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	Business Case Template

	This template is designed so that it can be used as a guide when writing a business case to ensure that your project is presented in a persuasive and coherent manner. Some of the sections may need to be altered to reflect the nature of the project and the culture of the organization. It identifies key areas that must be researched and those that require specific calculations and presentation of financial data that are required as part of this process of gaining approval.

Organizations are continually responding to the opportunities and threats they face and the business case forms an essential part of the strategic and qualification process of how to react to these economic changes. The contents of the business case whilst high-level are not insubstantial. The objectives and strategic importance to the organization must be explicit and include the following:

· Its contribution to the organization’s growth strategy. 

· Description of all potential risks and the way in which these can be addressed.

· Financial data that is detailed and accurate ensuring the production of the best possible cost benefit analysis.

· Detailed assessment of the necessary project resources using prior experience where practical to ensure accuracy.

The resulting document is then presented to the organization and the project stakeholders’ for approval. Once this has been attained key project personnel will create the project management plan. 

Before each section a brief description outlines its purpose and content. There are eight essential sections of a business case.

· Executive Summary

· Analysis Team Description

· Problem or Issue Definition

· Project Overview

· Strategic Alignment

· Cost Benefit Analysis

· Analysis of Alternatives

· Sign off & Approvals.
This template provides the headings that need to be completed for each section and then allocates space for you to make high-level notes about your specific project that need to be detailed and a full explanation given in the actual business case document. It is meant as an aid to producing a business case not a skeletal document that has gaps left for specific project information to be inserted.


	Front Cover
	Description: this section details the typical items that are required on the first page of a business case.

	The front page of a business case needs to clearly display the following information in a manner that ensures each item can be found quickly.
	· Authors of document & their contact details:

· Project Manager / Author

· Organization Owner / Project Sponsor

· Version of Business Case

· If extensive changes have been made key aspects altered are listed so that sections requiring agreement are easily identified.

· Approval:

· Lists the names and job titles of each person required for business case acceptance.

· The date and version they have approved accompany their signature.

· Stakeholder Commitment:

· Names each stakeholder along side their dated signature.

· Identifies classification of each stakeholder e.g. primary & secondary.

· List the resource commitment for each stakeholder.

· Distribution List & the version each person has received

	Table of Contents
	· Ensures each section and sub-section can be quickly found.

· Lists all illustrations, appendices and references

	Section:  Executive Summary
	Description: when writing a business case this is usually the last section to be written because it provides a high level summary of the whole document. It describes the organizational issue or problem that needs resolving detailing the expected outcome on completion of this project. It outlines the recommendations and the related justifications for the proposed project. 

	Problem / Issue
	Sole purpose is to states the problem facing the organization that the project will resolve. (it doesn’t not say how it will be addressed)


	Anticipated Outcomes
	Outlines the end result and benefits for the organization if the project is fully implemented. It defines what the closure of the project. 

	Recommendation
	Describes how the project addresses the organizational issue or problem in terms of its approach and the results that will be attained as a result of completing the project.

	Justification
	Describes why the recommended project should be approved. The reasoning behind its selection over other options assessed and the impact on the organization if it is rejected.


	Section:  Analysis Team
	Description: This section outlines the individual team member behind the production of the business case. It must describe the normal role and responsibilities of each person as well as outline the role each person will adopt for the duration of the project.    

	Team Members
	Lists the key individuals involved in the production of the business case and the significance of the project to that person. It also states their position as it relates to the project – in the project team, internal or external to the organization.

	Project Team
	Outlines the project roles with assigned individuals as appropriate.

· Project sponsor 

· Project manager

· Project management office (PMO)

· Core team members required

· Subject matter experts / Freelance specialists

· Customer representatives

· External suppliers

·  


	Section:  Problem / Issue Definition
	Description: Outlines the problem or issue faced by the organization that the project is designed to resolve or address. This section deals with the ‘how’ aspect of the project. 

	Impact on Processes
	Describes how the project will alter or affect the processes and procedures of the organization.

	Impact on Tools & Technology
	Describes how the project will alter or affect the tools, hardware, software & networking of the organization.

	Impact on Roles & Functionality
	Describes how the project will alter or affect the roles and associated responsibilities within the organization. It needs to outline any new roles that the project will create and hoe any existing roles will be altered by the project.


	Section:  Project Overview
	Description: the project overview consolidates all the project-specific data in one place to enable its objective to be easily understood. Project baselines have been established in their individual section. 

	Project Description
	Describes the approach and purpose of the project and what it will do to resolve and address the issue facing the organization. It includes an explanation of how the project will be executed.

	Objectives
	Lists the organizations objectives the project aims to achieve on its completion.

	Performance Criteria
	Outlines how the project’s performance and outputs will be monitored in relation to:

Resources 

Processes

Services


	Project Assumptions
	Describes the initial assumptions that associated with the project. These will be expanded upon following approval of the business case and in the project management plan.

	Project Constraints
	Explains the preliminary constraints of the proposed project. (These will be expanded in the same way as the assumptions.) 

	Major Milestones
	It is important to identify the major milestones and the timescales associated with them. Once detailed planning starts following formal sign-off these general milestones will be refined to form a baseline schedule.


	Section:  Strategic Alignment
	Description: this part of the business case relates the part the project plays in aiding the organization fulfill its strategic plans. 

	Strategic Importance
	Describes how the project assists the strategic plan and meets some of its key criteria.

	Section:  Cost Benefit Analysis
	Description: this section plays a key role in the business case because the financial benefits an organization can attain from a project carry considerable weight in the decision to approve or reject it. The main purpose of this section is to show that the costs are out-weighed by the savings and benefits the project gives the organization on completion. 

	Financial Performance
	Outlines the key expenditures (labor, supplier & resources) for each of the major phases to define the project budget. You will need to produce a:

· Cost baseline

· Level of accuracy & control thresholds

· Return on Investment (ROI)
It also details how project costs will be forecast and monitored to ensure the investment remains viable and meets organizational guidelines.

· Earned Value Management (EVM)

· Reporting formats


	Section:  Analysis of Alternatives
	Description: the alternatives that were considered before selecting the chosen option presented in the business case are described in this section. This explanation needs to describe why these other options were rejected and on what grounds.

	Ranking of Alternatives 

(including doing nothing)
	Description of what each option constituted of and ranked using a 5-point scale. For each option the following should be ranked:

· Impact on operations & processes

· Technical solution

· Resource requirement

· Cost-benefit analysis

· Risk assessment

· Return on Investment (ROI)

· Strategic input

	Section:  Sign off & Approvals
	Description: this page details the status of the business case following its presentation to the executive

	Decision Status
	This section indicates the status agreed by the executive review board for this business case. It will list the names, positions, signature and date of the board chair on behalf of this group or each individuals’ signature.

Business case decision:

(   Accepted 

(   Rejected 

(   On hold

(   Requesting 

     further information


www.chools.in

