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[XXX Project] Business Case

Project Profile

Scope
[a one sentence summary description of the boundaries of this project]

Project Sponsor
[Name and department]

Duration
[Provide estimate in a range of dates]

Cost Estimate and Confidence Level
[Provide estimate in a range of costs; wider ranges express lower confidence levels and smaller ranges express increased confidence in the estimate quality; typically estimates are +/- 50 to 100% at this stage of a project; ranges become progressively smaller as project stages progress]

Technology
[proven in market, proven in dept., proven with team, new to market, new to dept,. new to team]

Team
[proven team or new team, contracted, internal or mixed]

Methodology
[proven processes, artisan knowledge, ad hoc]

Visibility
[internal and external visibility, news worthy?]

Criticality
[mission critical, business and operational support, non-critical]

Complexity
[Business and technology complexity, use CRISP Complexity Assessment  Matrix –  decide if project complexity is low, med, or high]

Risk Tolerance
[Determine if Sponsor’s risk tolerance is low, med or high]]

Span of Impact
[Departments impacted and other projects impacted]

Current Stage
Initiation          
Planning
Execution
Closeout

Priority 
Scope [1-high, 2-med, 3-low]
Cost [1, 2, 3]
Schedule [1, 2, 3]

Executive Summary

[Write this section last.  A one-page summary of the entire document including the key business drivers, urgency for change, recommendation, value proposition, management actions required and summary dates and budget.  Reference body of document and appendices for details.]

Opportunity Statement

[Describes why we are doing this project including the key business problem and the urgency for change.]
Project Background Summary

Project Purpose

[Describes how the doing the project now will offer a solution to the business problem. ]

Business Case Approach

[Describes the approach used to compile and analyze data for this business case.]

Conceptual Design

 [Includes the conceptual vision for the project.  The mission, vision, objectives, goals, strategies, critical success factors, project scope (both in and out of scope), “to be” business process, high-level requirements and evaluation criteria are developed by the business lead and sponsor and documented in a way that visually describes the desired future state. This core document is used to communicate the shared vision to the project team and all project stakeholders and forms the foundation for determining the best solution.]
Conceptual Design Approach

[Describes the approach used to complete the conceptual design portion of this business case.]

Project Vision 

[Our desired future; defines what will it look like when we achieve [XXX Project] so that we can plan suitably.]

Project Objectives & Strategies

[The strategies define how we will achieve these objectives.]

Objectives
Strategies










 Project Critical Success Factors

The following factors are critical to the successful implementation of this vision:

Project Scope 

[Describes the boundaries of the project, what is included and excluded.]

In Scope
Out of Scope

























Impacted Organizations & Business Processes

[List all departments, divisions, sections, agencies, and citizen groups that will be impacted by the changes resulting from this project, how their business processes will be impacted . Also describe the level of impact for each process; typically ranges from full business process re-engineering through minor process changes]

Impacted Organization
Impacted Business Process
Level of Impact













Project High-Level Requirements 

[Lists the major requirements, both old and new, for the solution. These requirements are used to evaluate solution options and will be further flushed out in the project management Planning Stage.]

Project“To Be” Business Process (optional, if not BPR)

[Optional within Conceptual Design.  A high-level, tier 1 process diagram.]

Project “As Is” Business Process (optional, if not BPR)

[Optional within Conceptual Design  A high-level, tier 1 process diagram.]

Project Evaluation 

[Evaluation criteria and measurable outcomes are defined. Baseline metrics are collected, improvement targets are set, and the assessment process is defined.  This section will help to identify when efforts have been successful.]

Assessment Process

Evaluation Criteria

Expected Measurable Outcomes









Assessment Results

Metric
Baseline Results
Improvement Targets









































Gap Analysis Results

Current State

[Hi-level summary of current situation highlighting the opportunity for improvement.]
Future State

[Summary description of how the situation will change for the better as a result of this project.]

Future State
Current State
Gaps

[list key aspects]
[contrast with future]
[define difference]

























































Impact Analysis Results

[Cannot complete until vision, requirements and cities research are complete. Includes benefits identification, assessment and quantification of cost savings.  It also identifies and quantifies the key assumptions to achieve anticipated business case results. Additionally, impacts of the recommended changes are identified for all affected stakeholder groups (department staff, customers, legal, utilities, private contractors, etc)]

Alternatives Analysis Results

Alternatives
Barriers
Costs
Benefits

1. 




