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Generic Business Case Template — applicable across industries and project types


1. Executive Summary
Provide a concise overview of the business case: the problem/opportunity, the recommended option, expected benefits, and the investment required (3–5 sentences). This section is often written last but placed first.
[Enter a short narrative summary of the business case and its recommendation]
2. Business Problem / Opportunity Statement
Describe the business problem, need, or opportunity that is driving this initiative. Explain the consequences of not addressing it.
[Enter the problem or opportunity statement]
3. Strategic Alignment
Explain how this initiative supports organizational strategy, goals, or mandates.
[Explain the link to organizational strategy / goals]
4. Analysis of Options
Identify and briefly describe the realistic options considered, including the 'do nothing' baseline option.
	Option
	Description
	Pros
	Cons

	[Option 1: Do Nothing]
	[Description]
	[Pros]
	[Cons]

	[Option 2]
	[Description]
	[Pros]
	[Cons]

	[Option 3]
	[Description]
	[Pros]
	[Cons]



5. Cost-Benefit Analysis
Summarize estimated costs and expected benefits (tangible and intangible) for each option under consideration.
	Option
	Estimated Cost
	Tangible Benefits
	Intangible Benefits

	[Option 1]
	[Amount]
	[Benefits]
	[Benefits]

	[Option 2]
	[Amount]
	[Benefits]
	[Benefits]

	[Option 3]
	[Amount]
	[Benefits]
	[Benefits]





6. Financial Analysis
Provide the key financial indicators used to evaluate the investment (e.g., ROI, NPV, IRR, payback period, break-even point).
	Return on Investment (ROI)
	[%]

	Net Present Value (NPV)
	[Amount]

	Internal Rate of Return (IRR)
	[%]

	Payback Period
	[Time]

	Discount Rate / Assumptions Used
	[Notes]



7. Recommended Option
State the recommended option and the rationale for the recommendation, referencing the analysis above.
[Enter the recommended option and supporting rationale]
8. Assumptions & Constraints
Assumptions:
[Factors considered true without proof]
Constraints:
[Limitations — time, budget, resources, regulatory, technology, etc.]
9. Risks & Mitigation
Identify major risks associated with pursuing (or not pursuing) this initiative, and high-level mitigation approaches.
	Risk Description
	Likelihood
	Impact
	Mitigation Approach

	[Risk 1]
	[Low/Med/High]
	[Low/Med/High]
	[Mitigation]

	[Risk 2]
	[Low/Med/High]
	[Low/Med/High]
	[Mitigation]



10. Implementation Approach & High-Level Timeline
Summarize how the recommended option would be delivered and list major milestones only — not a detailed schedule.
	Milestone
	Target Date

	[Approval / Kickoff]
	[Date]

	[Milestone 2]
	[Date]

	[Delivery / Closure]
	[Date]



11. Stakeholder Impact
Identify the key stakeholders affected by this initiative and how each will be impacted.
	Stakeholder / Group
	Impact
	Level of Support Needed

	[Stakeholder 1]
	[Impact description]
	[Low/Med/High]

	[Stakeholder 2]
	[Impact description]
	[Low/Med/High]


12. Approval Requirements
Describe what constitutes approval of this business case, who signs off, and what criteria are used to authorize moving forward (e.g., into project chartering).
[Describe approval process, sign-off criteria, and who is authorized to approve]
13. Approval Signatures
	Name / Role
	Signature
	Date

	[Sponsor]
	
	

	[Finance / PMO Representative]
	
	

	[Key Stakeholder]
	
	



14. Version / Revision History
	Version
	Date
	Author
	Change Description

	1.0
	[Date]
	[Name]
	Initial draft




15. Appendix: How to Calculate ROI (Reference)
This section is for reference only — it explains the formula and method used to obtain the ROI figure reported in Section 6. Remove or keep as an appendix depending on audience.
Basic ROI Formula:
ROI (%) = [(Total Benefits − Total Costs) / Total Costs] × 100
Step-by-step method:
1.  Determine Total Costs — sum all investment costs: initial implementation, licensing, labor, training, and ongoing operating costs over the evaluation period.
2.  Determine Total Benefits — sum all quantifiable financial gains attributable to the project: incremental revenue, cost savings, productivity gains, or avoided costs, over the same period.
3.  Calculate Net Benefit — subtract Total Costs from Total Benefits.
4.  Divide Net Benefit by Total Costs, then multiply by 100 to express the result as a percentage.
5.  A positive ROI means benefits exceed costs; a negative ROI means the initiative is expected to cost more than it returns over the evaluation period.
Worked Example:
	Item
	Amount

	Total Benefits (evaluation period)
	$150,000

	Total Costs (evaluation period)
	$100,000

	Net Benefit
	$50,000

	ROI
	50%  →  ($50,000 / $100,000) × 100



Related Indicators (for context):
•  Payback Period = Total Costs / Average Annual Net Benefit (time to recover the investment).
•  NPV (Net Present Value) = Sum of discounted future net cash flows minus the initial investment (accounts for the time value of money, unlike simple ROI).
•  IRR (Internal Rate of Return) = The discount rate at which NPV equals zero; used to compare projects of different sizes/durations.
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