business case format examples

business case format examples are essential tools for organizations looking to make informed
decisions about investments, projects, or strategies. A well-structured business case not only presents
a clear rationale for a proposed initiative but also outlines the expected benefits, costs, and potential
risks. This article will delve into various business case format examples, offering insights into their
components, purpose, and how to effectively present them. By understanding the different formats
and their applications, businesses can enhance their decision-making processes and align their
strategies with their goals.

In this article, we will cover the following topics:

e Understanding Business Cases

Key Components of a Business Case

Common Business Case Format Examples

How to Write an Effective Business Case

Best Practices for Presenting a Business Case

e Conclusion

Understanding Business Cases

A business case is a documented argument that justifies the initiation of a project or task. It is a
critical tool used by project managers and stakeholders to assess the feasibility and value of a
proposal. The primary purpose of a business case is to enable informed decision-making by providing
a detailed analysis of the potential benefits, costs, and risks associated with the project. By
presenting a clear and logical case, businesses can secure funding and support for their initiatives.

Business cases are often used in conjunction with project management methodologies and can vary
widely in format depending on the organization's requirements and the complexity of the project.
Understanding the nuances of different business case formats can help teams tailor their
communications effectively to their audience.

Key Components of a Business Case

Regardless of the format used, a business case typically includes several key components that
provide a comprehensive overview of the proposed initiative. These components help to structure the
argument and make it more persuasive. The essential elements of a business case include:



e Executive Summary: A brief overview that summarizes the key points of the business case,
including the problem, solution, and expected benefits.

¢ Problem Statement: A clear articulation of the issue that the project aims to address,
including its impact on the organization.

e Proposed Solution: An outline of the recommended approach to solve the problem, including
any alternatives considered.

» Cost-Benefit Analysis: A detailed examination of the expected costs versus the anticipated
benefits, often presented in quantitative terms.

* Risk Assessment: An analysis of potential risks associated with the project and strategies for
mitigating them.

¢ Implementation Plan: A high-level overview of how the project will be executed, including
timelines and resource allocation.

e Conclusion: A final summary that reinforces the importance of the project and urges support
for the proposal.

Common Business Case Format Examples

There are various formats that a business case can take, each serving different purposes and
audiences. Here are some common business case format examples:

1. Traditional Business Case Format

This format is often used in larger organizations and involves a comprehensive document that
includes all key components mentioned earlier. The structure typically follows a logical flow from
problem identification to the proposed solution and supporting analysis. This format is ideal for
complex projects requiring detailed justification.

2. Executive Summary Format

For stakeholders who may not have time to read a full business case, an executive summary format

condenses the essential information into a brief document, usually no longer than a few pages. This

format highlights the key aspects of the business case, making it easier for decision-makers to grasp
the core message quickly.

3. Lean Business Case Format

The lean business case format is a simplified version that focuses on essential elements without
extensive detail. It is particularly useful for smaller projects or startups where time and resources are



limited. The lean format emphasizes speed and clarity, allowing teams to make decisions rapidly.

4. Visual Business Case Format

This format incorporates visuals such as charts, graphs, and infographics to present data and
information more engagingly. It is beneficial for presentations where visual impact can enhance
understanding and retention of information. This format is especially effective for conveying complex
information succinctly.

How to Write an Effective Business Case

Writing a business case requires careful planning and consideration of the audience's needs. Here are
steps to create an effective business case:

1. Identify the Audience: Determine who will be reading the business case and tailor the
content to their interests and knowledge level.

2. Define the Problem: Clearly articulate the problem and its implications for the organization.
Use data to support your claims.

3. Propose a Solution: Outline the proposed solution, ensuring it is feasible and aligns with
organizational goals.

4. Conduct a Cost-Benefit Analysis: Quantify the expected costs and benefits, providing a clear
rationale for the investment.

