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Executive Summary
[bookmark: _Toc347829452][bookmark: _Toc348095807]Overview 
Briefly describe the problem or opportunity and the basis for this IT activity. Include a brief scope statement and timeframe. Put enough information here so that the rest of the sections in the Business Case make sense. (Remove this comment section from final document.)
[bookmark: _Toc347829453][bookmark: _Toc348095808]Alternatives
Briefly describe the alternatives discussed and briefly why the recommendation is being made for this option. (Remove this comment section from final document.)

[bookmark: _Toc347829454][bookmark: _Toc348095809]Business Value
Describe the business value of the work and how it fits into the overall goals and strategies. (Remove this comment section from final document.)

[bookmark: _Toc347829456][bookmark: _Toc348095810]Recommendation 
Provide and explanation of the recommendation as well as why. This should support the business value statement.  (Remove this comment section from final document.)

[bookmark: _Toc348095811]General Information
[bookmark: _Toc348095812]Purpose
Provide a detailed explanation of the purpose of this IT activity. Include a problem statement and describe ideas that are being considered to solve the problem.

[bookmark: _Toc348095813]Preliminary Scope
Describe the detailed preliminary scope of the project. What are the boundaries? What other systems can be considered? What business units are involved? Etc.

[bookmark: _Toc348095814]Current System
Describe the technical and operational characteristics of the current system (if applicable) by summarizing its functions, identifying the hardware used, and identifying the system’s input and output.

[bookmark: _Toc348095815]Alternatives
[bookmark: _Toc348095816]Description of Alternatives 
Describe alternative approaches for the development and operation of system(s) being considered, and provide a brief description of each, including the existing system.  If no alternatives were considered, document the reason.

[bookmark: _Toc348095817](Alternative System Name #1)
Each alternative system in this section should be under a separate section header.  Generate new sections as necessary for each alternative system from 3.3 through 3.x.
If applicable, describe the technical and operational characteristics of each alternative system.

[bookmark: _Toc348095818](Alternative System Name #2)
Each alternative system in this section should be under a separate section header.  Generate new sections as necessary for each alternative system from 3.3 through 3.x.
If applicable, describe the technical and operational characteristics of each alternative system.

[bookmark: _Toc348095819](Alternative System Name#3)
Each alternative system in this section should be under a separate section header.  Generate new sections as necessary for each alternative system from 3.3 through 3.x.
If applicable, describe the technical and operational characteristics of each alternative system.

[bookmark: _Toc348095820]Purposed System
Describe the technical and operational characteristics of the proposed system or system upgrade.

[bookmark: _Toc348095821]Communication
[bookmark: _Toc348095822]Points of Contact
Provide a list of the points of organizational contact (POC) that may be needed for informational and troubleshooting purposes.  Include contact role, contact name, department, telephone number, and e-mail address (if applicable).  Points of contact may include but are not limited to helpdesk POC, development/maintenance POC, and operations POC.

	ROLE
	NAME
	AGENCY/ DEPT
	PHONE
	EMAIL

	Business Analyst
	
	
	
	

	Project Manager
	
	
	
	

	Sponsor
	
	
	
	

	Domain SME
	
	
	
	

	End User
	
	
	
	

	Implementation SME
	
	
	
	

	Operational Support
	
	
	
	

	Customer
	
	
	
	

	Supplier
	
	
	
	

	Tester
	
	
	
	

	Regulator
	
	
	
	



[bookmark: _Toc348095823]Coordination
Provide a list of organizations that require coordination between the project and its specific support function (e.g., installation coordination, security, etc.).  Include a schedule for coordination activities.
	AGENCY/DEPT/OFFICE
	CONTACT PERSON
	CONTACT INFORMATION

	
	
	

	
	
	

	
	
	



[bookmark: _Toc348095824]Assumptions and Constraints
[bookmark: _Toc348095825]Assumptions
[bookmark: _Toc348095826]Budget Assumptions
Assumptions typically are around funds being available or being able to spend funding before it runs out.

[bookmark: _Toc348095827]Solution Functionality Assumptions
The functionality assumption will be in regards to the solutions performance and abilities. 

[bookmark: _Toc348095828]Other Assumptions

[bookmark: _Toc348095829]Constraints
[bookmark: _Toc348095830]Resource Constraints
1. Key staff resources will be available only on a part-time basis.
2.  Computer resources will be available on a limited basis.
3. Key customer resources will be available on a restricted basis.

[bookmark: _Toc348095831]Delivery Constraints
1. Deliverables submitted for approval will require working days for review.
2.  There is no limit to review and approval cycles.
3. Equipment order lead times cannot be specified with accuracy.

[bookmark: _Toc348095832]Environmental Constraints
1. Key decision-makers are difficult to contact when issues arise.
2.  The project does not have a customer project manager (or executive sponsor, or steering committee.
3. The project environment is new and the components have not yet been successfully integrated.
4. The development/operating environment is new, and no project staff members are familiar with it.
5. The project depends upon the successful and timely completion of associated projects.

[bookmark: _Toc348095833]Budgetary Constraints
 Statistics used in preparing the estimates are unreliable.

[bookmark: _Toc348095834]Functionality Constraints
1. The scope of the project is unclear.
2.  The project depends upon receiving data from other, external applications.

