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Guidance to completing the business case 

	This business case template supports the Oxford Brookes University project governance processes.    

Faculty and Directorates can establish their own preference requirements to support project governance at a local level. 

This business case template is designed to be adaptable to the needs of each project commissioning body within the University. 

An alternative Terms of Reference template can be used to gain initial approval for a concept idea. 

If the appropriate commissioning body believe the concept idea has merit then the sponsor will be requested to submit a completed full business case which will then be considered for project approval 

The ticked boxes indicate the minimum information required for a project to be considered.
(  = Required  O= Option
	University Project (Executive) Board
	Faculty  / Directorate Projects

	Section 1. The case for change

	1.1
	Why is the project needed?
	(
	

	1.2
	Risks and impacts of not proceeding
	(
	

	Section 2. The solution

	2.1
	The project aims and objectives
	(
	

	2.2
	The project scope 
	(
	

	2.3
	Deliverables (aka Products)
	(
	

	2.4
	Project benefits  
	(
	

	2.5
	Strategic fit
	(
	

	2.6
	Resources required and costs
	(
	

	2.7
	Timescales
	(
	

	Section 3. Key impacts 

	3.1
	Stakeholder impacts
	(
	

	3.2
	Dependencies
	(
	

	3.3
	Main risks
	(
	

	3.4
	Assumptions
	(
	

	3.5
	Equality Impact Assessment 
	(
	

	Section 4. Measuring success

	4.1
	Critical success factors
	(
	

	4.2
	Evaluating benefits
	(
	

	Section 5. Project governance 

	5.1
	Project sponsor
	(
	

	5.2
	Project manager
	(
	

	5.3
	Project management and reporting arrangements
	(
	

	Section 6. Option appraisal summary

	6
	Summary of other options considered
	(
	

	Section 7. Appendices

	7.1
	Detail of other options as required
	(
	

	7.2
	Other supporting documents as required
	O
	

	NB: Training is provided by OCSLD to assist in the completion of this business case.
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	Alignment of projects to Brookes Strategic Goals 


Project management is recognised as being one of the most efficient means of managing change within organisations. 

The business case provides justification for undertaking a project, in terms of evaluating the benefits, cost and risk of alternative options and rationale for the preferred solution.

Its purpose is to obtain management commitment and approval for investment in the project. 

All projects at Oxford Brookes are required to either align themselves to the strategic goals of the University or protect the university from potential risk. 

	Strategic Goals 
	Strategic Objectives 

	1
	Student Experience

We will be a university that enables a student experience of the highest standard possible.


	1.1  Ensure that learning and teaching is at the leading edge and relevant to contemporary contexts


	1.2 Provide an environment where students are proactively engaged in shaping the student experience through opportunities to influence learning and extra-curricula policy, processes and outcomes

	2
	Research and Knowledge Transfer 

We will be a university committed to externally recognised world-leading research which is exploited and disseminated for the benefit of our communities
	2.1 Focus on the areas of research which are, or have the potential to be, recognised as world leading and to encourage multi- and interdisciplinary research activity across the University


	2.2 Increase the exploitation and dissemination of our highest quality research and our collaboration with other Higher Education Institutions and the public, private and third sector 



	3
	External 

We will be a university dedicated to improving the human condition in Oxfordshire and around the world

	3.1 Harness the creativity, knowledge and commitment of the University’s academics, administrative staff and students to benefit urban and rural communities principally within Oxfordshire


	3.2 Further develop mutually-beneficial partnerships to facilitate the application of the university’s education, research and knowledge transfer nationally and internationally and to prepare the University’s graduates to be engaged global citizens

	4
	Infrastructure and Services 

We will be a university characterised by its sector – leading, high quality, sustainable and cost-effective services, operating within a culture of continuous improvement
	4.1 Manage our activities to achieve self-sustaining and robust finances and a strong position relative to the HE sector


	4.2 Develop and enhance the quality and efficiency of the University’s infrastructure and services




The business case is owned by the sponsor.
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	Project name:
	

	Draft or final
	
	Version & date
	

	Reference ID*
	
	The author
	

	Project Sponsor
	
	Project manager
	

	Consultees 
	


* Reference ID: OBIS will assign reference identification to all projects being submitted to the IT portfolio.
Section 1: The case for change 
	1.1
	Why the project is needed 

The case for change: Brief description of current situation, what are the current issues which need addressing? This could be a problem or an opportunity. what solution(s) are necessary? 