5. Assess Risks: Identify potential risks and outline strategies for mitigating them, demonstrating
thorough analysis.

6. Draft the Document: Write the business case, ensuring it is clear, concise, and persuasive.
Use headings and bullet points for readability.

7. Review and Revise: Seek feedback from peers and revise the document as necessary to
ensure clarity and impact.

Best Practices for Presenting a Business Case

Presenting a business case effectively is just as important as writing it. Here are best practices to
consider:

e Know Your Audience: Understand the interests and concerns of your audience to address
them directly during the presentation.



e Use Visual Aids: Incorporate slides, charts, and other visual aids to enhance understanding
and retention of information.

* Practice Delivery: Rehearse the presentation multiple times to ensure smooth delivery and
confidence during the actual presentation.

e Encourage Questions: Allow time for questions and discussion, demonstrating openness to
feedback and concerns.

* Follow Up: After the presentation, follow up with stakeholders to keep the conversation going
and address any lingering questions.

Conclusion

Business case format examples provide a structured approach to presenting the rationale behind
projects and investments. By understanding the key components and various formats available,
organizations can create compelling business cases that facilitate informed decision-making. Whether
opting for a traditional format, a lean approach, or a visually engaging presentation, the effectiveness
of a business case ultimately lies in its clarity, relevance, and ability to persuade stakeholders of its
value. Emphasizing solid evidence, thorough analysis, and clear communication will enhance the
likelihood of gaining the necessary support for proposed initiatives.

Q: What is a business case?

A: A business case is a document that justifies the initiation of a project by outlining the problem, the
proposed solution, the expected benefits, costs, and potential risks. It serves as a decision-making
tool for stakeholders.

Q: Why is a business case important?

A: A business case is important because it provides a structured argument for a project, helping
stakeholders understand its value and making informed decisions about resource allocation and
project approval.

Q: What are the components of a business case?

A: The components of a business case typically include an executive summary, problem statement,
proposed solution, cost-benefit analysis, risk assessment, implementation plan, and conclusion.

Q: How do | choose a business case format?

A: The choice of business case format depends on the complexity of the project, the audience, and
the level of detail required. Consider whether a traditional, executive summary, lean, or visual format



best suits your needs.

Q: How can | improve my business case writing?

A: To improve business case writing, focus on clarity and conciseness, use data to support your
arguments, tailor the content to your audience, and adhere to a logical structure that guides the
reader through your reasoning.

Q: What is a lean business case?

A: A lean business case is a simplified version of a traditional business case that focuses on essential
elements without extensive detail. It is particularly useful for smaller projects or startups where speed
and clarity are prioritized.

Q: How should I present a business case?

A: Present a business case by knowing your audience, using visual aids, practicing delivery,
encouraging questions, and following up after the presentation to keep the discussion active and
address concerns.

Q: What common mistakes should | avoid in a business case?

A: Common mistakes to avoid include lacking clarity, providing insufficient data, failing to address
potential risks, being overly detailed or too vague, and not tailoring the content to the audience.

Q: Can | use templates for a business case?

A: Yes, using templates can help streamline the writing process and ensure that all key components
are included. However, it is essential to customize the template to fit the specific project and
organizational context.

Q: What is the role of visual aids in a business case?

A: Visual aids play a crucial role in enhancing understanding and retention of information in a
business case presentation. They can simplify complex data, illustrate relationships, and make the
overall argument more compelling.
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business case format examples: How to Write Great Business Cases Karin Schnarr, Meredith
J. Woodwark, 2023-07-01 Offering a step-by-step guide on how to write an impactful decision-based
teaching case for business education, this book aids in the creation of resources that will be
essential for an academic curriculum. It demonstrates how the case and teaching note can be
prepared and presented for a successful submission to publishers.

business case format examples: Making the Compelling Business Case W. Messner,
2013-11-26 Providing the necessary background information and hands-on tools to build compelling
business cases, this book will increase the reader's capability to champion new business
development ideas, take them to senior management, and facilitate the decision process by
understanding the key theories and practices of finance and corporate investments.

