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Document Purpose and Scope

The purpose of this document is to provide the justification for the existence and continuation of the project. The document outlines the objectives, recommended solution, benefits and investment appraisal of the project. 
[Note that there may be overlaps between the information included in the business case and the information in the project initiation document. The business case can either be a stand-alone document or it can be embedded into the project initiation document. Keep the language simple and non-technical.]
1 Executive Summary

[The executive summary should be a two minute read for people who want to quickly understand what the project is setting out to achieve, what the recommended solution is, and what the costs and benefits are in the short and long term. First write the main document; then subsequently write the executive summary. Highlight key points from the document and refer the reader to the relevant sections if they want more detail.]
2 rationale
[Describe the reasons why the project is being undertaken. One of the biggest reasons for project failure is that project deliverables do not align to corporate strategy and therefore fail to add sustainable value to the business. To avoid this, emphasize the ways in which the project supports (or does not support) the short and long term strategy and objectives of the organisation and the business. Be as specific as you can and make a clear distinction between project outputs (tangible deliverables) and the business benefits these outputs will lead to.
3 Recommended solution
[Describe the proposed solution that will meet the business needs and objectives. You may also want to describe the implementation approach and timescales at a high level.]
3.1 Alternative solutions 
[To arrive at the recommended solution, your team will have considered a number of alternatives, including ‘doing nothing’. Describe each alternative along with evidence-based reasons for discarding it.]
3.2 Success criteria

[List all the factors that must be in place to ensure success of the proposed solution. These success criteria should be as specific as possible. The question that needs to be answered is: What will make each major stakeholder say that this project was a success in one or two or x year’s time.
4 benefits
[Provide a list of expected benefits from the project – i.e. what is the project ultimately trying to achieve? This section is not about describing the project’s tangible outputs, but the benefits that these outputs will result in several months and years down the line. Include both tangible and in-tangible benefits and make them as measurable as. Saying exactly how you will track and measure the benefits gives a lot more credibility to the business case.
	Benefit
	Description (impact and measurability)
	Beneficiary

	Name of benefit
	In which ways is this a benefit? How will it be realized and how will it be measured?
	Who will it benefit

	
	
	

	
	
	

	
	
	

	
	
	


4.1 Dis-benefits

[There may also be some downsides – or dis-benefits – to the recommended approach. Describe these dis-benefits and explain the reasons why they should be accepted.]

	Dis-benefit
	Description (impact and measurability)
	Affected parties

	Name of dis-benefit
	In which ways is this a dis-benefit? 
	Who will it impact

	
	
	

	
	
	

	
	
	

	
	
	


5 costs
[This section describes all expected costs involved in delivering the project and maintaining it. List all costs in the table format that best suits your project. Include fixed costs and variable costs for the duration of the project as well as the handover and maintenance of the product or service after project closure. Reflect the costs as honestly as you can and include contingency to account for identified risks.]
6 Risks 

[Identify all risks that could have a major impact on the project’s viability, i.e. its objectives, costs and benefits. These could relate to nature of the project and the objectives or strategies it is looking to support, or they could relate to the scale of the costs or benefits. There is no need to list all risks here – only the ones that relate to the viability of the project.]
	Risk 
	Description and impact
	Mitigation action
	Owner

	Name of risk
	Describe the risk; it’s likelihood and its potential impact on the viability of the project
	Describe what will be done to address and mitigate the risk.
	Who owns the risk?

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


7 investment appraisal
[The company you work for will normally guide you regarding which model to use for the investment appraisal. The advantage of a standard model is that all business cases can then be assessed on a comparable basis. Possible investment appraisal models include; Cost benefit analysis, Present value; Net present value, Internal rate of return and Payback period. 
The Payback period is the simplest of the appraisal methods. It refers to the length of time it takes an organisation to recover its investment in the project before it starts accumulating profit. 

Remember to also test the sensitivity of your investment appraisal, i.e. what happens to the payback if costs go up by 10% or 20%, or if benefits go down or are delayed? How sensitive is your project to such variations and what can be done in case they happen?]
	

	Susanne Madsen is an internationally recognized project leadership coach, trainer and consultant. She is the author of The Project Management Coaching Workbook (2012) and The Power of Project Leadership (2015, 2019). 

Prior to setting up her own business, she worked for 17 years in the corporate sector leading large change programmes of up to $30 million for organisations such as Standard Bank, Citigroup and JPMorgan Chase. She is a fully qualified Corporate and Executive coach, an NLP Practitioner, DISC accredited and a regular contributor to the Association for Project Management (APM).

Susanne specialises in helping managers improve their leadership skills so that they can gain control of their projects and fast-track their career. She does this through a combination of training, coaching, mentoring and consulting.


	"I loved this book the first time, and the revised edition is even better. Fully updated, this edition goes deep into strategies to help you lead yourself and your team more effectively. The book goes beyond theory - although you can tell the text is well-grounded in research - to give you practical tactics that you can use daily at work. When you combine powerful techniques and a willingness to do the work, you have a blend that will help you excel at delivering organisational strategy through projects. Susanne makes it easy by stepping you through the 'keys' to leadership, and you can pick and choose the approaches you think will make the most difference with your team.“ Elizabeth Harrin, The award-winning blogger behind GirlsGuideToPM.com
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	The project Management Coaching Workbook – Six Steps to Unleashing Your Potential.
"If I were to choose ONLY two books to get my job done or do a better job as a PM then the two books I'd hold onto would be the PMBOK and Susanne's Project Management Coaching Workbook. If PMBOK is the theoretical framework, then Susanne's book is the Real World Application.. this is where the rubber hits the road. This is by far the most well written book I have read not only on the subject of Project Management but also from a Get Things Done perspective. The way she explains and assists with the GTD approach is incredible." 
        —Atif Hassan, Toronto, Canada
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