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Making the case for investment with structured analysis and a clear recommendation
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1. Executive Summary
💡 Write this last. 3–5 sentences covering: what is proposed, why it is needed, what it costs, what it delivers, and your recommendation.



2. Background & Strategic Context
2.1 Background



2.2 Strategic Alignment
	Strategic Objective
	How This Initiative Supports It

	
	

	
	

	
	



3. Problem Statement
3.1 Current situation



3.2 Impact of doing nothing
1. [Consequence 1 — quantify where possible]
1. [Consequence 2]
1. [Consequence 3]

4. Options Considered
💡 Always include at least three options: do nothing, recommended approach, and one alternative. This demonstrates rigour.
	Option
	Description
	Cost
	Recommendation

	Option A — Do Nothing
	Continue as-is — accept current risk and cost
	£0
	Not recommended

	Option B — Recommended
	
	
	★ Recommended

	Option C — Alternative
	
	
	Not recommended



5. Costs & Benefits (Recommended Option)
5.1 Costs
	Cost Category
	Year 1 (£)
	Year 2 (£)
	Year 3 (£)
	Total (£)

	Internal Resource
	£
	£
	£
	£

	External / Suppliers
	£
	£
	£
	£

	Technology / Licences
	£
	£
	£
	£

	Infrastructure
	£
	£
	£
	£

	Contingency (10%)
	£
	£
	£
	£

	TOTAL COST
	£
	£
	£
	£



5.2 Benefits
	Benefit
	Type
	Value (pa)
	Realised From

	[Benefit 1]
	Financial
	£
	

	[Benefit 2]
	Efficiency
	£
	

	[Benefit 3]
	Risk reduction
	£
	

	TOTAL BENEFITS
	
	£
	



6. Risk Assessment
	#
	Risk
	Likelihood
	Impact
	Mitigation

	1
	
	H / M / L
	H / M / L
	

	2
	
	H / M / L
	H / M / L
	

	3
	
	H / M / L
	H / M / L
	



7. Recommendation & Next Steps
[State your recommendation clearly in 2–3 sentences. What should happen, when, and who needs to approve it?]

	Next Step
	Owner
	By When

	Approve Business Case
	
	[Date]

	Appoint Project Sponsor
	
	[Date]

	Initiate Project Charter
	
	[Date]

	Procure delivery team
	
	[Date]



8. Sign-off
	Name
	Role
	Signature
	Date

	
	Business Analyst
	
	

	
	Project Manager
	
	

	
	Project Sponsor
	
	

	
	Portfolio Board Chair
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