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[bookmark: _Toc100844660][bookmark: _Toc360971832]EXECUTIVE SUMMARY 
[bookmark: _Hlt529160973]The Executive Summary should be developed after the rest of the document has been completed.  It is the part of the document that most people will read first, if not the only part.  As such, it should summarise the document, be able to stand alone as a logical, clear and concise summary of the proposed Project.  It should be written with a hard analytical edge whilst drawing out the benefits to the business and highlight the key issues that the reader should be aware.  It must succinctly state a compelling case to go ahead with the Project.
Reason for Business Case
Work scope title
Estimated cost 
How does the expenditure contribute to meeting the organisations objectives?
How does the Business Case link to Organisational and Strategic Business Plans? 
What will the expenditure achieve?
What will be the outcome?
No ‘technical waffle’ in this section please
KISS (Remember the 4A’s and 4C’s) 
The Strategy
Current situation
Options considered
Recommendation
Implementation plan
<Press enter at the end of any dot point (Style: “Description”) to return to ‘Normal’ style and type in your text in ‘Normal’ style (Ctl-Shift-N)>
[bookmark: _Toc100844661][bookmark: _Toc360971833]BACKGROUND
Reasons giving rise to the proposal and a brief history of the events leading up to the Business Case proposal.
Details of the situation the expenditure is expected to address.  Ie: What is the business problem that the business case will solve?
Why is it a problem?
What causes the problem? 
Background, history, industrial relations, technology issues, performance with current measures, relationship(s) with contractors, etc
Status of process (e.g. have preliminary technical or budgetary figures been sought).  
Is this part of an approved longer term strategy for the relevant project(s)/assets?
Is the process constrained for any reason – e.g. schedule

[bookmark: _Toc100844662][bookmark: _Toc360971834]THE STRATEGY
[bookmark: _Toc100844663][bookmark: _Toc360971835]OBJECTIVES
Brief definition of objectives and work scope (including any uncertainties and exclusions)
Alignment with organisational goals (be specific: which ones and how does this proposal support them)
[bookmark: _Toc100844664][bookmark: _Toc360971836]SCOPE
Scope definition in relation to the total cost of ownership
Show that there has been consideration of relevant organisational goals and policies, and that the proposal supports or is consistent with them. This will be in addition to any direct rationale for undertaking the project, covered under the “Objective”. 
There needs to be consideration of other initiatives or opportunities for a shared approach. These may provide advantages in terms of cost saving, faster development, shared investment, optimised service delivery and so on.  They may be planned, current or completed projects elsewhere within the organisation, or they may simply be a business need that has not yet been acted upon. 

OPTIONS CONSIDERED
List the alternatives considered, their costs and their advantages and disadvantages. 
Ie: What are the possible fixes?
Provide a brief description of each option. It should include at least the recommended option and a “base case”, which is the minimum necessary to meet the business need or solve the problem. In some cases a “do nothing” option can be the base case for instance where an opportunity to enhance a service is not taken up. In other circumstances the “do nothing” approach may not be a legitimate option, for instance when responding to a legislative change.
Outline what the various options/alternatives available.  i.e. what are the different ways of achieving the same objectives?  
Why have the above alternatives been rejected?
Qualitative selection criteria used eg experience with projects of this type, quality of goods, qualifications of key personnel, alignment with Organisational objectives 
Value for money considerations eg whole of life costings, maintenance costs, warranty coverage.
Briefly outline the impact of not proceeding with or deferring the project, in terms of business operations, business plans, legal or political considerations, financial considerations and in terms of service delivery.
Have other projects/ contracts, where possible, been considered to obtain maximum leverage?

[bookmark: _Toc100844666][bookmark: _Toc360971838]PROPOSED SOLUTION
The proposed action is the subject of the case, that is, what the case is about. the case is about. Two good analysts can work independently on the same subject and arrive at different business case results, but they should be very similar results if the subject has been defined fully, concretely, and precisely. If the subject is defined incompletely, vaguely, or imprecisely, they may arrive at quite different results. To a certain extent, the results are determined (but not yet visible) when the subject is stated properly.
What is the best fix?
What are our “ideal”, “ok” and “fall-back” positions?
Does it directly address the problem so carefully defined above? 
Will it alleviate or remove the symptoms of the problem?
Does it represent good value for money and/or does it address other intangible benefits (eg: support for organisational objectives)? 
How it lead to correction or removal of the cause/s you identified above?
What pricing structure will be adopted?
What metrics will be used? 
What type of specification (e.g. performance/detailed/functional) will be utilised?  
What terms and conditions will be utilised?
Is there a need for Bank Guarantee?
Is there a need for Parent Company Guarantees?
Explain reason for duration of the contract and/or options 
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	OPPORTUNITIES
 
