	

Queensland Government
Scope of Services
Business Case Management Services – Options Analysis
	Instructions for using this document 
(This entire instructions box is to be deleted before sending to potential suppliers): 
· This is the standard Scope of Services that forms part of the Invitation to Offer (ITO) for the procurement of Business Case Management Services. 
· Careful consideration needs to be given to ensure the Scope of Services is tailored to suit the options analysis requirements. This document should be amended appropriately to reflect the known and/or anticipated requirements. 
· Edit all <<yellow highlighted>> sections with relevant details of your agency’s requirements and remove all highlighting when complete.
· Delete all cyan highlighted text and references to Drafting Notes before issuing to potential Suppliers.
· Consideration should also be given to providing any other information that may assist potential Suppliers in responding to this ITO. Generally, providing greater detail creates certainty of requirements and less perceived risk for Suppliers. This means that Suppliers are less likely to reflect perceived risks in the offer, which allows greater opportunity for better value for money offers. The following principal information should be included/discussed:
· Scope and deliverables (activities/tasks and anticipated tangible outputs)
· Resources (indicative resources required and their commitment level)
· Accountabilities (clarity over accountabilities of various parties and advisors in the business case)
· Program (the forecast timeframe and milestones for deliverables)
· Quality (expectations of the standard of work and the application of relevant frameworks/policies)
· Risks (any specific risks that may contribute to the complexity of the business case). 
Creative Commons licence
[image: Creative Commons Licenses - Creative Commons - Research Guides at ...]This work is made available under the Creative Commons CC0 1.0 Universal Public Domain Dedication. The person who associated a work with this deed has waived all copyright and related or neighbouring rights to the work to the fullest extent possible under law

Third party material that is not licensed under a Creative Commons licence is referenced within this document. All content not licensed under a Creative Commons licence is all rights reserved. Please contact the copyright owner if you wish to use this material.




1.0 Purpose
[bookmark: _Hlk76476440]This Scope of Services for Business Case Management Services provides the detailed requirements for the <<Project Name>> options analysis (OA) and should be read in conjunction with the other Invitation to Offer (ITO) documentation to guide the preparation of tender proposals.
2.0 Scope of Services
2.1 Introduction
The Business Case Management Services resources will work in collaboration with <<Owner Agency Name>> in the development of the options analysis in accordance with the Business Case Development Framework (BCDF) (see Infrastructure | State Development and Infrastructure for more details) and Infrastructure Australia’s Assessment Framework (for projects that will be submitted to Infrastructure Australia).
<<Insert details of any other relevant agency frameworks for options analysis >>.
Drafting note: The following provides an optional structure which can be used if the scope is unclear and the agency only wishes to commit to the initial planning phase, with subsequent commitment to the delivery phase subject to approval. Delete the following if not required.
The scope for this engagement includes the preparation and completion of all works detailed in the key activities and deliverables sections below (Table 1, Table 2 and Table 3).
2.2 Key activities and deliverables
2.2.1 Planning phase activities and deliverables
Table 1 outlines the key activities and deliverables associated with the planning phase of the delivery of the OA. Templates or guides for the written deliverable are available where indicated and these will be made available to the successful Supplier. 
Table 1: Planning phase key activities and deliverables
	Planning phase 
	Key activities
	Deliverables

	Planning
	· Lead the development of a gap analysis from the strategic analysis prepared by <<Agency Name>>, to help determine the scope. Drafting note: delete this activity if there is no strategic analysis.
· Review lessons learned from previous analysis and relevant recent major <<sector>> business cases.
· Work with <<Owner Agency Name>> and other Queensland Government departments (as required) to determine and agree the scope of the options analysis including identification of an options long-list and proposed multi criteria analysis approach.
· Using <<Owner Agency Name>> standard templates, develop a Business Case Management Plan that documents the intended approach to the development of the OA.
	· Business Case Management Plan – Options Analysis (template available).
· Gap analysis and lessons learned summary report (template available). 
· Drafting note: amend this activity if there is no strategic analysis for a Gap Analysis.

	Program (schedule) management
	· Using <<Agency Name>> standard business case program format, develop a fit-for-purpose OA development program that aligns with the timeframe requirements for the project.
	· OA development program – OA (Microsoft Project).