business case format examples: Shared Services in Finance and Accounting Tom Olavi
Bangemann, 2005 Most large companies worldwide today have some kind of shared services concept
in place. Over half of the medium and large companies are currently engaged in some kind of shared
service project activity. The investment in shared services is always calculated in millions. In other
words, the costs of getting it right (or getting it wrong) can be huge. Shared Services in Finance and
Accounting is a concise blueprint for identifying, assessing, designing, implementing and improving
the process for shared services in the finance and accounting function. Tom Bangemann focuses on
critical success factors, the people issues involved, and learning from other people's big mistakes.
The book includes a variety of real life examples and real benchmarking data, performance metrics
and best practices. The section on implementation is based on a proven five-phase methodology and
explains the steps and activities involved as well as showing examples of the deliverables and the
results you can expect. Any CEO, MD, CFO, Finance Director and senior finance people will find this
book a 'must-have' guide to the process before they start and an excellent benchmark against which
to measure the performance of any existing shared service operation.

business case format examples: Project Management Theory and Practice, Third
Edition Gary L. Richardson, Brad M. Jackson, 2018-07-27 Project Management: Theory and
Practice, Third Edition gives students a broad and real flavor of project management. Bringing
project management to life, it avoids being too sterilely academic and too narrowly focused on a
particular industry view. It takes a model-based approach towards project management commonly
used in all industries. The textbook aligns with the latest version of the Project Management
Institute’s Project Management Body of Knowledge (PMBOK®) Guide, which is considered to be the
de facto standard for project management. However, it avoids that standard’s verbiage and presents
students with readable and understandable explanations. Core chapters align with the Project
Management Institute’s model as well as explain how this model fits real-world projects. The
textbook can be used as companion to the standard technical model and help those studying for
various project management certifications. The textbook takes an in-depth look at the following
areas important to the standard model: Work Breakdown Structures (WBS) Earned Value
Management (EVM) Enterprise project management Portfolio management (PPM) Professional
responsibility and ethics Agile life cycle The text begins with a background section (Chapters 1-9)
containing material outside of the standard model structure but necessary to prepare students for
the 10 standard model knowledge areas covered in the chapters that follow. The text is rounded out
by eight concluding chapters that explain advanced planning approaches models and projects’
external environments. Recognizing that project management is an evolving field, the textbook
includes section written by industry experts who share their insight and expertise on cutting-edge
topics. It prepares students for upcoming trends and changes in project management while
providing an overview of the project management environment today. In addition to guiding students
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through current models and standards, Project Management: Theory and Practice, Third Edition
prepares students for the future by stimulating their thinking beyond the accepted pragmatic view.

business case format examples: Design: A Business Case Brigitte Borja de Mozota, Steinar
Valade-Amland, 2020-08-24 Design: A Business Case challenges you to stimulate innovation in your
own organization as an ongoing and integral dialogue between complementary skills-to bridge mind
and matter, image and identity. Design thinking is a framework developed to ensure C-suite
endorsement of the pursuit of design excellence in all actions undertaken by the organization.
Design management is a rigorous and strategically anchored mechanism to capitalize on the
investment in design as intellectual capital. And design - as we’ve always known it - is the skills,
methods and creative capabilities needed to embody ideas and direction. Design thinking inspires,
design management enables, design embodies. This book aims to build the bridges needed to
reconcile the three, and to encourage organizational and professional environments in which their
combined forces can thrive and reverberate.

business case format examples: Healthgrid Research, Innovation, and Business Case
Tony Solomonides, 2009 The principal objective of HealthGrid conference and HealthGrid
Association is the exchange and debate of ideas, technologies, solutions and requirements that
interest the grid and the life-science communities. This work reflects the anticipated move towards
real applications, and discusses accessibility, core technologies and data integration.