	


	1.2
	Risks and impacts of not proceeding

What would be the consequences of not proceeding with this project?

	


Section 2: The solution  
	2.1
	The project aims and objectives

List the aims and objectives of the project

	


	2.2
	The project scope

How big is this project? What are the boundaries of this project? What is included? What is not included? 

	

	2.3
	Deliverables

What are the main Deliverables (aka Products) of this project? 

	


	2.4
	Project benefits
What are the benefits of this project? 

	
	Tick appropriate category
	(
	Add narrative and values as applicable 
	£ Value  

   once
	£ Value 

  annual

	Financial 

benefits


	A
	Cost avoidance


	
	
	
	

	
	B
	New income


	
	
	
	

	
	C
	Additional income
	
	
	
	

	Non-financial 

benefits
	D
	Strategic fit


	
	All projects are required to have a strategic fit with the University’s over all strategy See 2.5 

	
	E
	Competitive advantage
	
	

	
	F
	Competitive response
	
	

	
	G
	Management information
	
	

	Risk avoidance 
	H
	Risk avoidance
	
	
	£ Once
	£ Annual

	
	
	
	
	
	
	

	Additional information



	2.5
	Strategic fit 

	How does this project align itself to Oxford Brookes eight strategic objectives?

Leave Blank = is not applicable to the objective                              Medium = probable contribution to the objective
High  = clear and valuable contribution to the objective                   Low       = possible or uncertain contribution to the objective                        

Benefit cross reference 

In this box identify which benefits A,B,C,D,E,F,G or H  will impact upon which strategic objective   
Key measures 

Identify the key measures the project will adopt or develop which will be used to indicate whether the project has delivered the stated benefits. NB These can be existing KPIs, other key measures, customer satisfaction indices or a newly introduced measure specific to the project.  




	Select   (
	Strategic Objective
	Key benefits and measures 



	H
	M
	L
	
	

	
	
	
	1:1
	Student Experience Ensure that learning and teaching is at the leading edge and relevant to contemporary contexts.
	Key benefits 

· 

	
	
	
	
	
	Key measures 

· 

	
	
	
	1:2
	Student Experience Provide an environment where students are proactively engaged in shaping the student experience through opportunities to influence learning and extra-curricular policy, processes and outcomes. 
	Key benefits 

· 

	
	
	
	
	
	Key measures 

· 

	
	
	
	2:1
	Research & Knowledge Transfer Focus on the areas of research which are, or have the potential to be, recognised as world leading. To encourage multi- and interdisciplinary research activity across the University.
	Key benefits 

· 

	
	
	
	
	
	Key measures 

· 

	
	
	
	2:2
	Research & Knowledge Transfer Increase the exploitation and dissemination of our highest quality research and our collaboration with other HE Institutions and the public, private and third sector.
	Key benefits 

· 

	
	
	
	
	
	Key measures 

· 

	
	
	
	3:1
	External Harness the creativity, knowledge and commitment of the University’s staff and students to benefit urban and rural communities principally within Oxfordshire.
	Key benefits 

· 

	
	
	
	
	
	Key measures 

· 

	
	
	
	3:2
	External Further develop mutually-beneficial partnerships to facilitate the application of the university’s education, R&KT nationally and internationally and to prepare the University’s graduates to be engaged global citizens.
	Key benefits 

· 

	
	
	
	
	
	Key measures 

· 

	
	
	
	4:1
	Infrastructure & Services 

Manage our activities to achieve self-sustaining and robust finances and a strong position relative to the HE sector.
	Key benefits 

· 

	
	
	
	
	
	Key measures 

· 

	
	
	
	4:2
	Infrastructure & Services 

Develop and enhance the quality and efficiency of the University’s infrastructure and services.
	Key benefits 

· 

	
	
	
	
	
	Key measures 

· 

	
	
	
	5:1
	Compliance and risk avoidance 

Project required to satisfy an external compliance requirement or protects the University from a potential risk.
	Key benefits 

· 

	
	
	
	
	
	Key measures 

· 


	Additional information



	2.6
	Resources required and costs

What are the anticipated resources required Financial, Human, Equipment?