	Budget and cost management
	· Using <<Owner Agency Name>> cost management tool, develop an OA budget, resource profile and cashflow forecast.
	· OA budget (Microsoft Excel) (template available).

	Risk and issues management
	· Facilitate a risk and opportunity workshop with key stakeholders to identify project and OA risks, opportunities, assumptions, dependencies, issues and mitigation strategies that will be employed to ensure that all risks are managed in an appropriate and timely manner.
· Using <<Owner Agency Name>> risk and issues management tool, document outcomes from the workshop and develop a reporting ‘dashboard’ for the OA and project.
	· OA risk and issues registers (Microsoft Excel) (template available).
· Project reporting dashboard (Microsoft Excel) (template available).

	Assurance
	· Liaise with stakeholders to develop an approach for assurance for the OA including consideration and integration of internal, external and agency assurance activities and alignment with the Infrastructure Proposal Assurance Framework.
· Using <<Owner Agency Name>> standard templates, develop an Assurance Plan that documents the agreed approach.
	· OA Assurance Plan (template available). 

	Procurement
Optional
	· Liaise with the <<Owner Agency Name>> Procurement Manager, other key stakeholders to develop and document a Procurement Plan for the engagement of key advisors and peer reviewers.
· Drafting note: Consider business case resourcing and assess if this may be done internally.
	· OA Procurement Plan (template available).

	Governance
	· Working in close consultation with <<Owner Agency Name>>, develop a plan for project governance to be included in the Business Case Management Plan.
· Based on <<Owner Agency Name>> templates, develop and agree a Terms of Reference for the Project Steering Committee (PSC) and Project Working Groups (PWG) (as required).
	· Governance framework for the OA project (template available).
· PSC Terms of Reference (template available).
· PWG Terms of Reference (template available).

	Reporting, meetings and ad hoc tasks

	· Prepare for and facilitate workshops and meetings as required.
· Assist with drafting, ministerial briefs and associated correspondence relevant to the OA as required.
· Develop and implement a document control and management approach for OA documentation, using existing <<Owner Agency Name>> document management systems.
	· Meeting agendas (template available).
· Meeting minutes (template available).
· Input for briefing notes and correspondence (as required).



2.2.2 Proposal development phase activities and deliverables
Table 2 outlines the key activities and deliverables associated with the delivery of the OA. These key activities and deliverables are completed throughout the OA process and may overlap.
[bookmark: _Ref76121668]Table 2: Proposal development phase key activities and deliverables 
	Proposal development phase
	Key activities
	Deliverables

	Development
	· Manage all aspects of OA development including conducting the multi-criteria analysis and identifying the options short list.
· Identify required OA chapters and their respective authors, coordinate input from stakeholders and advisors, coordinate assurance activities in accordance with the current BCDF guidance. 
· Undertake reviews and editing of all chapters in accordance with the <<Owner Agency Name>> style guide. 
· Author relevant OA chapters and oversee all other inputs into the OA and, as the OA writer, ensure the final documentation reads succinctly and cohesively. 
· Actively engage with and seek advice from <<Owner Agency Name>> team members for input into and review of the OA, including approach, assumptions, methodology and supporting materials.
	· Options Analysis chapters, appendices and associated documentation.

	Assurance
	· Oversee assurance activities as outlined in the Assurance Plan endorsed by the <<Proposal Name>> PSC including peer reviews, gateway reviews and other PSC requirements. 
· Plan and schedule Gate 1 Gateway Review including arrangement and co-ordination of a panel, preparing documentation and participation in the process. Consider whether a Gate 1 review will be in scope for the OA stage and if so, consider the business case resourcing and assess if this may be done internally.
· Ensure appropriate inclusion of recommendations from peer reviewers and the Gateway Review in OA chapters. Remove this requirement if it is decided that the Gate 1 review will NOT be in scope for the OA stage.
· Prepare an Assurance Report for presentation to <<Agency Name>> PSC that outlines the approach and outcomes of assurance activities as per the Assurance Plan.
	· Gateway planning documentation Assurance Report (template available).

	Program (schedule) management
	· Monitor and update the OA development program developed in the planning phase.
	· OA development program (Microsoft Project) (template available).

