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Purpose of a Project Business Case

A successful business case addresses a specific business need, assesses all alternatives to lead towards a recommendation, describes what success would be and how it would be measured, anticipates concerns from senior leadership and those who are asked to provide resources, and to persuade the decision maker to take the recommended action. 

A project business case is typically required as part of the pre-project process for medium or large projects, with moderate or substantial complexity. Projects of this nature may include risks that need to be monitored and mitigated, a cost commitment of at least $100,000, a significant change in processes, a solution that requires collaboration and commitment across various business units/departments, and/or justification for a chosen solution over alternatives. 

Section 1:  Executive summary
<The Executive Summary provides an overview of the business need and the proposed project to address that need. This section should provide a summary of the details included in the rest of the document including a brief description of the business need, anticipated outcomes, the recommendation, and cost.>
Section 2:  Background
Current State and Problem / Opportunity
This section describes what is happening currently, what has led to the current situation, and what is likely to happen if the current situation is maintained. Identify the business problem/opportunity that this project would address, which may be process, technology, or product/service oriented. No discussion related to a solution should be included within the problem/opportunity statement. This section can be taken from the Vision and Scope document, section 1. Business Requirements.   
Section 3:  Environmental Analysis
This section provides the reader with an understanding of what others have done or are doing to address similar types of problems. The Analysis should include what is happening in other campuses/departments that directly relates to the problem/opportunity the business case is trying to address.  

Section 4:  Alternatives
This section includes a summary of considered alternatives (one of which is always the status quo or doing nothing). The reasons for not selecting the alternatives should also be included at a high level. This can often be done with a chart listing alternatives and reasons for not selecting the alternative, or pros/cons.

Section 5:  Recommendations
This section will make specific recommendations on proceeding with the project. Include how the proposed solution aligns with campus and/or departmental strategy.
Section 6:  Project Description
Project Objectives
This section outlines what the project will accomplish, in clear and measurable terms within a specified time frame.  These objectives can be used in a post-implementation review to review and assess the success of the project (i.e., the closure report).
Examples of objectives include:

· Reduce processing time from 1 hour to 30 minutes, by _______.  

· Increase revenue by ___% for a particular business stream by ________. 
· Reduce exam printing and storing costs by ____% within ________.  
Project Schedule
This section provides a high-level overview of the timeline to implement the proposed solution. Enough detail should be provided so that those approving the business case understand the resources they must allocate (people, dollars, time) to complete the recommended next steps of the project.     
	Key Milestones
	Timeline Estimates

	
	


Section 7:  Cost/Benefit Analysis
Quantitative Analysis – Financial Cost & Benefit:

The purpose of this section is to clearly show the costs of the project and compare them with the benefits to determine if the project is worth pursuing. This is often the most important section of a business case. 

The costs must reflect “full costs” for hardware, software, training, marketing, communications, contracts/procurements, resource time, consulting etc. You can use a cost/benefit analysis chart for year 0 to year 5 to show one-time and ongoing costs (see sample below).  
	Quantitative Analysis – Recommended Solution
	Year 0
	Year 1
	Year 2
	Year 3
	Year 4
	Year 5

	
	
	
	
	
	
	

	Benefits:
	

	Revenue
	$
	$
	$
	$
	$
	$

	
	

	One-time Costs:
	

	Analysis
	$
	$
	$
	$
	$
	$

	Design
	$
	$
	$
	$
	$
	$

	Implementation
	$
	$
	$
	$
	$
	$

	
	

	Ongoing Operational Costs:
	

	Human Resources
	$
	$
	$
	$
	$
	$

	Administration
	$
	$
	$
	$
	$
	$

	
	
	
	
	
	
	

	Net Benefit or Cost of Recommendation
	$
	$
	$
	$
	$
	$


Funding requested

This section outlines the total funds requested, the funding payout schedule and the source of funding.    

Qualitative Analysis – Non-Financial Benefits & Drawbacks:

Some of the costs and benefits may not be quantifiable (difficult to attach a dollar value).  For example, non-quantifiable benefits may be: increased customer satisfaction or increased staff morale.  Non-quantifiable costs may be: reduced corporate image or adverse public perception.  

	Benefit/Drawback
	Description

	 Benefit 1
	

	 Benefit 2
	

	 Drawback 1
	

	 Drawback 2
	


Assumptions 

All assumptions used to determine, both quantitative and qualitative, costs and benefits should be clearly documented.  

Section 8:  Risks
Identify all project risks that may relate to the project, e.g., financial, quality, stakeholder, resourcing, etc.  A risk is a factor or event that may jeopardize the project from achieving the anticipated benefits or increase the cost of the project. For each project risk, identify the probability of the risk (High, Medium, Low) occurring and the impact (High, Medium, Low, None) as well as a mitigation plan. 
	No.
	Risk Description
	Probability
	Impact
	mitigation strategy

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Section 9: Acknowledgements

Describe the roles of the participants involved in providing content for or contributing to development of the business case.  This can be captured in a chart listing Role, Description (what the role did towards the development of the business case) and Name/Title.
Section 10: Approvals
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