
[image: TAB_col_white_background.eps]Full Business Case Template
Background
A business case is a tool for decisions, planning, management and control, and accountability. A business case is designed to help aid success by ensuring alignment with the University vision, the strategic objectives, operational plans and ensure value for money.  The University has a finite resource and we all have a duty to ensure we use this resource in the most economic, efficient and effective way.  The template is designed to promote these values, to guide and to encourage consistency and transparency in the approach to decision making.  
The business case should be;
· well structured
· use clear language 
· have sufficient background information
· realistic
· enable informed decision making
Whilst devising the business case, please consider the following;
· Ensure sufficient planning time
· Value for money (economy, efficiency and effective)
· Consider all options adequately with enough detail
· Support from key stakeholders where applicable such as Faculties, ITS, Estates, Finance, etc 
· The project will be properly governed and managed throughout
· Who will be accountable and how will the project be measured?
· Reviewed by someone else – peer review
· VAT
The ‘suggested’ format of the business case is per below:
1. Executive Summary
2. Introduction
3. Statement of the problem/issue
4. Analysis
5. Discussion of possible options (cost benefit)
6. Recommendation
7. Details of chosen option
8. Conclusion
Further detail, with regards the above sections, are shown below:
1. Executive Summary
The executive summary summarises the business case, including your recommendation.  It is generally better written at the end, when the recommended course of action is clear.  
2. Introduction
This section introduces the business case and briefly sets out what it is about.
3. Statement of the problem
This should be a brief paragraph stating the problem/issue.  It should relate back to the University strategy or vision to demonstrate how solving the problem is important to the University.
4. Analysis
This section provides a more detailed account of the problem/issue and why it is important to address it.  It should include any analysis you or others have carried out to identify the impact of, or the reasons for, the problem/issue.  Evidence is always helpful.  At this point, it is appropriate to mention anyone who has been involved in the work within or outside the University.
5. Discussion of Possible Options
You should identify and discuss all possible options for addressing the problem, including doing nothing.  For each one, you need to discuss:
· The benefits: why it would be a good idea to do it, including how far it addresses the problem
· The costs: including resource requirements. It’s often helpful to include figures, tables  and, if appropriate, graphs in this section
· The likely timescale for the project: and to see a return on the investment, with reasons
· The risks: both of doing it, and that might prevent successful implementation.  As far as possible, these should be realistic, and preferably supported by solid data.  Where you have estimated, this should be based on a reasonable source, which you should detail if possible.
6. Recommendation
Finally, you should make a recommendation for which option is best, weighing up the costs and benefits.
7. Details of your Chosen Option
At this stage you may wish to include more detailed consideration of your chosen option. Alternatively, you could include a more detailed analysis via an appendix, including all the supporting data.
A detailed financial appraisal, including opportunity costs of the project, and discounting if the payback period is several years, may be required.  
The opportunity cost is a measure of what else you could have been doing with the money instead of investing in this project. 
Discounting is a way of measuring the present value of payments to be received in the future to allow direct comparison of projects with different payback times.  It takes into account the value of having something now, rather than later.
It is also helpful to include information about outcomes and success criteria: how will you know that your project has been successful?
8. Conclusion
You should conclude the business case with a reminder of why it is important to address the problem and the action that you suggest be taken.  Make sure that it is clear why the proposal is the best way of addressing the problem.
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