	Budget and cost management
	· Using the cost management tool developed in the planning phase, track and manage advisor budgets and contracts as per funding agreements.
· Undertake financial monitoring and reporting required by key stakeholders. 
· Review of claims (invoices and variations) submitted against other advisor’s contracts and provide advice to <<Owner Agency Name>>on payment.
	· OA budget (Microsoft Excel) (template available).

	Risk and issues management
	· Facilitate further risk and opportunity workshops (as required).
· Monitor, identify, manage and report on key project and OA risks. 
· Regularly monitor and maintain risk registers.
	· OA risk and issues registers (template available)

	Procurement management
Optional 
	· Liaise with the <<Owner Agency Name>> Procurement Manager and <<Proposal Name>> team members to develop ITO scopes of services and evaluation plans and reports for the engagement of technical advisors and peer review advisors in accordance with <<Owner Agency Name>> Procurement Framework.
Consider business case resourcing and assess if this may be done internally.
	· Relevant ITO and scopes of services (templates available)
· Evaluation plans and reports (templates available)

	Contract Management
Optional 
	· Using <<Owner Agency Name>> contract management framework and templates, develop a Contract Management Plan for other advisors and peer reviewers. 
· Provide active contract management and performance monitoring of other advisors, including management of contract changes and variations, pursuant to <<Owner Agency Name>> contract management framework
Consider business case resourcing and assess if this may be done internally.
	· OA Contract Management Plan (templates available)

	Governance
	· As secretariat to the PSC, prepare and issue minutes from PSC meetings (generally monthly or at milestones) Consider business case resourcing and assess if PSC secretariat may be done internally and PWG meetings (if required) (approximately 1-2 days per month).
· Prepare presentations for PSC meetings and PWG (as required).
· Attend and present to PSC on the status of business case development.
· Facilitate PWG meetings.
	· Meeting agendas.
· Meeting presentations.
· Meeting minutes.

	Executive briefing and reporting
	· Based on <<Owner Agency Name>> standard templates, prepare the documentation required for presentation to the <<Owner Agency Name>> Senior Executive, including periodic status reports to the Senior Executive and the submission and presentation of the final business case, including letter to the responsible Minister. Consider to what extent reporting to Senior Executive is required eg. State how many/frequency of status reports.
· Represent << Agency Name>> at a Senior Executive meeting for presentation of the above for endorsement. Consider to what extent reporting to Senior Executive is required eg. How many/frequency of attendances.
	· Reports to the Senior Executive (template available).
· Senior Executive presentations.
· Report to the Minister.
· Executive Correspondence.

	Reporting, meetings and ad hoc tasks

	· Prepare for and facilitate workshops and meetings as required.
· Draft on behalf of <<Owner Agency Name>>, ministerial briefs and associated correspondence relevant to the OA as required.
· Based on <<Owner Agency Name>> standard template, prepare monthly report for submission to PSC.
	· Meeting agendas (as required).
· Meeting minutes (as required).
· Input for briefing notes and correspondence (as required).
· Monthly reports.


2.2.3 Close Out phase activities and deliverables 
Table 3 outlines the key activities and deliverables associated with the close out phase of the delivery of the OA.
[bookmark: _Ref76118517]Table 3: Close Out phase key activities and deliverables
	[bookmark: _Ref13937605]Close out phase
	Key activities
	Deliverables

	Budget and cost management
	· Close out all other advisor contracts, including documenting contract performance reviews Drafting note: delete contract performance reviews if not applicable.
· Provide advice on overall financial position of the OA.
	· Financial Close-out Report template available).
· Advisor contract performance reports (template available).
Delete if not applicable

	Risk and issues management
	· Finalise OA risk and issues registers and handover to << Agency Name>> for transition into the next phase.
	· Risk and issues registers (template available) (Microsoft Excel)

	Lessons Learned
	· Facilitate lessons learned activities to ensure continuous improvement, including lessons learned workshops.
	· Lessons learned report (template available).

	Meetings and ad hoc tasks

	· Prepare for and facilitate workshops and meetings as required.
· Draft on behalf of <<Owner Agency Name>>, ministerial briefs and associated correspondence relevant to the OA as required.
	· Meeting agendas (as required).
· Meeting minutes (as required).
· Input for briefing notes and correspondence (as required).


