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	1.
	Executive Summary
	

	1.1
	Brief description of what the project is, why it is needed, what the benefits and costs are, what options have been evaluated, what the committee (or other audience) is asked to do, next steps.    
	

	2
	Location and Context
	

	2.1
	For a development or construction project, a description of where it is, what is there currently, what will be there post project, what will happen to any temporarily or permanently displaced activities
	

	3
	Overview
	

	3.3
	What are we trying to do? 
	

	3.4
	When will we start? 
	

	3.5
	What do we need and when, are they available? 
· Professional advisers

· Internal specialists

· Additional staff?  
	

	3.6
	Can we do it alone, or do we need help? 
	

	3.7
	How long will it take? 
	

	3.8
	How much will it cost? 
	

	4
	The proposal
	

	4.1
	A concise description of  what the proposal is and what its key elements are
	

	5
	Proposal options evaluations
	

	5.1
	The proposal
	

	5.2
	Other proposals that have been considered - describe
	

	5.3
	Other proposals that have not been considered - describe
	

	5.4
	The “do nothing” case
	

	5.5
	Why the recommended option is preferred and others have been discarded
	

	6.
	Project Benefits and Strategic Fit
	

	6.1
	Non financial benefits 
	

	6.2
	Financial benefits/costs
	

	6.3
	Why the project is needed
	

	6.4
	Describe the fit with the School's current strategic plans
	

	7
	Project Structure and Reporting 
	

	7.1
	Membership of project board or equivalent
	

	7.2
	Management reporting line
	

	7.3
	Committee reporting structure
	

	7.4
	Committee approvals obtained or required
	

	7.5
	LSE project manager
	

	7.6
	Architect and main consultants
	

	8
	Outline Project Timing
	

	8.1
	Outline of project timing to post occupancy evaluation, including design, procurement, planning, consultation, construction, fit out, move.
	

	9
	Critical path dependencies
	

	9.1
	Design and procurement
	

	9.2
	Outline the approach to design and procurement
	Design: 

Procurement:  

	9.3
	State why the specified option is preferred
	Design: 
Procurement: 

	10
	Project Risks
	

	10.1
	What are the main risks that will threaten a) the project being achieved or b) the project cost/benefit being achieved.
	

	
	What risk management structure will the project have?
	

	11
	Project Issues
	

	11.1
	Items yet to be decided that may affect the business case
	

	11.2
	Impact on School services
	

	11.3
	Have all Service Leaders been contacted to establish the impact on their service areas?
	

	11.4
	Confirmation of impact needs to be attached (including zero impact) and incorporated in the Resource Planning
	

	12
	Financial Summary – Project Costs
	

	
	Acquisition cost
	

	
	Demolition
	

	
	Construction cost
	

	
	Consultancy
	

	
	Fees
	

	
	VAT
	

	
	Compensation
	

	
	Contingency
	

	
	Interest
	

	
	Fit out
	

	
	Furniture (if new, why not recycle old)
	

	
	Equipment
	

	
	Signage
	

	
	IT infrastructure and connection
	

	
	Decant
	

	
	Removal
	

	
	Move in
	

	
	Lost income opportunity cost
	

	
	Other
	

	
	Making good vacated space
	

	
	Catering equipment
	

	
	AV equipment
	

	
	Utilities while building is out of use
	

	
	TUPE
	

	
	Other running costs while building out of use
	

	
	Financial Summary – Recurrent Costs 
	If this is a redevelopment of an existing School building or buildings, please list the running costs of the building(s) being replaced.

