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Investment Proposal
	Project
	Project title

	Proposed by
	Author, Faculty or Service, Date

	Reference
	Author’s, Faculty or Service reference

	Estimated Capital
	Capital funding required from the Investment Approval Panel

	Estimated Revenue (set-up)
	Set-up revenue required from the Investment Approval Panel

	Estimated ongoing Revenue (per year)
	Ongoing revenue commitments (for example salary costs)

	Payback
	Year in which payback will occur (see section 5)

	Project Start Date
This must be completed
	Project Completion Date

This must be completed


Proposal
Instructions: This template should be used for any bid submitted to the Investment Approval Panel. The RED font gives instructions for completing the form and the GREEN font gives examples of typical content. 
This section should provide an overall summary of the investment proposal, not more than 1 side A4.
For example:

Authorisation is requested for the expenditure of £xx,xxx capital, and allied one off revenue of £xx,xxx and ongoing revenue of £xx,xxx per year for the implementation of ………… for ………….
Tangible benefits of £xx,xxx per year will be derived from …………… The full annual benefits will be realised in year x. The financial analysis has been completed over an x year period and payback will occur in year x.

Further significant intangible benefits will come from ……………………

1.  Strategic case

This aspect of the business case explains how the scope of the investment or proposed project fits within the existing strategies of the University; and the compelling case for change.
Minimum content needed for this section: description of the need and its contribution to the University’s strategy, objectives, why it is needed now, key benefits to be realised, key risks, critical success factors and how they will be measured; main stakeholders.

Not more than 1 side A4

Questions to be addressed when preparing this section of the business case:

· How well does the proposed way of meeting the requirement support the University’s objectives and current priorities?

· If it is a poor fit, can the scope be changed?

· Is the project needed at all?

· Have the stakeholders made a commitment to the project?
2.  Options appraisal
This aspect of the business case should show that a range of options have been considered in response to the University’s existing and future needs. It aims to arrive at the optimum balance of cost, benefit and risk.

Minimum content needed for this section: high level cost/benefit analysis of (ideally) three options for meeting the need (where applicable); include analysis of ‘soft’ benefits that cannot be quantified in financial terms; identify preferred option and any trade-offs. Note that options appraisal must be carried out in detail before selecting a preferred option.

Questions to be addressed when preparing this section of the business case:

· Has a wide range of options been explored?

· Have innovative approaches been considered and/or collaboration with others?

· If not, why not?

· Has the optimum balance of cost, benefit and risk been identified? If not, what trade-offs need to be made e.g. foregoing some of the benefits in order to keep costs affordable; taking carefully considered risks to achieve more substantial benefits?

3.  Commercial aspects (optional)

Where there is an external procurement, this section outlines the potential commercial arrangement.
Minimum content required for this section: proposed sourcing option, with rationale for its selection; key features (show any details in the Annex) of proposed commercial arrangements (e.g. contract terms, contract length, payment mechanisms and performance incentives); the procurement approach/strategy with supporting rationale.

Questions to be addressed when preparing this section of the business case:

· Can value for money be obtained from the proposed sources (e.g. partners, suppliers)?

· If not, can the requirement be made attractive to a wider market?

4.  Financial case
Assessment of affordability and available funding - links proposed expenditure to available budget and existing commitments.

Minimum content for this section: broad estimate of projected whole-life cost and benefit of the investment preferred option, statement of available funding and, including departmental costs (where applicable).
Any detailed costings to be shown in the Annex.
If the investment/project will result in the need for additional staff then a Workforce Planning Form should be completed and shown in the Annex. The form should have been approved by the FMT or SMT and held by the Management Accountant until the business case is approved by the Panel. Approval of the business case will also include approval of any related Workforce Planning Forms. 
Ideally not more than 1 side A4

Questions to be addressed when preparing this section of the business case:

• Can the required budget be obtained to deliver the whole investment?

• If not, can the scope be reduced or delivered over a longer period?

• Could funding be sought from other sources?

4.1 Estimated cost
Use the table below to show a high level breakdown of the costs (including setup costs - capital and revenue and the ongoing additional revenue commitment to support business as usual).
Use the table to describe the costs to be funded by the Panel, show any additional items being funded from existing budgets or external sources separately.

	
	Capital

£000s
	Revenue

£000s
	Total

Project

£000s

	Capital



Computer hardware



Software
	£10

£9
	
	£10

£9

	Capital total
	£19
	
	£19

	Revenue (set-up costs)



Hardware and software installation



Project support
	
	£1

£2
	£1

£2

	Revenue total (set-up costs)
	
	£3
	£3

	
	
	
	

	Total
	£19
	£3
	£22

	
	
	
	

	Ongoing Revenue (per year)



Consumables



System support
	
	£1

£5
	£1

£5

	Ongoing Revenue (per year)
	
	£6
	£6


4.2 Benefit Breakdown

Use the table/s below to show the benefits and the rationale behind them. The table should include tangible financial and non financial benefits as well as intangible benefits.

