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[bookmark: _Toc33641816]About this template
[bookmark: _Toc33641817]Purpose of a Business Case
The purpose of the business case is to assist organizational stakeholders in making decisions regarding the viability of a proposed investment. The intended audience of the business case is stakeholders such as senior/executive leadership, Legislative Fiscal Office (LFO), Chief Financial Office (CFO), etc. The business case is created as a result of one or more of the following:
· Business need
· Governor’s priority
· Technological advance
· Legislative mandate

[bookmark: _Toc33641818]Using this template
Each section in the business case includes guidance. Checklists are also provided throughout this template as appropriate. These should be removed once the section text is drafted. Blue text is sample text and should be updated and formatted to match the other text.
Depending on the amount of analysis complete at the time of the business case submission, certain sections below may fully elaborate the results of that analysis or at this point may only be able to explain the approach to the analysis. Full analysis includes market research, current and future state analysis and solution analysis.
Before submitting the business case, be sure you:
· Work with Senior IT Portfolio Manager- engage with EIS early
· Validate project costs and sources of funding – checking the math
· Remove guidance and checklist boxes
· Update footer
· Obtain authorizing signatures

DELETE THIS PAGE 
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[bookmark: _Toc33641819]Authorizing Signatures

The person signing this section is attesting to reviewing and approving the business case as proposed.


	This table to be completed by the submitting agency

Agency Head or Designee

	(Name)
	(Date)

	
	

	Signature
	

	Agency Executive Sponsor

	(Name)
	(Date)

	
	

	Signature
	

	Agency Chief Information Officer (CIO) or Agency Technology Manager

	(Name)
	(Date)

	
	

	Signature
	

	Business Analyst or Business Case Author

	(Name)
	(Date)

	
	

	Signature
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[If you want the Table of Contents to update automatically, do not edit or format the table itself while working on the document. To update the table after adding text or changing headings, right-click on the table below, then select “Update Fields” from the pop-up menu. Then choose either “Update entire table” (if you have added or removed section heads from the document) or “Update page numbers only.”
To ensure that all headings appear automatically in the Table of Contents, headings in the document itself must receive the style designation Heading 1, Heading 2, etc.” (To see the table of pre-set styles, choose “Format,” (menu above), then “Styles and Formatting…”]
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[bookmark: _Toc33641821]Executive Summary
	Guidance
	The executive summary should be no more than 1 page in length and is intended to summarize the key points contained within the document. This section should not include any details that are not also contained within other sections of the document. Even though it appears at the start of the report, the Executive Summary should be the last section of the report to be written/completed.

	Checklist
	Briefly, 
· Describe the proposed investment and explain the business need or opportunity
· Identify the IT investment time period covered
· Identify alternatives and if alternatives analysis was completed, the recommended action 
· Describe funding source and estimated cost of recommended solution


[text placeholder]

[bookmark: _Toc33641822] Overview and Background
	Guidance
	Provide a description of the relevant history and business environment and drivers that will help articulate the background needed for the case.  Summarize the business problem that you are trying to solve. Also describe alignment with the business strategy and the enterprise IT strategy and modernization plan.
Current state. You must first understand the current state before you can change or improve it. This section should include the true state of current business and identify pain points. 

Scope: Identify what is expected to be in and out of scope for the investment.  At a high level, address how the solution will interoperate with existing systems or services. Consider the environment for this type of solution and appropriate scale for their problem (i.e., is this the right solution for this problem).  Scope could include business process reengineering, not only an IT solution implementation.
Potential solutions: Include information about current solutions available on the market or used in other agencies, the enterprise, state, federal and local government organizations. 

	Checklist
	· Describe the business problem or opportunity that the investment addresses
· Describe the areas of the agency and other entities affected
· Identify pain points
· Identify enterprise and organizational drivers such as mandates, strategies, goals and objectives  
· Describe special political interests or political sensitivities that should be known and considered
· Identify similar investments previously attempted and the results of those efforts
· Explain or describe the potential to leverage as a partnership or shared/enterprise service
· Explain or describe how the investment adheres to agency and enterprise IT strategies
· Describe the methodology and governance process used to determine and approve the business case
· Describe the current state and known system and business process replacements or integrations
· Describe the scope and future state 
· If analysis of the current and future state is not complete, describe the approach to the analysis. Include the resources needed for the analysis, methods, expected deliverables (data models, process models, roles and responsibilities, etc.) and timeframes
· Summarize market or other state research
· Include high level requirements



[text placeholder]

[bookmark: _Toc33641823]Measurable Business Benefits
	Guidance
	Define the measurable benefits and how they are aligned with the business strategic goals. For a project to be successfully delivered the benefits outlined must be achieved and should be reported throughout the project and in close out documentation.
During the early stages targets do not need to be as detailed (e.g. a “10% reduction in call wait times”), focus should instead be placed on general goal measurements (e.g. “reducing overall call wait time”). Refined, specific targets can be developed as the project progresses.  
Areas to consider:
· Business Process Improvements or Transformation
· Staff Utilization: Can staff be redeployed to other duties, etc.
· Streamlined process: No redundant steps, fewer steps, manual processes automated, etc.
· Reduced processing time: 10 days to 1 day, meeting statutory timeframes for reporting
· Improved internal controls: Accountability and increased audit compliance & recordkeeping
· Achieved policy objectives: Citizens receive better quality & timely services
· More stable IT environment: Business continuity, reduced errors
· New or Enhanced Service
· New or improved service: Automated transactions, ability to receive services on line
· Customer intimacy: Tailored services
· Access to Information: Ability to view public records or transaction status
· Public/Stakeholder Satisfaction
· Legislative or regulatory compliance: More adaptable to law changes
· More timely information: More effective decision making ability backed by accurate information 
· Streamlined processes: Easier for public to do business with government
· Targets related to customer value, usability and accessibility
· Strategic Alignment
· Directly supports state and agency strategy, mission or business plans
· Alignment with agency modernization plan
· Shared services: Economies of scale through shared state services such as security,  e-gov, geospatial]
· Return on Investment: ratio between net profit (over a period) and cost of investment
· Security: compliance, data integrity, risk reduction

