectively reviewing each of 
your possible solution option as related to the various criteria you need to consider in 
order to come to a decision about which solution to implement. 
There are two types of criteria: 
• Absolutes - absolutes are criteria that must be met. No compromises can be made. If 
the solution does not meet these criteria, it can’t be considered. For example, a new 
automobile design must meet emission control standards. If it does not, the design 
cannot be considered. 

• Desirables - desirables are criteria we would like to have as part of the solution. In 
choosing among alternatives, we give preference to those that meet all of the 
absolutes, and the greatest number of desirables based on weighted values or total 
criteria.

STEP 1: List the options 
Start building a decision matrix by drafting a list of the choices 
you will decide between.

STEP 2: Establish absolutes 
Write down absolute (must have) criteria

STEP 3: Establish absolutes 
Discard options do not meet all absolutes

STEP 4: Establish desirables 
Define and write down desirables (nice to have) criteria

STEP 5: Assign Weights 
Add weight to each desirable - this part quantifies how important 
specific criterion is to the final decision

STEP 6: Rate options 
Rate each option against the criteria defined (desirables)

STEP 7: Multiply the Score with the Weight 
The resulting numbers will show the weighted score (rating of each option)

STEP 8: Compute the Overall Score 
Finf the total score by added the weighted points