business case format examples: A Practical Guide to Information Systems Strategic
Planning Anita Cassidy, 2016-04-19 The foundation of a successful information systems strategic
plan is the recognition that business direction and requirements must drive the IS strategy and
computing architecture. A Practical Guide to Information Systems Strategic Planning, Second
Edition outlines a systematic approach to guide you through the development of an effective IS plan
t

business case format examples: Making the Software Business Case Donald ]. Reifer,
2001-09-05 Just the understanding and insights you will pick up about how people encounter and
cope with combinations of technical, social, political, and economic opportunities and challenges
make the book a joy to read and worth much more than the price of it alone. --Barry Boehm, from the
Foreword This practical handbook shows you how to build an effective business case when you need
to justify--and persuade management to accept--software change or improvement. Based on
real-world scenarios, the book covers the most common situations in which business case analyses
are required and explains specific techniques that have proved successful in practice. Drawing on
years of experience in winning the battle of the budget, the author shows you how to use commonly
accepted engineering economic arguments to make your numbers sing to management. The book
provides examples of successful business cases; along the way, tables, tools, facts, figures, and
metrics guide you through the entire analytic process. Writing in a concise and witty style, the
author makes this valuable guidance accessible to every software engineer, manager, and IT
professional. Highlights include: How and where business case analyses fit into the software and IT
life cycle process Explanations of the most common tools for business case analysis, such as
present-value, return-on-investment, break-even, and cost/benefit calculation Tying the business
process to the software development life cycle Packaging the business case for management
consumption Frameworks and guidelines for justifying IT productivity, quality, and delivery cycle
improvement strategies Case studies for applying appropriate decision situations to software
process improvement Strategic guidelines for various business case analyses With this book in hand,
you will find the facts, examples, hard data, and case studies needed for preparing your own winning
business cases in today's complex software environment.

business case format examples: Making the Business Case Ian Gambles, 2017-03-02 A good
business case is so much more than simply the means to justify a decision. A well-written and
well-researched business case will secure funding; make sure any project stays on the right side of
regulation; mobilize support for the cause; provide the platform for managing the project and the
benchmark against which to measure progress. Ian Gambles' Making the Business Case shows you



how to make sense of the task at hand, develop a strategy, articulate your options, define the
benefits, establish the costs, identify the risks and make a compelling case. Just as with the best
business cases, the text is concise, jargon-free and easy to read; illustrated throughout with practical
examples drawn from real cases and including reflective exercises at the end of each chapter to help
you consolidate what you have learned. At only 198 pages long, this is a jewel of a book; essential
reading for the manager tasked with making the business case, the senior manager who needs to
understand and test it, and the project manager who is responsible for delivering whatever is agreed
on.

business case format examples: Delivering ITSM for Business Maturity Beverly
Weed-Schertzer, 2019-03-06 IT Service Management (ITSM) is an imperative part of achieving
business maturity, but has long been thought of only in technical terms, and not as part of a larger
whole. In this exciting new take on ITSM, leading expert Beverly Weed-Schertzer positions ITSM at
the heart of company strategy to build a layered operating model.

business case format examples: Defense acquisitions improved business case is needed
for Future Combat System's successful outcome : report to congressional committees. ,
2006

business case format examples: Supporting Reuse in Business Case Development Bart-Jan
van Putten, 2013-01-11 Determining the value of an information system for an organization is
challenging, especially before the execution of the project in which the system is put into operation.
Many organizations cope with problems when having to identify the potential benefits of the
investment, while even more have difficulties with their quantification. An analysis, in which multiple
possible investments and approaches are compared with respect to their benefits, costs and risks, is
called a ‘business case’ (BC). The current frameworks that can be used to develop BCs offer too little
support for the aforementioned challenges. Opportunities to improve BC frameworks, and thereby
the efficiency and effectiveness of BC development, are therefore explored in this dissertation.

