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1. Part One: Executive Summary
<This section of the document should be written last and provides a concise summary of each part of the Business Case.>
2. Part Two: Introduction

<This introduction provides the problem or opportunity the proposed project seeks to address and an overview of how other organizations have responded to similar situations. It also provides the project goal and objectives and explains how these align with the organization’s strategic priorities.>
2.1 Purpose

<This section answers the following questions:

· Who is this Business Case written for?

· How will the results of this Business Case be used?>
2.2 Problem/Opportunity

<This section describes the problem or opportunity the project seeks to address using factual information.>
2.3 External Review

<This section describes how other organizations (public, private, local, or international) have responded to similar problems, opportunities, and business needs. It should describe the action taken in other organizations, and the high level results and lessons learned from their actions. If no other organization has attempted a similar project, include possible reasons why not.>
2.4 Goal and Objectives

<This section lists one project goal and the project objectives. The project goal is a clear, concise statement of the project’s purpose and desired results. Project objectives are concise statements of what the project must achieve to realize the project goal. Objectives can be thought of as “sub-goals.”>
2.5 Strategic Alignment

<This section describes how the proposed project supports organizational priorities. It explicitly references the organization’s 3-5 year Strategic Plan and annual Business Plan (also known as Operating Plan or Output Plan). This section can also reference relevant decrees and speeches.>
3. Part Three: Methods and Assumptions

<This section outlines the methods used to arrive at the conclusions and recommendations in this document.>
3.1 Scope

<This section summarizes the scope of the Business Case, NOT the scope of the proposed project. This section answers the following questions:

· What costs are included in the case? (The costs to one section in your organization, your entire organization, or multiple organizations? Are costs to customers included?)
· What benefits are included in the case? (The benefits to one section in your organization, your entire organization, or multiple organizations? Are benefits to customers included?)

· How many years of costs and benefits are included (i.e. two-year analysis period vs. four-year analysis period)?
· What is the start and end date for the period of analysis for costs and benefits? (i.e. Jan 1, 2006 to Dec 31, 2010)>
3.2 Assumptions and Constraints

<This section lists the assumptions and constraints for the options evaluated in this Business Case. Note that the assumptions listed in this section apply to all the options examined below. Any assumptions specific to one option are provided in that option description.>
3.3 Data Sources and Methods

<This section outlines how the data presented in this Business Case was gathered and analyzed.>
3.4 Decision Criteria

<This section provides the criteria for evaluating the options in Part Four: Impact Analysis.>
3.5 Options Considered

<This section describes the options evaluated in Part Four: Impact Analysis.>
4. Part Four: Impact Analysis

<This section presents the financial and non-financial impacts of the options described in section 3.5 of this document.>
4.1 Preferred Option: Insert Name of Option

Below is a summary of the analysis of <insert name of option>. It includes a summary of financial impacts, non-financial impacts, and risks.

4.1.1 Financial Impacts

<The extent of financial analysis captured in this section of the business case depends on the rigor of the financial model used. Common measures used include the following:

· Cash flow, new cash flow, cash flow stream

· Payback period

· Return on Investment (ROI)

· Discounted Cash Flow (DCF) and net present value (NPV)

· Internal rate of return (IRR)>
4.1.2 Non-Financial Impacts

<Use this section to list the positive and negative non-financial impacts of the option.>
4.1.3 Sensitivity and Risk

<This section identifies the likelihood of results other than the financial and non-financial impacts described above. This section should provide information on the following:

· Sensitivity: which assumptions are most important to controlling overall results? Examples include the number of transactions or the cost of materials.
· Risk: What is the likelihood and impact of things that could go wrong?>
4.2 Option Two: <Insert Name of Option>
Below is a summary of the analysis of <insert name of option>. It includes a summary of financial impacts, non-financial impacts, and risks.

4.2.1 Financial Impacts

4.2.2 Non-Financial Impacts

4.2.3 Sensitivity and Risk

4.3 Option Three: <Insert Name of Option>
Below is a summary of the analysis of <insert name of option>. It includes a summary of financial impacts, non-financial impacts, and risks.

4.3.1 Financial Impacts

4.3.2 Non-Financial Impacts

4.3.3 Sensitivity and Risk

4.4 Summary Evaluation of Options

<In the table below, provide a summary of the evaluation of the options against the decision-making criteria provided in Section 3.4 of this document.>
	Criteria
	Option One
	Option Two
	Option Three

	List criteria from section 3.4 of this document
	Assessment
	Assessment
	Assessment

	
	
	
	

	
	
	
	

	
	
	
	


5. Part Five: Achievability

<This section provides an assessment of how challenging it will be for the organization to complete the project successfully. It provides (i) an assessment of organizational capability to complete the project; (ii) an overview of procurement considerations; (iii) recommendations on how the project should be governed and managed; (iv) a high level timeline for the project with phases and milestones; (v) an explanation of how risks will be managed; and (vi) available funding for the project.>
5.1 Capability

<For internal projects, answer the following questions:

· Does the organization have the needed skills and experience to execute this project successfully?

· Are enough people resources with the needed skills and experience available to execute this project successfully?

· Has the organization successfully completed similar projects in the past?

For outsourced projects, answer the following questions:

· Are there vendors available to complete this project?

· Do the vendors have experience delivering similar projects successfully?

· How will procurement be managed?>
5.2 Procurement

<If procurement is required to complete the project, provide information here regarding how the procurement process will be managed and how the contract will be negotiated and managed once a vendor is selected.>
5.3 Project Governance and Management

<This section describes how the project will be governed and managed.>
5.4 Timeline

<This section explains how long the project is expected to take and provides a description of project phases and milestones.>
5.5 Risk Management

<This section lists the risks identified to date and the recommended response to each risk. A risk is something that may or may not occur in the future and that can have an impact on the success of the project.>
5.6 Affordability

<This section assesses available funding for the project, and should answer the following questions:

· Is budget currently available for this project?

· If budget is not currently available, how can budget be obtained to deliver the whole project?

· If budget cannot be obtained for the whole project, are there ways to reduce the scope or extend the timeline to reduce costs this year and still achieve meaningful results?>
6. Part Six: Conclusions and Recommendations

<This section should be a concise summary of the major findings of the Business Case and the recommendations of the authors to the decision-makers who are reading the case.>
