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Executive Summary 

· Summarize key findings if this is a lengthy business case

· Complete this section last

Purpose

· Identify the purpose of the document including the anticipated audience

Problem Statement

· Define the problem/opportunity statement
Background
· Describe the current state and the circumstances that led up to the request for a business case
· Describe the business plan/strategic objectives that this solution will support
· Include the business drivers outlining what the business is trying to achieve 
· Explain what technology and resources are in place today

Methodology 
· Describe the research methodology employed (e.g. companies contacted, research tools utilized, general areas of investigation)

· This identifies the due diligence performed
Assumptions

· Describe all assumptions and constraints that are specific to the business case
· If known, include the impact of an inaccurate assumption(s)
Business Requirements

· Outline, at a high-level, the business requirements that define the needs of the business

Possible Solutions 

· This section provides the details of the possible solutions that meet the business objectives

· A summary table can be used to present the possible solutions

· No change or status quo may be a possible solution  

	
	Option 1 (Name)
	 Option 2 (Name)

	Description
	<<Describe the recommended solution>>
	<<Describe the alternative provided for comparative purposes>>

	Advantages
	<<List the advantages of the recommended solution>>
	<<List the advantages of the alternative solution>>

	Disadvantages
	<<List any obvious risk factors or unknown results>>
	<<Give details of the disadvantages of this solution>>


Table 1.0 – Possible Solutions
Detailed Explanation of Summary Chart

· Each possible solution can be described in the details below
Option 1

· This section is repeated for each possible solution

· Outline the points that distinguish this alternative from any other and make it worthy of recommendation or not

· Outline the advantages of this option 
· Outline any disadvantages of this solution. Include if the identified risks can be mitigated or avoided
Cost & Benefits 

· Describe the evaluation criteria for the proposed solutions and include a comparison matrix

· Include a definition for each of the evaluation criterion and rating scale used to ensure readers understand the purpose of the information been provided

· Each criteria can be compared using a quantitative or qualitative rating scale, e.g. timeline, headcount, dollar amount, and/or provide more details in the Appendices 
	Criteria
	Option 1
	Option 2
	Status Quo

	Hardware costs
	
	
	

	Software costs
	
	
	

	Ongoing maintenance cost
	
	
	

	Timelines
	
	
	

	Resource effort
	
	
	

	Implementation impact
	
	
	

	Ability to integrate with current systems
	
	
	

	Meet business requirement 
	
	
	

	Risk level
	
	
	

	Expected life span 
	
	
	


Table 2.0 – Comparison Matrix
Recommendation

· The recommendation should clearly state the reasons for the chosen course of action

· If two choices are very close in outcome, some further clarity must be given to enable a clear understanding of the deciding factors or issues

Key Issues & Risks 

· Describe known risks that have the potential to affect the outcome of the recommended option and describe how these risks have been measured/quantified and the steps that are planned/in place to avoid, counteract or mitigate these known risks

Next Steps

· Based on the recommendation, include any actions items or next steps going forward

Glossary

· Define technical terms or acronyms used in this document
· The glossary can be placed at the beginning or at the end of the document, depending on the length of the list, or the complexity of the terminology that is used within the document
Appendix

· Attach relevant documentation that supports the information provided in the document   
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