	Investment costs  
Year 1 

Year 2

Year 3

Year 4 

Year 5

Initial capital outlay  

Recurring annual costs 

If applicable please advise 

1) Anticipated sources of funding (internal/external) 

2) Projected revenues from the initiative 

3) Capital replacement timing and costs  

Resourcing 

What are the anticipated internal resource requirements for this initiative?  

Please indicate support time required from EFM, OBIS and other support areas.  




	2.7
	Time scales

Provide an overview of timescales for this project and any associated deadline dates

	


Section 3: Key impacts  
	3.1
	Stakeholder impacts
What are the impacts on people within and outside the University?  How will these impacts be managed? Whose involvement and support will be needed to support this project?

	

	3.2
	Dependencies

Is this project part of a University wide programme of work, is it dependent on or is another project dependent on this project?

	

	3.3
	Main risks

Outline the main risks and how these will be countered? Outline key risks associated with the project and key risks associated to the University including its reputation.

	

	3.4
	Assumptions

What assumptions underlie this project? What is taken for granted as fact upon which this business case is presented?

	

	3.5
	Equality impact assessment 

The University has a statutory duty to ensure that all projects are screened for their potential impact (positive or negative) on equality. Has the screening template been completed?  What impact (if any) has been identified for this project?

	

	3.5.1 
	Equality action plan 

If relevant – what actions are being put in place to remove/mitigate any potentially negative impact

	


Section 4 Measuring success   
	4.1
	Critical success factors

What will need to be achieved to ensure that project is a success?

	


	4.2
	Evaluating benefits 

What evaluation processes will you put in place to demonstrate whether benefits have been achieved?

	


Section 5 Project governance 
	5.1
	Project sponsor

Who is the key sponsor and what are the key reasons for them agreeing to this role?

	

	5.2 
	Project manager 

Who is (or proposed to be) the project manager, why has this person been chosen?

	

	5.3
	Project management and reporting arrangements 

Is a project steering group required? If yes what representations will be required to sit on the steering group?

Outline any key internal project governance arrangements.

	


Section 6 Options appraisal summary
	6.1
	Summary of other options considered 

The main option is contained within the body of the business case.

Describe the other options (including do nothing). Use the appendix if required.  

	Option 
	Summary 
	See Appendix 

	Option 1
	
	

	Option 2
	
	

	Option 3
	
	

	Option 4
	
	

	Option 5
	
	

	

	Recommended option

Advise why the main option is being recommended explaining why the other options have been rejected. 

	

	Estimated start date
	
	Estimated completion date
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	Project name:
	

	Date of decision
	
	Reference ID
	


Project Board decision to proceed 

Please select one of the three options below (or X
	
	Option: Yes to proceed

	Comments 

	

	Proceed to full definition and Implementation 
	Yes / No 
	Date agreed
	Date


	
	Option: To review and resubmit proposal

	Comments 

	

	To be resubmitted to project Board on
	Date 
	


	
	Option: No project declined 


	Comments 

	


	Decision made by (Signatures)
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	NB: Reproduce this page for corresponding options as required.


	Project name:
	


	Overview of option

Provide an overview summary explanation of the option

	

	Key deliverables 

How do the deliverables (aka products) for this option differ from the main option?  

	

	Resources required 
How do the anticipated resources for this option differ from the main option?  

	Investment costs  
Year 1 

Year 2

Year 3

Year 4 

Year 5

Initial capital outlay  

Recurring annual costs 

If applicable please advise 

1) Anticipated sources of funding (internal/external) 

2) Projected revenues from the initiative 

3) Capital replacement timing and costs  

Resourcing 

What are the anticipated internal resource requirements for this initiative?  

Please indicate support time required from EFM, OBIS and other support areas.  



	Stakeholder impacts

How will the impacts of this option on people within and outside the University differ from the main option?  

How will these differing impacts be managed? Whose additional involvement and support will be needed to support this option?

	

	Assumptions 
Outline any differences in assumption compared to the main option?

	

	Main risks 
Outline any differences regarding the main risks compared to the main option together with how these will be countered?

	

	Equality impact assessment 

Outline any differences regarding the potential impact on (positive or negative) on equality compared to the main option?

	

	Estimated Start date
	
	Estimated completion date
	


Concept 





Definition 





Implementation 





Handover & Close





Concept 





Definition 





Implementation 





Handover & Close





Concept 





Definition 





Implementation





Handover & Close





Concept 





Definition 





Implementation 





Handover & Close
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