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Centers for Medicare & Medicaid Services

<Business Owner’s Office/Center>
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7500 Security Blvd

Baltimore, MD 21244-1850
<Project Name (Acronym)>
Business Case
Version: <1.0>
 Last Modified: <Month Day, Year>
[Business Case Template Version 1.2 – May 29, 2009]
Approved for use by the ILC Steering Committee
Document Number: <document’s configuration item control number> 

Note to the Author

[This document is a template for creating a Business Case for a given project. The template includes instructions to the author, boilerplate text, and fields that should be replaced with the values specific to the particular project.
· Blue italicized text enclosed in square brackets (i.e., [text]) provides instructions to the document author, or describes the intent, assumptions and context for content included in this document.

· Blue italicized text enclosed in angle brackets (i.e., <text>) indicates a field that should be replaced with information specific to the particular project.

· Text and tables in black are provided as boilerplate examples of wording and formats that may be used or modified as appropriate.  

This template covers the minimum information that should be included in the Business Case.  When using this template, follow these steps:

1) Replace all text enclosed in angle brackets (e.g., <Project Name (Acronym)>) with the appropriate information for the specific project. These angle brackets appear in both the body of the document and in headers and footers.

2) Modify any boilerplate text as appropriate to the specific project. 

3) To add any new sections to the document, ensure that the appropriate header and body text styles are maintained.  Styles used for the section headings are Heading 1 (Times New Roman 16 pt and Section Sub-Headings are Heading 2 (Times New Roman 14 pt).  The style used for boilerplate and body text is Body Text (Times New Roman 12 pt).

4) To update the Table of Contents, right-click and select “Update field” and choose the option-“Update entire table”.  Ensure that sub-headings at each level in the Table of Contents are appropriately indented for improved readability.

5) Delete this “Notes to the Author” page and all instructions to the author (i.e., all blue italicized text enclosed in square brackets) before finalizing the initial draft of the Business Case.]
APPROVALS

[Obtain signature approval of the final document from the CMS Business Owner.]

Submitting Organization’s Approving Authority:

Signature                                   Printed Name                           Date                        Phone Number

<Position Title> [e.g., <CMS Business Owner>]
REVISION HISTORY

[Use the table below to record information regarding changes made to the document over time.]
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1.  Introduction
[Summarize the purpose of the document, the scope of activities that resulted in its development, the intended audience for the document, and expected evolution of the document.  Also describe any security or privacy considerations associated with use of this document.] 

This Business Case assists the organizational stakeholders in making decisions regarding the viability of a proposed investment in the <Project Name (Acronym)>.
2. REFERENCED DOCUMENTS
[Provide identifying information for all documents used to arrive at the business case and/or referenced within the document (i.e., Business Process Model(s), Requirements Document, High-Level Technical Design Concept & Alternatives Analysis, Information Security Risk Assessment, etc.).]
Table 1:  Referenced Documents

	Document Name
	Document Number
	Issuance Date

	<document name>
	<document’s configuration item control number>
	<Month Day, Year>

	
	
	

	
	
	


3. Overview
[Provide a synopsis of the key points of this Business Case document. Outline for the reader what the investment/project (hereafter referred to as “project”) is about, what benefits it will provide, how it aligns with the goals and objectives of the organization, etc. Avoid ambiguous acronyms, terminology, concepts, etc.]
4. GENERAL PROJECT INFORMATION
	Project Name
	<Enter a name for the proposed project>

	Requested By
	<Enter full name>

	Business Owner
	<Enter Business Owner/Manager supporting this document>

	Contact Info.
	<Enter email address and phone number of primary contact>

	Project Classification
	<Enter the project classification assigned by the Intake Team>

	Desired Start Date
	<Enter a desired start date for the requested project>


4.1 BUSINESS NEED

[Provide a detailed explanation of the business need/issue/problem that the requested project will address, including any legislative mandates, regulations, etc. Include any expected benefits from the investment of organizational resources into the project. This information may be taken from Section 3.2 of the Business Process Description Template if available.]
4.2 GOALS/SCOPE

[Provide a detailed description of the purpose, goals, and scope of the proposed project. Detail expected short-term, long-term, and operational goals and objectives.  Enter a detailed explanation of how the proposed project aligns with, or advances, organizational goals and objectives, and avoids duplication of any enterprise architecture components.]

4.3  TC  "\"5.A.  CMS Employees and Users of CMS IT Resources\"" \l 2 Business Drivers

[Identify and briefly describe the business drivers for undertaking the effort to build a new system or significantly modify an existing system.  Examples include legislation and opportunities for operational improvements.  Please be sure to indicate clearly relevant deadlines (e.g., statutory deadlines that CMS must meet).]

