Business Case
Project: Project Name 

Executive summary 

This section briefly summarises the whole document, highlighting the key points and the return on investment (cost v benefit if it’s a non-profit project)
Reasons
Here we explain why we need to do something, why a change is needed (rather than why we chose the option/solution we chose) and how this fits with organisational objectives. 

Business Options
This section details all the possible solutions (always including at least three options; do nothing, do the minimum and do something) and why you have chosen the solution you are proposing. 
	Option
	Estimated Cost
	Timescale
	Benefits
	Disadvantages
	Conclusion

	
	
	
	
	
	

	
	
	
	
	
	


P
Expected Benefits
This section needs to state (in measureable terms) what the benefits will be.    

Expected Dis-Benefits / Disadvantages
This section lists any disadvantages of carrying out the project (not the costs, but it may point out what the budget will not now be spent on).  E.g. increase in maintenance costs or additional workloads for persons/departments. 
Project Interfaces

This section lists any other projects or operations that this project may interact with or depend on

The following represents initiatives already under way that we will need to interface with:

	Title
	Brief Description
	Contact

	
	
	

	
	
	


The following interfaces will be maintained during the project:

· projects

· organisations
· persons
Timescale
This is how long the project will take, AND how long it will take to realise the expected benefits.
Costs
This section should provide a breakdown of costs, and where the funding will be coming from (it should also state where any on-going maintenance or operations costs will be coming from).
Investment Appraisal 

For a commercial project this might be a simple return on investment calculation or for a not for profit project it might simply be a statement of costs verses benefits.
Risks 
Identifies the key factors likely to prevent achievement of the business case, and any steps taken to mitigate the risk.
A separate risk register will be maintained throughout the project. High-level risks are as follows:

	Risk
	Likelihood

(H/M/L)
	Impact

(H/M/L)
	Mitigation

	
	
	
	

	
	
	
	


Outline of Project Plan

Briefly outlines the approach and steps that you intend to take (this could be as simple as steps one to ten as this will be fully defined in the project plan).
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