3.0 Roles and resources
[bookmark: _Hlk81493625][bookmark: _Hlk82095479]Drafting Note: The following provides a guide on the duties and responsibilities that will need to be addressed for a Supplier to adequately respond to requirements around the level and timing of appropriately skilled resources. These resource requirements should be scaled to fit the needs of the project after consideration has been given to what may be able to be done using internal resources.  
[bookmark: _Hlk82091315]<< Agency Name>> encourages Suppliers to propose a range of resourcing solutions to undertake the requested roles as described next, noting that:
· demands for resourcing and skills will differ over the course of the project 
· depending upon the skills and capabilities of individuals and the Supplier as a whole, individuals may undertake one or multiple roles, in either a part-time or full-time capacity. 
Suppliers are required to demonstrate that proposed resource solutions will address << Agency Name>> needs for each phase of the project, and that adequate resources are available at all times to manage day to day and ad hoc issues as they arise. Under normal circumstances, << Agency Name>> would expect a minimum of one resource being available each business day of the project.
3.1 Business Case Director
The Business Case Director is responsible for planning, overseeing and coordinating all activities to successfully develop the options analysis report on behalf of << Agency Name>> as outlined within the Scope of Services. 
This is a senior executive level role and requires interaction with a range of internal and external stakeholders including the << Agency Name>> Senior Executive. The Business Case Director is required to have exceptional stakeholder management skills and demonstrated ability in considering and moderating divergent viewpoints.
The Business Case Director will be responsible for the following activities including, but not limited to:
· Ensuring all activities and deliverables listed in the scope of services are undertaken and delivered to a high standard.
· Managing a diverse team including << Agency Name>> resources and external resources with a diverse range of skills including engineering, quantity surveying, economic, financial, social and environmental expertise.
· Managing key relationships across key government agencies and other stakeholders including the coordination of inputs and feedback.
· Representing << Agency Name>> at key workshops and forums related to the options analysis.
· Ensuring the options analysis is delivered within time, cost and quality requirements agreed with the SRO and endorsed by the PSC, and in accordance with the BCDF.
· Managing key relationships with the << Agency Name>> and Department of State Development, Infrastructure and Planning (DSDIP) to ensure the options analysis is delivered in accordance with the current BCDF.
· Ensuring risks, issues, dependencies and opportunities are proactively identified and managed.
· Leading the development of options analysis report chapters, appendices and other associated reports.
· Ensuring project communications, controls, deliverables and other documentation is maintained and stored in accordance with << Agency Name>> requirements.
· Working in accordance with the Infrastructure Proposal Assurance Framework to ensure assurance activities are proactively managed and add value to the quality of the options analysis report and the associated reports.
· Developing all deliverables associated with project closure for << Agency Name>> endorsement. 
· Overseeing on behalf of << Agency Name>> all incoming and outgoing project related documentation.
3.2 Business Case Manager and other Business Case Support Resources 
Appointment of a team to support the Business Case Director in the successful delivery of accountabilities and to achieve commercial efficiencies is encouraged. This may include the appointment of a Business Case Manager or other support resources as required.
The Business Case Manager and other support resources will report to and be accountable to the Business Case Director.
[bookmark: _Hlk82095886]It is suggested that the Business Case Manager and other support resources will be responsible for day-to-day management of options analysis development, including project controls, procurement (remove if not required), contract management of external advisors and development of options analysis documentation, including the following activities:
· Developing and maintaining project controls documentation, including the business case management plan, assurance plan, budgets, schedules, risk and issues registers and various logs and provide input into reporting requirements.
· Establishing and implementing a document management system with file structures, version and naming conventions and approval workflows (based on << Agency Name>> information management requirements and procedures).
· Assisting the Business Case Director with preparation for meetings of the PSC and PWG and the recording of minutes and outcomes for subsequent circulation to attendees. (reword if PSC secretariat is not required)
· Monthly financial forecasting including expected cost to complete.
· Managing the development of options analysis chapters, appendices and other associated reports.
· Ensuring external advisors are delivering high quality outputs within agreed timeframes and ensuring effective liaison between external advisors, as required.
· Organising assurance processes/requirements including peer reviews, gateway reviews and reporting. (reword if Gateway Review support is not required)
· Supporting closure and finalisation documentation and activities.
3.3 Business Case Writer/ Editor
The Business Case Management Services proposed resources must possess skills, expertise and experience in authoring various types of high quality and detailed reports. These services may be provided by the Business Case Director, Business Case Manager or another nominated resource who has the required skills expertise and experience in authorship and editing. 
To complete the options analysis report, the Business Case Writer/Editor will need to develop chapters using technical input from other advisors, for example the Base Case chapter and the Sustainability chapter (See Table 4 for suggested chapters and authoring responsibility).
3.4 Options Analysis chapter development
Table 4 outlines the anticipated chapters in the options analysis and the responsible authors. 
In addition to drafting the nominated chapters in Table 4, the Business Case Management Services resources must oversee the integration of draft chapters from the other specialist advisors to achieve a consistently styled and authored options analysis report.
Table 4: Options Analysis report content and authors
	Chapter
	Author