	Checklist
	Create measurable benefits in priority order that are:
· Agreed - Established at the beginning of the project and listed in order of priority. Stakeholders should agree and support achieving the target.
· Aligned - Directly related to and supported by business goals and objectives.
· Measurable - Can be quantified/measured.
· Clear - Clear and focused to avoid misinterpretation or ambiguity.
· Reported - Regular reports are made available to all stakeholders and contributors so they know the current status and take corrective action if needed. These reports are the basis for critical decision-making throughout the project and the basis for acceptance of the solution at the end of the project.
If using the table in this section:
· Replace example benefits and measurements in table
· Update table ‘n’ with appropriate number schema



[text placeholder]
Table n – Example Benefit and Measurement
	Benefit 
	Measurement

	Increase non-cash transactions for all system related payments to over 90%
	Comparison of transaction types before (baselined) and one year after implementation

	Reduce the number of duplicate profiles within the system by 85%
	Comparison of profiles before (baselined) and upon system launch

	Reduce manual workload by automating work flow and eliminating duplicate data entry and manual processes
	Amount of data entry and validation processes pre-implementation will be decreased by 20%

	Reduce technical support needed
	Service desk calls decrease by 50% within 12 months

	Allow customers to pre-pay for services
	Deployment of pre-pay functionality




[bookmark: _Toc33641824]Assumptions & Constraints
	Guidance
	Describe the assumptions and constraints that are applied to your alternatives analysis. 
· A project assumption is a factor in the planning process that is considered to be true, real or certain often without any proof or demonstration and are expected to occur during the project life-cycle.
· Examples:
· Leadership support will remain consistent.
· Access to SMEs throughout project duration as needed.
· A project constraint restricts a given course of action or inaction, is either internal or external to the project and will affect the performance of the project or a process. 
· Example: The business objective and outcomes are mandated/legislated and must be completed by x date.

	Checklist
	· Present assumptions and constraints that are credible, based on best available information, and solid rationale
· Budget and timeline assumptions and constraints should be included




[text placeholder]

[bookmark: _Toc33641825][bookmark: _Toc526852422]Alternatives
	Guidance
	Identify at least two business alternatives – the current state or “status quo” alternative and a proposed alternative – but better business cases consider more than two. Include a description of the approaches for the identification of alternatives and an outline/description of each alternative considered (comparative information should not be included in the description). Business alternatives differ from the complete solution analysis which is required later in the project life cycle. Some example alternatives to consider at this early stage may be:
· Do nothing. This is also referred to as the “business as usual” option. Selection of this option results in the project not being authorized.
· Do the minimum work possible to address the problem or opportunity. The minimum may be established by identifying the set of documented criteria that are key in addressing the problem or opportunity.
· Do more than the minimum work possible to address the problem or opportunity. This option meets the minimum set of criteria and some or all of the other documented criteria. There may be more than one of these options documented in the business case. The alternatives selected will be influenced by market research. Also include alternatives considered but not included.
Describe the approach, resources, and timeline for the future development of a complete solution analysis as well as any high level information known about the alternatives or the criteria that should be used in that analysis. 
For a complete solution alternative analysis, a template is available in the PPM tool Knowledge Store.  


	Checklist
	· Clearly identify alternatives to be compared 
· Include “status quo” or “business as usual” as an alternative
· Identify a third and fourth alternative, if possible
· Identify and describe other alternatives considered but not considered viable
· Describe how the potential alternatives are strategically appropriate for this business problem 
· If analysis is not complete, describe the approach, resources, criteria and timeframes



[text placeholder]



[bookmark: _Toc33641827]Conclusions
	Guidance
	Describe next steps or implementation strategy and key considerations. Provide practical recommendations that recognize risks that should be managed or watched, as well as opportunities that might be pursued. 

Also consider methods for adequately staffing and supporting this investment.  Address approach for project resources, including SMEs and leadership availability and capability.

Address how the initiative will adhere to the Governor’s Office of Diversity, Equity, Inclusion/Affirmative Active missions and objectives, ensuring that Oregon’s government develops, maintains, and embeds a diverse and inclusive culture throughout state systems, institutions, and deliverables. Agency should address how the initiative will meet or exceed Oregon Accessibility Standards, Section 508 of the Rehabilitation Act of 1973 and Universal Design (Universal design is the process of creating products that are accessible to people with a wide range of abilities, disabilities, and other characteristics).

Clearly explain the consequences of failure to act on/approve/fund the recommended alternative. This section should also point out any surprising or unexpected results of the analysis and discuss any findings that could be misinterpreted.


	Checklist
	· Explain next steps or implementation strategy
· Explain consequences of failure to act
· Ensure approach develops, maintains, and embeds a diverse and inclusive culture
· Explain how Oregon Accessibility Standards, Section 508 of the Rehabilitation Act of 1973 and Universal Design will be attended to and met.



[text placeholder]


[bookmark: _Toc33641828]Appendixes and References
	Checklist
	· Complete current state, future state, and gap analysis 
· Cost model
· [bookmark: _GoBack]Full alternative analysis (if not included in business case)
· Legislation
· Strategic Plan
· Agency Planning document
· LFO Budget Notes 
· Prior POP for project
· Any additional information referenced 
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