2. 




3. 




4. 




5. 




[Includes identification and evaluation of alternative solutions.  It includes the feasibility analysis of each alternative as well as comparative analysis and possible decision tree displays. Also includse legal and labor impacts analysis. Summarize in table then reference appendix for details]

Best Practices Research (optional)

 [This is an OPTIONAL section that includes identification of industry leaders including those using the application under consideration.  It also includes compiling “best in class” industry data.  Research and conference calls are planned to understand what makes them successful.  The final results are used to corroborate needs assessment results.]

Cost Benefit Analysis

[Cannot complete until alternatives analysis is complete.  Includes identification of alternatives and cost/benefit analysis using Excel models for each alternative. It includes standard economic calculations such as DCF-ROI and a recommendation based on the value equation.  References detailed economic analysis models.]

Project Assumptions & Constraints

Project Assumptions

[List all assumptions made in determining the project budget and schedule.]

Project Constraints

[List all known constraints including dates, costs and resources.]

Risk Analysis Results

[Cannot complete until recommendation and plan is complete.  Includes identification and evaluation of risks including a risk mitigation plan, contingency quantification, risk resolution or reduction, and risk impact analysis. References detailed risk management plan]

Project Plan Summary

[Cannot complete until recommendation, approach, scope and cost benefit analysis are complete, used to support the Cost Benefit Analysis. Includes a high level summary of the project plan schedule, budget, scope management plan, resource plan, and communications plan.  References detailed proposal and planning documents]

Recommendation

[Selected solution, why, what, how, who, when.  Includes recommended implementation approach, expected results, and next steps]

Appendices

Appendix A: Deliverable Resources (optional)

 [Lists the names and project roles of the resources that were involved in the creation of this deliverable.]

Deliverable Resources

Advisory Group

Architect


Business Lead

IT Manager


Business Representative

Legal Analyst


Business SMEs

Project Analyst


City Council Liaison

Project Manager


Core Team

Steering Committee


Financial Analyst

Sponsor


Appendix B: Current State (optional)

[Optional - Current State analysis results are included in the Gap Analysis section of the Business Case document.  However, in the case of a very large project additional current state analysis results could be kept in this appendix].

Appendix C: Future State (optional)

[Optional - Future State analysis results are included in the Gap Analysis section of the Business Case document.  However, in the case of a very large project additional future state analysis results could be kept in this appendix.]

Appendix D: Alternative Solutions/Options  (optional)

[Alternatives analysis results are included in the Alternatives Analysis section of the Business Case document.  However, in the case of a very large project additional alternatives analysis results could be kept in this appendix.]

Appendix E: Net Present Value (optional)

[An approach used in capital budgeting where the present value of cash inflow is subtracted from the present value of cash outflows.

NPV compares the value of a dollar today versus the value of that same dollar in the future, after taking inflation and return into account.

If the NPV of a prospective project is negative, then the project probably should be rejected because cash flows are negative.]

Appendix F: Glossary of Terms (optional)

[Optional] The purpose of this glossary is to provide the authors and the audience with a common definition of key terms.

TermDefinition
[Project Specific term]
[Enter any project specific terms here]

[Project Specific term]
[Enter any project specific terms here]

Goals
Objectives; what we want to achieve (measurable).

Enablers
The knowledge needed or means of achieving a tactic or strategy; eg: technology, communications, training, legislation.

Opportunity Statement
Describes the problem [XXX Project] solves or the opportunity that it satisfies.

Mission
Our purpose; why [XXX Project] exists.

Program
A group of related projects managed in a coordinated way to obtain benefits not available if managed individually.

Projects
A temporary undertaking to create a unique product or service with a defined start and end point and specific objectives for completion.

Strategies
How we will achieve these goals; a plan for success.

Tactics
The techniques or procedures to achieve the strategy.

Vision
Our desired future; defines what will it look like when we achieve [XXX Project] so that we can plan suitably.
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