	-
	Executive Summary
	Business Case Management Services resources

	1
	Proposal Background
	Business Case Management Services resources

	2
	Governance and Assurance
	Business Case Management Services resources

	3
	Service Need
	Business Case Management Services resources

	4
	Base Case
	Business Case Management Services resources

	5
	Options Long List
	Business Case Management Services resources

	6
	Options Long to Short List
	Economics advisor

	7
	Social Impact Evaluation
	Social Impact advisor

	8
	Environmental Assessment
	Environmental advisor or Technical advisor

	9
	Sustainability Assessment 
	Social Impact advisor

	10
	Economic Analysis
	Economics advisor 

	11
	Financial Analysis
	Financial-Commercial advisor 

	12
	Affordability Analysis
	Financial-Commercial advisor 

	13
	Options Analysis
	Business Case Management Services resources

	14
	Market Considerations
	Market Sounding and Delivery Model Advisor 

	15
	Delivery Model Analysis
	Market Sounding and Delivery Mode Advisor

	16
	Next Steps
	Business Case Management Services resources

	17
	Conclusions 
	Business Case Management Services resources

	18
	Recommendations
	Business Case Management Services resources

	-
	References
	Business Case Management Services resources


3.5 Writing Style Manual
[bookmark: _Ref76118634]The Business Case Management Services resources must ensure that any documentation, including the final options analysis report, is written in accordance with the <<Agency Name>> Writing Style Manual (to be provided upon contract award). This includes ensuring all other advisors preparing options analysis reports adhere to the Style Manual.
4.0 Reporting requirements
The Supplier will report directly to the << Agency Name>> Program Director.
A schedule of reporting will be agreed upon commencement and, at a minimum will include:
· weekly (face-to-face) updates to the << Agency Name>> Program Director or their nominated representative
· other project update reports, as required.
The updates must include detail on the performance of the options analysis including schedule updates, cost and financial reporting, risks and issues and status of key activities. 
The Supplier may be required to amend the monthly written reports to develop an abridged version for provision to the PSC and/or the << Agency Name>> Senior Executive.
5.0 Timeframes
[bookmark: _Hlk82096553]Drafting note: consideration needs to be given to the high-level timeframe requirements for your options analysis to assist Suppliers in resource planning over the course of the project. Below are suggested milestones and this must be updated to align with your own project schedule.
As a minimum, end dates should be provided in the “Anticipated Timing” column. If no date is known use months, however greater clarity will help respondents. These tables should provide enough detail to help with planning a response but not be overly prescriptive.
Table 5 outlines the key milestones currently anticipated for the subsequent development of the detailed business case. These dates will be confirmed during the planning phase.
[bookmark: _Ref82090876]Table 5: Options Analysis development timeframes
	Activity/Phase
	Anticipated timing 

	Initiation complete
	

	Longlist options agreed
	

	Shortlist options agreed
	

	Analysis completed
	

	Drafting completed
	

	Gateway Review completed (if required)
	

	OA Report draft completed
	

	Presentation to <<Senior Exec/ other approval body>>
	

	Close out phase complete (Contract close)
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