business case format examples: The Key to the C-suite Michael J. Nick, 2011 This book
shows readers how to build a convincing business case and present it to C-level executives.

business case format examples: CSR for Purpose, Shared Value and Deep
Transformation Virginia Munro, 2020-09-14 CSR for Purpose, Shared Value and Deep
Transformation focuses on a new type of CSR, which includes entrepreneurial innovation,
sustainable goals and shared and integrated value in a systems-oriented approach for deep
transformation. All topics are backed by case studies, academic literature and future research
opportunities.

business case format examples: Root Cause Analysis and Improvement in the Healthcare
Sector Bjorn Andersen, Martha Ellen Keyes Beltz, Tom Natland Fagerhaug, 2009-11-09 Healthcare
organizations and professionals have long needed a straightforward workbook to facilitate the
process of root cause analysis (RCA). While other industries employ the RCA tools liberally and train
facilitators thoroughly, healthcare has lagged in establishing and resourcing a quality culture.
Presently, a growing number of third-party stakeholders are holding access to accreditation and
reimbursement pending demonstration of a full response to events outside of expected practice. An
increasing number of exceptions to healthcare practice have precipitated a strong response
advocating the use of proven quality tools in the industry. In addition, the industry has now
expanded its scope beyond the hospital walls to many ancillary healthcare facilities with little
experience in implementing quality tools. This book responds to the demand for a RCA workbook
written specifically for healthcare, yet still broad in its definition of the industry. This book contains
everything that the typical RCA leader in healthcare requires: A text specific to healthcare, but using
the broadest definition of the industry to include not only acute care hospitals, but rehabilitation
facilities, long-term care facilities, outpatient surgery centers, ambulatory services, and general
office practices. A workbook-style format that walks through the process, step-by-step.
Straightforward text without “sidebars,” “tables,” and “tips.” Worksheets are provided at the end of
the book to reduce reader distraction within the text. A wide range of real-world examples. Format




for use by the most naive of users and most basic of processes, as well as a separate section for
more advanced users or more complex issues. Templates, both print and electronic, included for the
reader’s use. Ready-to-use educational materials with scripting to enable the user to train others and
garner support for the use of the techniques. Background text for users in leadership to understand
the tools in the larger context of healthcare improvement. Up-to-date information on the latest in the
use of RCA in satisfying mandatory reporting requirements and slaying the myth that the process is
onerous and fraught with barriers. Background text and tools/process are separated to facilitate the
readers’ specific needs. Healthcare leaders can appreciate the current context and requirements
without wading through the actual techniques; end-users can begin learning the skills without
wading through dense administrative text. Language and tone promoting the use of the tools for
improvement of processes that have experienced exceptions, as opposed to assigning blame for
errors. Attention to process ownership, training, and resourcing. And, most importantly, thorough
description of the improvement process as well as the analysis.

business case format examples: Indian Business Case Studies Volume I Sandeep Pachpande,
Asha Pachpande, J. A. Kulkarni, 2022 This volumes has multidisciplinary Indian case studies from
different areas of managment like finance, human resource management, marketing, and strategic
operations management.

business case format examples: The Business Side of Learning Design and Technologies
Shahron Williams van Rooij, 2017-09-22 The Business Side of Learning Design and Technologies
provides a ready reference with actionable tools and techniques for recognizing the impact of
learning design/technology decisions at the project, business unit, and organizational levels. Written
for early- and mid-career learning designers and developers as well as students and researchers in
instructional/learning design and technology programs, this volume focuses on the business issues
underlying the selection, design, implementation, and evaluation of learning opportunities. Using
scholarly and practitioner research, interviews with Learning and Development thought leaders, and
the author’s own experience, readers will learn how to speak the language of business to
demonstrate the value of learning design and technologies.