	
	Rates
	

	
	Utilities
	

	
	Insurance
	

	
	Staff
	

	
	Maintenance
	

	
	Periodic refurbishment and major maintenance
	

	
	Cleaning
	

	
	Waste disposal
	

	
	Security
	

	
	Other
	

	
	Total cost
	

	
	
	

	13
	Financial Summary – VFM
	

	13.1
	Explain how VFM will be achieved
	

	13.2
	Explain how whole life costs are assessed
	

	13.3
	Explain why lower cost options have been discounted
	

	13.4
	Explain how “overspecification” is avoided
	

	13.5
	Show any comparative or benchmark  data, citing sources
	

	
	Project funding
	

	
	Cash
	

	
	Debt
	

	
	Government Grants
	

	
	Other Grants
	

	
	Donations
	

	
	Asset sales
	

	
	Fundraising opportunities
	

	
	Directly related income
	

	14
	Financial Summary – Project
	

	
	The financial costs and benefits of the project taken in isolation
	

	
	Financial Summary – School
	

	
	The financial forecasts for the School with and without the project (only done where project is material to the school as a whole or where multiple projects are considered separately
	

	15
	Financial Risks and Sensitivity
	

	
	What are the main risks to project costs and/or returns?
	

	
	What are the critical financial assumptions?
	

	
	What would the impact be of variability on critical assumptions?
	· 

	
	Committee actions and authorities requested and required
	

	
	Please describe
	

	A
	Background  - Consultations
	

	
	DMT
	

	
	School committees
	

	
	Disability Advisory Committee
	

	
	Students
	

	
	Staff
	

	
	Alumni
	

	
	Local authorities
	

	
	Neighbours
	

	B
	Background -Details of key stakeholders, suppliers, partners
	

	
	Please describe
	

	C
	Background - Background to project
	

	
	Please describe
	

	D
	Background - Environmental Factors
	

	
	Please describe
	

	E
	Background - Equality Impact Assessment
	

	
	Please describe
	

	F
	Background - Contingency Planning
	

	
	Please describe
	

	G
	Background  - Customer/student issues
	

	
	Please describe
	

	H
	Background - Human Resources Issues
	

	
	Please describe and what actions are planned.  Please indicate whether or not TUPE applies
	

	I
	Background - Accounting Policy Issues
	

	
	Balance sheet treatment of debt
	

	
	Capitalisation issues
	

	
	Market value review
	

	
	Impairment of existing assets
	

	
	Depreciation lives
	

	J
	Background  - Tax/Vat Issues
	

	
	The scheme should be discussed at the earliest opportunity with the School's Tax Manager – 

Please describe the issues identified
	

	K
	Background - Legal/Compliance Issues
	

	
	Please describe
	

	L
	Background - Critical Success Factors and lessons from other projects
	

	
	Please describe
	

	M
	Background - Financial Schedules
	

	
	Cash Flow
	

	
	Income and Expenditure
	

	
	Balance Sheet
	

	
	Funding
	

	N
	Background  - Appendix D Financial Regulations Checklist extract (attached)
	

	O
	Background - Plans/photographs/drawings “as is” and “to be”
	

	P
	Background - Details of any consultants/partners engaged in project and how they will be procured
	

	
	Please describe
	


	
	APPENDIX D Checklist extracted from the Financial Regulations
	

	
	SUMMARY OF PROTOCOLS FOR PROPOSED MAJOR DEVELOPMENTS
	

	1
	The proposal should be supported by a business plan for three years which sets out:
	

	2
	a demonstration of the proposal’s consistency with the strategic plans approved by the Council and with the School’s powers under current legislation;
	

	3
	details of the market need and the assumptions (based on reference data) of the level of business available;
	

	4
	details of the business and what product or service will be delivered;
	

	5
	an outline plan for promoting the business to the identified market and achieving planned levels of business;
	

	6
	details of the staff required to deliver, promote and manage the business, together with any re-skilling or recruitment issues;
	

	7
	details of any premises and other resources required;
	

	8
	a financial evaluation of the proposal together with its impact on revenue and surplus, plus advice on the impact of possible alternative plans and sensitivity analyses in respect of key assumptions;
	

	9
	contingency plans for managing adverse sensitivities;
	

	10
	consideration of taxation 
	

	11
	Consideration of other legislative or regulatory issues;
	

	12
	a three-year financial forecast for the proposal including a monthly cash flow forecast and details of the impact on the institution cash flow forecast for the financial years in question.
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