
Business Case Checklist

	BUSINESS CASE CHECKLIST:
Items underscored may be addressed during a preliminary discovery stage used for more complex projects. The discovery project checklist or template is used where “approval in principle” is needed from University governance committees to explore a business problem and make an initial investment for planning and analysis required to complete a recommendation to proceed or not proceed with a solution. A discovery phase project will ascertain whether there is sufficient merit beyond initial approval in principle to proceed with a full business case for approval.  
· Project Name: provide the business case project name that will be used to refer to the project in committee minutes or other reference or supporting documents.
· Project Start and Close Date: month/day/year to month/day/year.

· Authority Signatures: identify the project champion, process owner, and sponsors. Obtain project champion and process owner signatures on the final copy of the business case to signify the final business case content has been reviewed and agreed to.
· Executive Summary: provide a clear and concise high-level summary of the business case facts.
SECTION 1: THE STRATEGIC CONTEXT: 
STRATEGIC ENVIRONMENT:

· Organizational Overview: Describe the current environment & where we are now?

· Business Vision: Where do we want to be?
· Drivers for Change: What has triggered the need for change or investment in this proposal? 
· Strategic Fit: What is the strategic fit for this proposal in relation to University strategy and/or the Faculty/department/units strategy? 
DESCRIPTION OF THE BUSINESS NEED:
· Problem/Opportunity Statement & Undesirable Effects: One concise sentence addressing what is the key problem metric (cost, quality, delivery, human requirements)? Where does the problem occur? When does it occur (or when does it not occur)? Why is it a problem (or what it is causing)? Who is impacted (customers: students, faculty, staff, and/or other? How often does the problem occur (extent, magnitude)? How do we observe the problem (how do we know)?
· Business Need: Quantify (estimate) the key metric or implication to the problem or opportunity facing the University and the associated proposed investment.
· Goal Statement & Expected Benefits: Identify the deliverable and summarize expected hard and soft benefits

· Critical Prioritized Requirements (High Level): What are the key success factors or requirements to fully address the business need?
· Assumptions: What are the key assumptions? What is the impact if not addressed or managed?
· Constraints: What are the specific internal or external constraints that place limits the investment?
· Dependencies: Are there any dependencies related to the business need, requirements, or the solution?
1.3 SCOPE
· Boundaries: What is included within the investment and what is not included?
· Stakeholder Analysis: Who are the stakeholders and what are their roles?
SECTION 2: ANALYSIS AND RECOMMENDATION: 
This section should address the following questions: WHoHhhhhhhat 
· Evaluation Criteria: What are the key criteria (may drawn from prioritized requirements) that will be used to screen possible options?
· Possible Options: How will we get there? Describe options and for each identify the associated costs and benefits
. Each option should be assessed against the prioritized project requirements (evaluation criteria) to determine an overall recommendation. 
· Screening of Options: What is the best option? Make the case for a preferred option based on its net advantages exceeding other viable options.
· Rational for Options: Provide a brief rationale for eliminating or keeping options past this stage.
· Alignment: How will the investment fit within the organization’s broader strategic objectives and/or Faculty/department/unit’s desired outcomes? 
· Recommendation: If more than one viable option still exists then the recommendation should be the option most aligned to the desired outcomes 
SECTION 3: CHANGE MANAGEMENT:

This section should address key implementation and sustainment considerations: 
· Implementation Plan and Milestones: Include a timeline, key milestone dates, resource requirements, and stakeholder engagement.
· Governance and Oversight: How will the project fit within the University’s structure? How will the project be managed and funded during and after its implementation? How will progress be communicated?
· Change Management Strategy: How will the project impact people, systems, and processes? How will change be managed during and after the project?
· Risk Management: What are the risks (includes environmental, social, and governance considerations, reference can also be extended to the United Nations Sustainable Development Goals) associated with the recommended option? How will the risks be mitigated and managed?
· Performance Measurement Strategy: How will performance be measured?  



� Cost-Benefit Analysis can be reflected in Appendices and may include: sources of funding, capital costs, operating costs, recoveries or revenues, net present value, payback period and internal rate of return.
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