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Using This Template

The companion tool, Business Case Instructions, provides detailed direction for completing this template. This and other Framework tools are available on the Framework Web site.

To create a deliverable from this template:

1. Delete the template title page (previous page) and this page.

2. Replace [bracketed text] on the cover page (next page) with your project and agency information.

3. Replace [bracketed text] in the tool header area at the top of page i (Contents page) with the same project and agency information as on the cover page. 

Note: Please do not remove or modify content in the footer area. 

4. Complete the entire template. Each section contains abbreviated instructions, shown in italics, and a content area. The content area is marked with a placeholder symbol (() or with a table. Relevant text from other project deliverables may be pasted into content areas.

Note: Please do not remove the italicized instructions.
5. Update the table of contents by right-clicking and selecting “Update Field,” then “Update entire table.”
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Section 1.
Project Justification
1.1
Business Problem 
Briefly describe the business problem that the recommended project would address, including any problems related to technology, processes and/or services, without describing how the problem will be addressed. Include a brief statement of any mandates that require processes and/or services not currently in place. 

(
1.2
Project Description

Project Approach

Describe the approach the project will use to address the business problem. 

(
1.1.1. New or Modified Processes and Services

Describe the processes and/or services that would be modified or automated by the project. Include processes and/or services for agencies and constituents and list the users of the system (agency, citizens, employers, other agencies).

	Processes/Services
	Description of Modifications/Automation
	Users

	Example: Application for Services
	Currently applications for services are completed on paper by citizens, and data entered into the system by staff. This project will create an online web application for services that can be accessed by home computer or kiosk at a field location reducing the need for internal staff to data enter the applications.
	Agency & Citizens

	
	
	

	
	
	

	
	
	

	
	
	


1.1.2. Assumptions
List the assumptions relevant to the proposed project. 

(
1.1.3. Constraints

List the limitations or constraints relevant to the proposed project. 

(
1.1.4. Risks

List the initial set of known risks that may affect implementing the proposed project. Include any Risks identified from the Business Case Workbook, Evaluation tab, Section 5. Initial Risk Consideraton. 
(
1.1.5. BOP Project Sequence Number(s)

Provide the project sequence number(s) for the project from the Biennial Operating Plan (BOP).
(
1.2. Current Environment

1.2.1. Current Software

Describe the agency’s existing software that will be modified or replaced by the proposed project.

	Software Items
	Description
	Location?

(On Prem,

DCS, SaaS, other)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


1.2.2. Current Hardware

Describe the agency’s existing hardware that will be modified or replaced by the proposed project. 

	Hardware Items
	Description
	Location?

(DCS,

On Prem,

IaaS, other)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


1.3. Data Security

Answer the following questions regarding the data that will be used in your project.

	Data
	Definition
	Yes/No

	Will this project use, store, or transmit Personally Identifiable Information (PII) or Sensitive Personal Information (SPI)?
	Personally identifiable information (PII), or Sensitive Personal Information (SPI), as used in US privacy law and information security, is information that can be used on its own or with other information to identify, contact, or locate a single person, or to identify an individual in context.
	


	Is the data used in this project governed by any of the following standards?

	Data Standard
	Description of Data Standard
	Yes/No

	Health Insurance Portability and Accountability Act (HIPAA)
	http://www.hhs.gov/hipaa/for-professionals/security/

	

	Payment Card Industry Data Security Standard (PCI DSS)
	https://www.pcisecuritystandards.org/pci_security/standards_overview

	

	Internal Revenue Service Publication 1075 (IRS)
	https://www.irs.gov/pub/irs-pdf/p1075.pdf

	

	Other (Please Describe
	
	


1.4. Major Project Milestones

List the project’s preliminary major milestones, deliverables, and target dates (mm/dd/yy). Include Framework Deliverables listed in the table below. Detailed project milestones will be revised in the Project Plan during the project planning phase.
	Milestones/Deliverables  
	 Target Date mm/dd/yy

	QAT Approval of Business Case 
	

	Project Start Date 
	

	Project Plan Submitted to QAT
	

	Acquisition Plan Submitted to QAT
	

	Solicitation Posted (If necessary)
	

	Vendor Contract Executed (if necessary)
	

	
	

	
	

	
	

	
	

	
	

	Project Completion
	

	Post Implementation Review of Business Outcomes (due within 6 months of Completion)
	

	2nd Post Implementation Review of Business Outcomes (due 2 years after Completion)
	 


1.5. Business Objectives and Expected Benefits
Describe the project’s business objectives and expected benefits (i.e., what does the project need to accomplish?). Ensure the objectives support business needs. Describe how you will measure the outcomes to know if the project succeeded.  Identify when the outcome results are available to measure (e.g., after user acceptance testing or 6 months after implementation).
	Business Objectives and Expected Benefits
(What does the project need to accomplish?)
	Project Outcome Measures
(How will you know you succeeded?)
	Outcome Results Timing
(When are results available?)

	Allow for citizen access to submit an application 24/7 reducing the need for data entry clerks.
	System availability target 24/7 with 99.9% uptime.
3 FTE reassigned duties from data entry to other higher need tasks.
	System availability will be measured monthly upon project completion in 2018. 
Reduction manual data entry will be measured in 90 days after implementation, and then monthly reporting after that.

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


1.6. Alternatives Analysis
Describe alternative options, including the option of not implementing any project at all and at least one non-selected project option. State the reasons for not selecting each alternative. If at least one rejected alternative is not included, explain why.  Consider including options for cloud computing, Software as a Service (SaaS), or reuse of other agency systems.  
	Alternative Options
	Reasons For Not Selecting Alternative

	Status Quo
	Not implementing this project would require the

division to continue to spend staff time tracking data

on new service programs manually or through

contracts with outside entities. Tracking data in this

fashion increases turnaround times for needed

reporting and oversight. Complete project as

envisioned. CMBHS is already the system of record

for most MHSA related programs, so it will be the

most cost effective option to consolidate other

needed functions into the existing system.

	Commercial Off the Shelf (COTS) Software
	

	Cloud Computing (i.e., Hosted Solution)
	

	Software as a Service 
	

	Other State or Agency Solutions
	

	[Add other option considered, if applicable.]
	


1.7. Justification

Justify why the recommended project should be implemented. Provide a compelling argument by summarizing key quantitative and qualitative information from the Business Case Workbook’s Evaluation Factors sheet, such as statutory fulfillment or financial analysis. 

(
Section 2.
Glossary

Define all terms and acronyms required to interpret the Business Case properly.

(
Section 3.
Revision History

Identify changes to the Business Case.

	Version
	Date mm/dd/yy
	Name
	Description

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Section 4.
Appendices

Include any relevant appendices.

(
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NOTE: Please remove this page when creating a Business Case deliverable.
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