[bookmark: _Toc348095835]Preliminary Risk
[bookmark: OLE_LINK1][bookmark: OLE_LINK2]State any potential uncertain event or condition that may impact the solution goals or objectives proposed. For all risks provide a mitigation plan. 
[bookmark: _Toc348095836]Risk List
	RISK
	DESCRIPTION
	LEVEL (H/M/L)

	1.
	
	

	2.
	
	

	3.
	
	

	4.
	
	

	5.
	
	



[bookmark: _Toc348095837]Risk Mitigation 
	RISK
	MITIGATION PLAN

	1.
	

	2.
	

	3.
	

	4.
	

	5.
	



[bookmark: _Toc348095838]Benefits
[bookmark: _Toc347829458][bookmark: _Toc348095839]Quantifiable Benefits
Provide an explanation of the quantifiable benefits this IT activity will provide or remove this section. Describe the benefits which can provide a dollar amount to be realized as a result of this IT activity. Each benefit in this section must have a tangible dollar amount. (Remove this comment section from final document.)

	BENEFIT
	DESCRIPTION
	FORMULA
	TOTAL

	Annual Savings

	Cost Reduction
(Need to list out each cost reduction item separately.)
	Examples: decommissioning a system that has a high maintenance cost, reducing the need for vendor support, hardware virtualization/ consolidation, resource reduction, improved resource utilization, reduced error rates,  etc.
	
	(EXAMPLE FORMAT) $289,500

	Value Enhancement
(Need to list out each cost reduction item separately.)
	Examples: improved resource utilization, reduced error rates, enhanced value of an application system, and improved administrative and operational effectiveness.
	
	(EXAMPLE FORMAT) $289,500

	Other
	
	
	(EXAMPLE FORMAT) $289,500

	ANNUAL SAVINGS SUB-TOTAL
	$868,500

	One-Time Savings

	Cost Reduction
(Need to list out each cost reduction item separately.)
	Examples: decommissioning a system that has a high maintenance cost, reducing the need for vendor support, hardware virtualization/ consolidation, resource reduction, improved resource utilization, reduced error rates,  etc.
	
	(EXAMPLE FORMAT) $289,500

	Value Enhancement
(Need to list out each cost reduction item separately.)
	Examples: improved resource utilization, reduced error rates, enhanced value of an application system, and improved administrative and operational effectiveness.
	
	(EXAMPLE FORMAT) $289,500

	Other
	
	
	(EXAMPLE FORMAT) $289,500

	ONE-TIME SAVINGS SUB-TOTAL
	$868,500

	TOTAL QUANTIFIABLE BENEFITS
	



[bookmark: _Toc348095840]Non-Quantifiable Benefits
Provide an explanation for the examples below if they apply to the documented IT activity. Add and remove items as it makes sense, below are just examples. (Remove this comment section from final document.)

[bookmark: _Toc347829460][bookmark: _Toc348095841]Improved Customer Service
[bookmark: _Toc347829461][bookmark: _Toc348095842]Job Enrichments/Job Empowerment
[bookmark: _Toc347829462][bookmark: _Toc348095843]Communication
[bookmark: _Toc347829463][bookmark: _Toc348095844]Improved Image
[bookmark: _Toc347829464][bookmark: _Toc348095845]Reduce Risk
[bookmark: _Toc347829465][bookmark: _Toc348095846]Other

[bookmark: _Toc348095847]Calculations
[bookmark: _Toc348095848]Net Present Value
Calculate the net present value by subtracting the adjusted cost from the total present value of benefits. In year one costs are A, year two they are B, year three they are C, year four they are D and year five they are E. Take anticipated “costs” (there should be negative numbers meaning there was a profit made in later years) determine the totals current value based on the value of today’s money and subtract the total investment (typically year one or A) from the current years total’s value.

[bookmark: _Toc348095849]Benefit/Cost Ratio 
Calculate the benefit/cost ratio by dividing the total present value of benefits by the adjusted cost.

[bookmark: _Toc348095850]Payback Period
Calculate the year or month in which the sum of benefits first exceeds the sum of the costs expressed in current dollars.

[bookmark: _Toc348095851]Preliminary Requirements

[bookmark: _Toc348095852]Business Requirements
Business requirements confirm the scope of the project and identify stakeholders. They typically include policy or law requirements as well. 

[bookmark: _Toc348095853]System Requirements
[bookmark: _Toc348095854]Functional
Functional requirements specify the specific actions that are required to fulfill the user goals. For example, for a recruiter to create a mailing, she must follow a number of steps, including login into the system, specifying her user name, entering a password, picking from a list of options, entering the text of the mailing, submitting it for approval, and a number of other tasks.

[bookmark: _Toc348095855]Non-Functional
Non-functional requirements also define the qualities around the system - ease of use, reliability, security, etc., rather than specific behaviors of a system. In general, functional requirements define what a system is supposed to do whereas non-functional requirements define how a system is supposed to be.

[bookmark: _Toc348095856]User Requirements 
User Requirements concern the user goals of the system. When defining user requirements, we first identify the user roles and goals.



[bookmark: _Toc260905632][bookmark: _Toc348095857]Approvals
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