business case format examples: The Case Writing Workbook Gina Vega, 2017-04-27 This
book offers a modular set of chapters that focus specifically on the challenges related to case
writing. Exercises, worksheets, and training activities help guide readers sequentially through the
entire process of writing both a case and an instructor’s manual (teaching note). Designed as an
individualized workshop to assist case authors to structure their writing, this book combines the
easy-to-understand, student-focused language of the first edition with new material covering the
latest developments and challenges in the world of case writing. These include: @ A section on
writing cases in condensed time frames @ A new module on writing short cases in various formats @
A new module on turning research papers into teaching tools @ A section about growing
communities of practice in a university @ An expansion of the student case writing module to include
a section on case writing for graduate students @ Twelve new worksheets @ A complete index to
facilitate use of the book Finishing all the book’s assignments will result in a complete case and
instructor’s manual that can be tested in the classroom and submitted to a conference or journal.
The Case Writing Workbook is a must for the shelf of any academic or student conducting qualitative
research and looking to enhance their skill set.

business case format examples: Making the Case for Change Christopher F. Voehl, H.
James Harrington, Frank Voehl, 2014-09-03 The best time to stop projects or programs that will not
be successful is before they are ever started. Research has shown that the focused use of realistic
business case analysis on proposed initiatives could enable your organization to reduce the amount
of project waste and churn (rework) by up to 40 percent, potentially avoiding millions of dollars lost
on projects, programs, and initiatives that would fail to produce the desired results. This book
illustrates how to develop a strong business case which links investments to program results and,
ultimately, with the strategic outcomes of the organization. In addition, the book provides a template
and example case studies for those seeking to fast-track the development of a business case within



their organization. Making the Case for Change: Using Effective Business Cases to Minimize Project
and Innovation Failures provides executive teams and change agents with the information required
to make better business case decisions. This book can be used throughout the life cycle of the
project to assist with gaining a better understanding of the following key knowledge areas for
developing a business case: Understanding the present problem/improvement opportunity
Documenting how the project, program, or initiative will add value to the organization Validating the
data and the assumptions that the projected improvements are based upon Calculating the level of
confidence that can be placed upon the conclusions that are reached Assessing the alternative
solutions that were considered Weighing the costs vs. the benefits of the proposed initiative
Analyzing and mitigating the risks to completing 100 percent of the project’s goals Eliciting and
prioritizing the requirements of key stakeholders and subject matter experts Identifying the key
people that are involved in the proposed project and the skills needed to implement the proposed
change Obtaining consensus on the decision to move forward, as well as on the methods used and
the conclusions specified in the analysis Ideal for executives and project/initiative managers seeking
approval of an activity, initiative, program, or project, the book presents proven tips, advice,
suggestions, and recommended courses of action for developing effective business cases. In
addition, suggestions for recruiting a responsible senior officer or sponsor for the project and for
engaging an audience are provided. The authors combine their own experience in business case
development with approaches used by world-class organizations. They provide a general range of
assessment criteria that can be applied to almost any type of project business cases. The text
discusses each of the 8 activities and the 35 tasks that make up the business case development
process. This process supplies you with a proven approach for creating comprehensive and
well-constructed business case evaluations that will either ensure the success of your project, or
eliminate unsuccessful projects, programs, and initiatives before they start.

business case format examples: Game Theory: A Nontechnical Introduction To The Analysis
Of Strategy (Fourth Edition) Roger A Mccain, 2023-05-29 As with the previous editions, this fourth
edition relies on teaching by example and the Karplus Learning Cycle to convey the ideas of game
theory in a way that is approachable, intuitive, and interdisciplinary. Noncooperative equilibrium
concepts such as Nash equilibrium, mixed strategy equilibria, and subgame perfect equilibrium are
systematically introduced in the first half of the book. Bayesian Nash equilibrium is briefly
introduced. The subsequent chapters discuss cooperative solutions with and without side payments,
rationalizable strategies and correlated equilibria, and applications to elections, social mechanism
design, and larger-scale games. New examples include panic buying, supply-chain shifts in the
pandemic, and global warming.
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