For tangible non financial benefits the table should show the improvement expected using an appropriate measure of performance. All tangible benefits must be measured in the post implementation review.
Financial Benefits
	Reduction in work outsourced

Printing work completed by external suppliers can be produced in-house using the upgraded software. Saving £15k pa based on analysis of last year’s external spend.
	£15k per year

	Reduction in printing costs

Reducing overall printing costs by greater use of email, and web site.
	£9k per year


Non Financial Benefits
	Improved customer satisfaction

10% improvement in customer satisfaction as measured in a customer satisfaction survey before and after implementation.
	10% improvement in overall customer satisfaction


Intangible Benefits
	Reputation

Improved quality of printed materials will improve the University’s reputation
	


4.3 Phasing & Financial Payback
Use the table below to show when the costs (being funded by the Panel) will be incurred. Revenue includes the set-up revenue costs and the ongoing additional revenue commitment to support business as usual.

	
	Capital

£000s
	Revenue

£000s
	Benefit

£000s
	Cumulative

Cashflow

£000s

	2007/08
	£19
	£3
	
	(£22)

	2008/09
	
	+£6
	-£12
	(£16)

	2009/10
	
	+£6
	-£24
	£2

	2010/11
	
	+£6
	-£24
	£20

	2011/12
	
	+£6
	-£24
	£38

	2012/13
	
	+£6
	-£24
	£56


State the year in which the payback will occur and the Net Present Value (NPV) of the investment. Please Note – The payback period and NPV are not required for investments under £20,000. In the above example:

Payback will occur in Year 3
Net Present Value = £48,000 (based on analysis over 5 years)
DISCOUNT FACTOR @ 3.5% p.a. 

An NPV model can be found on http://eag.dfpni.gov.uk/npc-calculator.htm
5.  Project management (optional)
This section of the business case only applies if the investment is required for a project or programme of work, for example a new IT system, building or refurbishment programme, re-organisation, equipment upgrade programme etc. 
If the investment is not part of a project for example the replacement of a piece of capital equipment, then this section of the business case is optional.

This section addresses the ‘achievability’ aspects of a project. Its primary purpose is to set out the project organisation and actions which will be undertaken to support the achievement of intended outcomes including procurement activity (where applicable) or detailed study with existing providers.

Minimum content for this section: high level plan for achieving the desired outcome, with key milestones and major dependencies (e.g. interface with other projects); key roles, with named individual as the project’s owner; major risks and issues identified and outline plan for addressing them.
Questions to be addressed when preparing this section of the business case:

· Can this project be achieved with the organisation’s current capability and capacity?

· If not, how can the required capability be acquired?

· Can the risks be managed – e.g. scale, complexity, uncertainty?

· Does the scope or timescale need to change?

5.1 High level milestone plan

Use a diagram similar to the one below to show the high level activities and milestones, always include the post implementation review. 
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5.2 Key milestones and major dependencies
	No
	Milestone
	Dependency

	
	
	

	
	
	

	
	
	


Describe any dependencies that the project has on outside factors such as other projects/investments within the University, external funding or other initiatives.
Key:

No – identification number

Milestone – titles of the major milestones within the project.
Dependency. – list any external dependencies that the achievement of the milestone is dependent on (for example another project, external funding etc.)
5.3 Key roles

Identify the key roles and staff who will be responsible for the successful completion of the project. 

Project Executive/Senior Responsible Owner/Sponsor – [name]

Role - To ensure that the project is focussed throughout its life-cycle on achieving its objectives and delivering a product that will achieve the projected benefits.
Senior User/s – [name/s]

Role - Responsible for the specification of the needs of all those who will use the final product, for liaison with the project team and monitoring that the solution will meet those needs within the constraints of the business case in terms of quality, functionality and ease of use.

Senior Supplier – [name/s]

Role – Represents the interests of those designing, developing, facilitating, procuring, implementing and possibly operating and maintaining the project’s products.

Project Manager – [name]

Role – The Project Manager has the authority to run the project on a day to day basis on behalf of the Project Board within the constraints laid down by the board. The Project Manager’s prime responsibility is to ensure that the project produces the required products, to the required standard of quality and within the specified constraints of time and cost.
Key Project Team Members:

[name]
[role]

Project manager role can be combined with Senior Supplier.

Project Executive (SRO) can be combined with the Senior User.
5.4 Major risks 
List the major risks the Panel should be aware of when reviewing the proposal. A Risk is something that may occur in future and could have a detrimental impact on the successful outcome of the project.
	No
	Description
	Prob.
	Imp.
	Resp
	Planned counter measure/response

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Key:

No – identification number

Description – Description of the risk
Prob. – probability that the risk will occur: H (High), M (Medium), L (Low).

Imp. – impact i.e. the impact the risk will have on the project if it occurs: H (High), 
M (Medium), L (Low).

Resp – Person responsible for managing the risk

Planned counter measure/response – Action that will be taken by the project to reduce the likeliness of the risk occurring and/or the planned action that will be taken if the risk occurs.
5.5 Major issues
List the major issues that the Panel should be aware of when reviewing the proposal. An Issue is something that has already occurred or is present and needs to be managed to avoid having a detrimental impact on the project.
	No
	Description
	Resp
	Planned actions

	
	
	
	

	
	
	
	

	
	
	
	


Key:

No – identification number

Description – Description of the issue

Resp – Person responsible for managing the issue

Planned actions – outline plan for dealing with the issue.
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Tasks

Activity 1 e.g. Project Start Up

Activity 2

Milestone 1

Activity 3

Milestone 2

Activity 4

Activity 5

Milestone 3

Activity 6 e.g. Post Implementation Review

Milestone 4 e.g. Project Close
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