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Explanation
The pages that follow provide a Word template to assist you in producing a summary (sometime called “proposal”) business case for the continuance of your pilot project following completion of the JISC grant. Their primary audience is the JISC Research Data Management Infrastructure projects undertaking sustainability planning that do not have an institutional template to be followed for presenting an internal business case. However the generic guidance and specific links to other tools may also be helpful to others, particularly if they are completing a business case for the first time.

Some organisations require a two stage process for assessing and approving initiatives. The first stage is the submission of a brief “proposal to develop a full business case”. Stage 2 is the submission of a full business case (the generic temple for which can be found in the companion document to this, “Generic Business Case Templates (Full), To Support the RDMI Programme Pilot Projects”. 

The sections contained in this template are a guide for you to complete or adapt to your particular requirements. Ensure that any commentary within the template is deleted from final business case. [These are contained with tables that can be easily deleted.]
Use this document in conjunction with “Business Case Guidance for the RDMI programme pilot projects”.
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 Executive summary

	Description:

This will be a high level summary of what’s being proposed, why it is important at this time and together with the anticipated benefits. It is important to explain why the project is needed by the institution linking its goals to that of the university/research institute’s strategy.

	Checklist for Executive Summary:

· Make sure the language is clear and that the reasons for the project and its outcome are well articulated. 

· Only include information that is contained in the body of the business case.

· It should be concise. Local guidance on maximum length is advised.
· It should be intelligible as a stand alone document. Busy people often rely upon the Executive Summary to inform them and don’t always absorb the totality of a document. 


Project Description
	Description:
This will include a brief description of the objectives of the project and its scope. That is what is and what is not included. List the key stakeholders together with their relationship to the project.

	Checklist for Project Description Section:

· Describe clearly the purpose and scope of the project.

· State what will change as a result of the project.
· Describe how success will be identified and measured 


Strategic Alignment

	Description:

Make this case of how the project aligns with the overall strategic plans of the University/Research Institute, and how it may impact the strategic plans for the Department/Unit.  

	Checklist for Strategic Alignment:

· Be clear that the project has been conceived take due note to local strategies. 

· Explanation of how the project impacts on the institution’s strategic goals.

· If possible state where there is support for this project and why it should be supported.
· Use tools such as those provided by AIDA and KRDS to inform your arguments.


Options
	Description:

Demonstrate that you have actively considered a number of options other than the preferred option of your project. These should be described together with why they have been discounted. One of the options should be consideration of doing nothing and its consequences. 

	Checklist for Options Appraisal:
· Outline the range of options and the likely results of each. Three or four options should be sufficient. 

· Explain why you have selected the proposed actions. 

· Very briefly, as this has been described elsewhere, point to how the proposed solution aligns with appropriate University/Research Institute strategies and polices. 


Benefits Appraisal

	Description:

This section will detail the expected financial and non-financial benefits of the project.
In the Keeping Research Data Safe (Phase 2) final report a benefits taxonomy has been produced that can inform your approach to developing this part of the business case. It is illustrated with two benefit case studies from the National Crystallography Service at Southampton University and the UK Data Archive. http://www.jisc.ac.uk/media/documents/publications/reports/2010/keepingresearchdatasafe2.pdf 

	Checklist for Benefits Appraisal:
· Keep focused on the problem, need or opportunity addresses by your project. 
· Are any of the benefits quantifiable? For example, reducing risk, or saving costs over time? 
· Include any intangible benefits and illustrate how they improve effectiveness of research and teaching. 


Risk Assessment

	Description:

This section is to provide a clear understanding of the risks that are related to the project. This can be presented as a risk log, which JISC funded projects will be familiar with maintaining. Detailed guidance notes are available via JISC infoNet Risk Management infoKit (http://www.jiscinfonet.ac.uk/InfoKits/risk-management). A Risk Assessment template is also available at (http://www.jiscinfonet.ac.uk/templates/ra.doc). More detailed risk appraisal of data repositories can be undertaken using the DRAMBORA toolkit (http://www.dcc.ac.uk/resources/tools-and-applications/drambora ).

	Checklist for Risk Assessment::

•
Risk Assessment – complete a risk log/register.
•
 Identify critical success factors.


Costs and Timescales
	Description:

In the context of the business case proposal the request for budget usually relates to funds to enable the completion of a full business case approval is given to go to the next stage. State if there is internal resource capability and capacity to complete a full business case. If not, state the budget required to complete the business case. Specify the timescales for developing a full business case.

The likelihood is that this section should also provide a best estimate of the overall project costs over the duration if a full business case were to be approved. This at this stage is often presented in a range rather than as a specific cost. The KRDS User Guide (see www.beagrie.com/krds.php ) has detailed advice and tools for activity-based costing and cost-benefit analysis.
Local guidance regarding the presentation of costs should be obtained, e.g. consult local departmental finance officers.

	Checklist for Cost Analysis:
· Check if there are local guidelines regarding the presentation of costs. Ask your departmental finance officer if assistance is available.

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

· Will support be required from Estates & Facilities, Computer Services and other areas? If so have you discussed the proposal in detail with them?
· Will external bodies / suppliers be involved?


This is standard and routine for any shared document or proposal. Each organisation is likely to have its own version. Use whatever is the norm locally.
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