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1. Executive Summary 
1.1 Current State / Opportunity 
Briefly describe the existing business situation and the business opportunity and/or problem that the recommended project will solve. 
1.2 Summary
Summarise the main points of the business case. Provide your reader(s) with a quick understanding of what is being requested, the benefits, costs and timescales. A brief description of what has happened leading up to the preparation of this business is beneficial 
1.3 Recommendation 

Briefly describe the preferred option and or recommended approach. 

1.4 Request for Approval
Clearly outline the approval being sought e.g. that [approver name/title] approve operating expenditure of $xxx [budgeted or unbudgeted] and capital expenditure of $yyy [budgeted or unbudgeted] for [Project Name/initiative].

1.5 Other Options Considered 
Briefly describe the other options that were considered. Just remember, do nothing (e.g. leave as is) should be an option considered  

1.6 Assumptions and or Limitations
Outline any key assumptions and or limitations/constraints relevant to the project.  
2. Project Overview 
2.1 Project Description 
Describe the approach the project will use to address the business opportunity and/or problem 

2.2 Project Goals and Objectives 
Describe the key goals and objectives .Define the objectives in context of the organisations business plan and key performance indicators 
2.3 Project Scope 

2.3.1 In Scope 

2.3.2 Out of Scope 
2.4 Performance Measures 

Describe key performance measures that will be used to assess the project’s business outcomes. 

2.5 Assumptions 
Describe any known assumptions regarding the organisations services and or processes affected by this project. 
2.6 Limitations and Constraints  

Describe any known limitations and constraints regarding the organisations services and or processes affected by this project. 
2.7 Project Milestones 

Describe the Projects preliminary key milestones, deliverables and target dates  

	Item
	Milestone / Deliverable
	Baseline Date
	Responsible 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


2.8 Project Dependencies 

List the dependencies that either this project has on projects and vice-versa 

	Project 
	Project Manager 
	Description of Relationship 

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


2.9 Project Responsibilities 
Insert / or attach your RACI – a matrix of high level tasks against those involved and to what degree they will be involved e.g.  Responsible, Accountable, Consulted or Informed.

2.10  Project Governance  

Where applicable, name the people taking on the roles of Sponsor, Steering Committee, Programme Manager, Business Owner, Project Team, Working Group, External and Other Stakeholders. Include additional information e.g. phone #’s, org chart etc. as required

3. Project Evaluation 
3.1 Compliance 
Describe the compliance requirements related to this project e.g. rules, polices or regulatory requirements. Outline any penalties, loss of revenue and or negative publicity that may result from non compliance.
3.2 Strategic Alignment 

Link the project/initiative to the company goals and the strategic direction of the business.  This should be referenced back to the business plan. Include an outline of the current situation and why the project/initiative is required now.

3.3 Business Review 

Provide a summary of the business review. If already completed, leverage off the Business Impact Assessment. 

3.3.1 Customer Impact 
Document how the project impacts the customer. Define who the Customer is if there is any ambiguity e.g. internal/external/market segment etc.

3.3.2 Employee Impact 
Document how the project impacts employees of the company e.g. change to support hours, increased training etc.

3.3.3 Process Impact 

Document how the project impacts existing processes, and whether new processes will be developed as a result of the project e.g. impact to the call centre, BAU support team, training team etc    

3.4 Technology Review  
Provide a summary of the technology review. If already completed leverage off the Technical Impact Assessment. 
3.5 Stakeholder Consultation 

Summarise any comments made by stakeholders that were approached when preparing this business case (and the associated work feeding into it).

	Business Group 
	Person Consulted  
	Summary of Comments (impact and support) 
	Date 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


4. Financial and Resource Evaluation

4.1 Financial Budget 

Work with the financial consultant or company accountant to determine the financial impact of the project. Some organisations will have models that can be populated with the expected opex/capex costs and expected financial benefits. 

Detail costs to the business. This will include project costs for this financial year and any on-going costs to the business in later years e.g. ongoing BAU Support, training, additional licenses, upgrades etc]  
	
	2009
	2010
	2011
	2012
	Total 

	Total Capital Expenditure (CAPEX)
	
	
	
	
	

	Existing Budgets
	
	
	
	
	

	Total Operational Expenditure (OPEX)
	
	
	
	
	

	Existing Budgets 
	
	
	
	
	


4.1.1 Financial Benefits 

Clearly define the nature of benefits, e.g. protection of existing revenue streams, additional revenue, reduction of current costs, avoidance of future costs, etc]
4.1.2 Non Financial Benefits 

Clearly define the non tangible benefits, e.g. benefits that cannot be measured in financial terms. Outline how these benefits will be measured and the timeframe that they will be realised. 

4.1.3 Assumptions 

Where applicable describe key assumptions used for the financial analysis, e.g. market trends, inflation, pricing strategy etc]

4.1.4 Economics 

Where appropriate work with the financial consultant or company accountant to determine the Net Present .Value (NPV), Internal Rate of Return (IRR) and accounting payback (years).  
4.2 Resources  

Detail required resources by role type for this phase of the project.

Factor in to your considerations Stakeholders, Business Owner, Sponsor, Business Analyst, Systems Analyst, Communications Manager, Project Manager, Subject Matter Experts, Trainers, Resource Manager and Test Manager. Where possible provide a table of estimated weekly hours that they will be required for, their tasks they will be doing.]

	Role Type 
	Tasks  
	Hours

	
	
	

	
	
	

	
	
	

	
	
	


5. Risk Evaluation

5.1 Risk Profile Summary   

Your organisation may have a Risk Management Framework – check this out with the Risk area. Assess the risks of not doing the project as well as the risk of doing the project. 
Identify the key project risks, critical assumptions and constraints?  Describe any factors external to the project that may prevent the project objectives being met.  What is the likelihood of a financial overrun? Are project resources available? What is the business risk associated with the project, e.g. the risk of not proceeding, etc?]

	Risk Description 
	Mitigation / Action 
	Who is responsible 

	
	
	

	
	
	

	
	
	

	
	
	


6. Alternative Options Evaluation

This is the section where you demonstrate you have looked at other options.  Keep it brief and articulate why other alternatives were rejected.

If a supplier has been selected as the result of an RFP, include supporting documents in the appendicies.

	Alternative Option 
	Reasons For Not Selecting Alternative Option 

	Option 1 No Project (Status Quo) 
	

	
	

	Option 2
	

	
	

	Option 3
	


7. Procurement Evaluation 

Document how the project impacts the procurement e.g. is there any procurement activity associated with this project, can this project be delivered within existing preferred supplier agreements and service level agreements etc 
8. Recommendation 

Detail the actions and recommended next steps that will take place following the approval of this business case,ideally provide a high level Gantt chart of tasks]
9. Business Case Approval 

	Name
	Role 
	Signature 
	Date 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


COMMERCIAL IN CONFIDENCE

The information contained in this document is confidential to Company Name.  No part of this document may be provided or used by any other organisation without prior written consent of Company Name




[image: image1.png]