 

	THREATS
 
 



[bookmark: _Toc100844667][bookmark: _Toc360971839]FINANCIAL INFORMATION
[bookmark: _Toc100844668][bookmark: _Toc360971840]Current Situation
Table 1: Known losses this year
	
	$

	
	$

	
	$

	TOTAL:
	$ 



[bookmark: _Toc100844669][bookmark: _Toc360971841]Benefits
Return on Investment, ROI, NPV, IRR, etc 
Funds availability / internal loan
Cost Codes, Budgets and approvals of the proposed scope of work
Pricing process undertaken – quotes, tenders, market assessment
Analysis of lease versus buy including Net Present Value (NPV) analysis
Total Cost of Ownership: Whole of life costing including purchase price, maintenance costs, service costs, residual value and disposal costs
What do we think the outcome will be?  
Related contracts and the relationship to other work programs.  
What is the consequent impact on competitiveness for our organisation?  
Spend & cost estimates
Breakdown of Estimated Ceiling
How will value for money be assured and measured? (Benchmarking vs. history vs. ?????)
Do we have any cost leverage (e.g. volumes, duration, competition, alternatives, etc)?
Volume discounts
Incentive mechanisms. Value adding initiatives, etc…

[bookmark: _Toc100844670][bookmark: _Toc360971842]IMPLEMENTATION 
[bookmark: _Toc100844671][bookmark: _Toc360971843]Timing/Key Milestones
	Request for Tender
	:

	Selection
	:

	Award of contract
	:

	Project Initiation
	:

	Practical Completion
	:

	Evaluation / Acceptance
	:


Project Schedules
Contract Plans 
Project Approvals 
Expiry of existing contracts/systems/processes
Who 
- Control structures, steering committee, program office etc
- Key people
- Roles
What will happen
When will it happen 

Personnel
	Titles
	Names
	% Allocated to this project

	Project Sponsor
	
	

	Project Manager
	
	

	Project Team
	
	

	Contractors and Suppliers
	
	


[bookmark: _Toc100844673][bookmark: _Toc360971845]Risk Management
Identify and assess significant risks (e.g. technical, commercial, schedule, capacity capability, content, interfaces, HSE, IR, exchange rates) associated with this scope of work  
How will we negotiate our way through any perceived risks, issues, etc
Risk management plan for how the project will manage/address these risks?
Describe the key risks associated with the proposed Works/Services and how it is proposed to manage the risks through the project life cycle
Are there any lessons learnt from closeout reviews of similar projects?  If yes, what are they and what steps have been taken to ensure the lessons learnt from those have been addressed?
[bookmark: _Toc100844674][bookmark: _Toc360971846]Strategy
Strategies for and anticipated cost savings
Detail the negotiation and evaluation team, evaluation criteria, negotiating plan & strategy or tender evaluation strategy and methodology.
What measures will be put in place to manage performance and residual risk during the lifetime of the Contract?  
Who will be appointed to which role?
Vendor management schedule including frequency of meetings of stakeholders and contract performance reviews
[bookmark: _Toc100844675][bookmark: _Toc360971847]Metrics
What metrics will be used to define the benefit? 
Are these the best metrics? How do we know that? 
Ongoing benchmarking
What metrics and KPI’s are to be incorporated, including performance levels, frequency of measurement, methodology of reporting and relationship to original objectives?
How many metrics need to be tracked? If this is a large number (it usually is), what kind of system are you planning to use to track them?
Are the metrics standardized, so they can be benchmarked against performance in other organizations? 
[bookmark: _Toc100844676][bookmark: _Toc360971848]Communication Strategy
Stakeholders
Methods (Eg: Email, presentations, committees, newsletter, training, etc) 

[bookmark: _Toc100844677][bookmark: _Toc360971849]Indicative Budget
What will it cost?
How many phases?
Staged payments?
[bookmark: _Toc100844678][bookmark: _Toc360971850]RECOMMENDATION
Recommended action(s) 
Eg: “It is recommended that management approve expenditure of $x,xxx,xxx on implementation of” <insert name of proposed activity/project>.
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