Case for Change

Project: Project Name 

Purpose of this Document

This document lays out the reason why we are considering making a change to the current situation and proposes a way forward to evaluate the options available and suggest a preferred option for approval.  

It briefly describes the likely change, the objectives and deliverables and how these relate to the organisation’s strategy and objectives.  It covers the broad scope of the evaluation, related activities and options considered.  It also shows the cost Vs benefit analysis that under pins the proposed preferred option.  High-level risks and possible mitigations are considered.

This document is designed to ensure that a proper evaluation is under taken before any major investment is made in defining the project plan and implementing the actual solution.  On approval full feasibility and definition of the actual solution will take place and a more detailed project plan will be produced.

Introduction 

This section introduces the project and how it originated.  For example, Where did the need originate?  Is this something being taken forward in direct support of a strategic objective in the Organisation’s Plan, what are the other drivers – internal & external?    What opportunities are available to us?  What do we stand to gain?
Project Objectives 

This section describes the objectives in terms of required end products, or outcomes that can be related to the benefits to be achieved and specifically how this project contributes towards them. 

Deliverables

This section explains, at a high level, what the project will do and who will be involved.

P
Project Scope 

This section confirms, in broad terms what the project will and won’t deliver.  It defines the boundaries.  

Related Activities and Projects 

This section details any required interfaces with current systems or necessary interactions with other on‑going projects or known planned initiatives, and any feasibility study or relevant market research related to this project.

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
Options Considered

Note here a summary of any approaches considered, together with the reasons that led to selection of the final option.

Cost / Benefit Analysis

This section includes a description of the benefits to be achieved (described in specific and measurable terms), with an indication when the benefits will be achieved or will begin to be achieved.

It will contain details of costs and timescales (taken from the Project Plan) and a cost / benefit analysis against the scenarios shown in the section above.  

Intangible benefits have been quantified in terms of the expected impact of the project.  Any disadvantages that project delivery will incur have been included, for example, increase in cost of maintenance contracts, additional workload in other departments etc.

	Option
	Estimated Cost
	Timescale
	Benefits
	Disadvantages
	Conclusion

	
	
	
	
	
	

	
	
	
	
	
	


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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