4.4  TC  "\"5.A.  CMS Employees and Users of CMS IT Resources\"" \l 2 Stakeholders

[Identify the entities, components, and people that have an interest or influence on the project or will be impacted by its outcome.  This information may be taken from Section 3.3 of the Business Process Description Template, if available.]
4.5 Risks/Issues
[Identify basic business and technical risks/issues of executing and/or not executing the project. CMS enterprise risk categories include: Cost (Annual & Total Life Cycle, Organizational Culture, Partnership/Stakeholder Involvement, Resources, Schedule, Scope/Quality, Security, Sponsorship, and Technology.  The Security risks can be addressed by referencing the Information Security Risk Assessment document. This information may be taken from Section 3.4 of the Business Process Description Template if available.]
5. High Level Business Concept
[Provide a high-level overview of the business process within the context of the overall program with which it is associated.  Include the business process pertaining to the Business Case and all interfacing internal and external business processes.  This section should not go into the detail that the Business Process Model deliverable covers.  Rather, this section should identify the type of information that flows between the business processes and could be potentially impacted with any change to the primary business process.  This diagram should not include any technical systems, detailed data descriptions, etc.; that level of information should be included in the High Level Technical Design document deliverable.  This information may be taken from Section 2.1 of the Business Process Description Template if available.]
6. High level business impacts
[Outline, at a high-level, what business functions/processes may be impacted, and how, by the project for it to be successfully implemented. Describe plans for addressing ongoing operations, future growth, and how the impacts will be addressed and managed. Consider not only the requirements for additional hardware, software, building materials, and space but also where financial funding for these things will come from, additional resource requirements, staffing, training, other expenditures, etc. Also describe how investment performance will be measured. Identify specific performance indicators that may be used to measure investment outcomes and its progress in addressing the particular business need. This information may be taken from Section 3.5 of the Business Process Description Template if available.]
7. alternatives ANALYSIS
[Identify options and alternatives to the proposed project and the strategy used to identify and define them. Further analysis of these potential options should be performed to identify a preferred solution. Include a description of the approaches for the identification of alternatives and an outline/description of each alternative considered. Include at least three viable alternatives: keeping things “as-is” or reuse existing people, equipment, or processes; and at least two additional alternatives. Identify one as the preferred solution.

One approach to presenting the alternatives analysis is illustrated in the section below. The content of such a section may vary between projects based on the type of alternatives being analyzed and the approach taken.]
7.1 alternative a

[Include a detailed alternative analysis that contains information such as, but not limited to, the following:

· Cost/benefit analysis

· Initial and ongoing costs
· Payback period
· Return on investment (ROI)
· Other financial consideration
· Security considerations]

Table 2:  Alternatives Analysis Example 

	Alternative Analysis 
	Initial Investment
	Year 1
	Year 2
	Year 3
	Year 4
	Year 5

	Cost of Alternative (A)
	($1,000,000)
	($1,250,000)
	($750,000)
	($500,000)
	($250,000)
	($250,000)

	Organizational Cost Savings
	$0
	$250,000
	$500,000
	$750,000
	$1,000,000
	$1,000,000

	Stakeholder Benefit
	$0
	$100,000
	$200,000
	$300,000
	$400,000
	$500,000

	Net Benefit
	($1,000,000)
	($900,000)
	($50,000)
	$550,000
	$1,150,000
	$1,250,000

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Discount Rate
	5.00%
	
	
	
	
	

	Payback Period (years)
	4.20
	
	
	
	
	

	Net Present Value 
	$498,132
	
	
	
	
	

	Internal Rate of Return
	12%
	
	
	
	
	

	Total Return on Investment
	180.00%
	
	
	
	
	


7.2 alternative b

[Include a detailed alternative analysis that contains information such as that outlined in Alternative A]

7.3 alternative C

[Include a detailed alternative analysis that contains information such as that outlined in Alternative A]

8. Preferred Solution

8.1 Financial Considerations

[Identify funding sources for all project component costs for the preferred solution. This should include consideration of items such as capital costs, operating costs, total cost of ownership, impact on other projects, funding requirements, etc.]
8.2 Preliminary Acquisition Strategy/Plan

[Identify acquisition sources for the preferred solution that includes all project supplies, services, and commercial items. Identify the number of task orders and/or Statement of Works planned as well as the acquisition vehicle (i.e. ESD, EDC, etc.)  It’s important to note that the PM is not necessarily directly involved in the procurement of supplies or services. The individual designated as the Project Officer acts as a liaison between the project team and the Office of Acquisition and Grants Management (OAGM)  to communicate project acquisition requirements.]
8.3 Preliminary Work Breakdown Structure

[Include a Work Breakdown Structure (WBS) for the preferred solution. The WBS organizes and defines 100% of the scope of project work to be accomplished and displays it in a way that relates work elements to each other and to the project’s goals.]

8.4 Assumptions and Constraints

[Provide a detailed explanation of any assumptions and/or constraints applied to the information documented within this Business Case.]
9. GLOSSARY

[Provide clear and concise definitions for terms used in the Business Case that may be unfamiliar to readers of the document.  Terms are to be listed in alphabetical order.] 

<Term Name>

<Term definition>

<Term Name>

<Term definition>
10. ACRONYMS
[Provide a list of acronyms and associated literal translations used within the document. List the acronyms in alphabetical order utilizing a tabular format as depicted below.]

	<ACRONYM>
	<Literal Translation>

	COTS
	Commercial Off-The-Shelf

	GOTS
	Government Off-The-Shelf

	ROI
	Return On Investment

	WBS
	Work Breakdown Structure


11. APPENDICES
[Utilize appendices to facilitate ease of use and maintenance of the Business Case.  Each appendix should be referenced in the main body of the document where that information would normally have been provided.]  
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