
HOW TO WRITE A BUSINESS CASE DOCUMENT

What follows are the four steps to preparing a perfect business case template for your project. It includes the.

You should also list any dependencies, such as completion of other projects or the availability of key
individuals. For most problems, there are multiple solutions possible and you should explore all solutions that
are potentially the best option. It therefore needs a clear structure, with plenty of headings and sub-headings to
guide the reader. Next, you should identify all the sources of data that will be required to support the business
case. At this point, it is appropriate to mention anyone who has been involved in the work within or outside
the organisation. Therefore, be sure to keep the intended audience in mind when preparing each section and
include supporting information in an appendix. Ideally, the review should take place before starting a new
stage to avoid unnecessary investment in time and money. This will explore the potential solutions and
recommend the best option. When writing a business case make sure this is included as it explains how risk
and opportunity are managed. Solution options In this section, you identify potential solutions to the problem
and describe them in sufficient detail for the reader to understand them. Make sure that you have made clear
why your proposal is the best way of addressing the problem. This page assumes that you have already done
that work, whether on your own or as part of a working group. Before you present your business case Check
your document content to ensure that it's well-constructed and includes all the key elements. For instance, the
option appraisal section may summarise each option with the details contained elsewhere for reference.
Illustrate your case with data from similar projects and case studies, if possible. Your organisation may require
a detailed financial appraisal, including opportunity costs of the project, and some discounting if the payback
period is several years. What has Already Happened? Executive Summary The executive summary
summarises the business case, including your recommendation. 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. Finally, have at least one other person read the document over with a critical eye. You
should also make some proposals for project governance, including a group to oversee the project and any
critical decision points. Are the data and calculations in the budget section correct? Moreover, the purchasing
strategy should describe the purchasing process used. Top Tip! What plans are in place to deal with the risks?
Since most problems have multiple solutions an option appraisal is often needed. Every project should include
a risk log. Conclusion You should conclude the business case with a reminder of why it is important to address
the problem and the action that you wish the reader to take as a result of reading, for example, agree a course
of action or approve further work. This should help you assess whether the organisation is currently capable of
carrying out the work, or whether additional resources will be needed. Use that determination to decide
whether or not to go ahead and write the document. Martin Webster is an engineer, IT professional, introvert,
occasional artist, people leader, and geek. Usually the project manager does this by preparing a concise
progress report or highlight report at regular intervals. Statement of the problem This should be a brief
paragraph stating the problem. Style and Language A business case is often aimed at people without a detailed
knowledge of the subject area. Once you've checked off all the items on the list and adjusted the business case
document where required, read your document over carefully for clarity. 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.


