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1.0 [bookmark: _Toc190949011][bookmark: _Toc217303640] Introduction
[bookmark: _Toc190949012][bookmark: _Toc217303641]Purpose
This document outlines the Terms of Reference for the <<Proposal Name>> Options Analysis (OA)/Detailed Business Case (DBC) Project Steering Committee (PSC) as the decision-making body for the proposal.
[bookmark: _Toc190949013][bookmark: _Toc217303642]Proposal background and description
[bookmark: _Toc190949014]Insert 2-3 paragraphs describing the context and a high-level description of the problem that the Proposal will address / what it will achieve. 
Also state the strategic alignment of the project with department/ government objectives.
[bookmark: _Toc217303643]Proposal objectives 
[bookmark: _Hlk75261695]<<remove EITHER, the following text for OA or the subsequent text for an DBC>>
EITHER 
The OA reconfirms and assesses the long list of options from the Strategic Assessment and identify the preferred shortlist of options.
The OA will involve developing stringent criteria and applying appropriate techniques to narrow the options. Any remaining options will be subjected to a rigorous detailed evaluation of their potential viability using social-economic, environmental, financial and sustainability analysis and then ranked accordingly, taking into account the service need that they are designed to address.
The OA will result in an updated service need and identify preferred option/s supported by robust analysis. 
OR
The DBC reconfirms the outcomes of the OA and evaluate the viability of the highest ranked option/s across all evaluation criteria and develop investment implementation plans.
The evaluation will involve a comprehensive assessment across all criteria (social, economic, environmental, financial and sustainability) using in-depth evaluation tools to develop conclusive evidence of investment viability (or otherwise) and certainty of expected outcomes.
The DBC process will result in a business case that provides clear recommendations for decision-makers supported by comprehensive evidence.
[bookmark: _Toc190949015][bookmark: _Toc217303644]Proposal scope
[bookmark: _Hlk75261615][bookmark: _Hlk75261918]The OA/DBC will be prepared in accordance with the Business Case Development Framework (BCDF) and Project Assessment Framework (PAF). In some instances, the Infrastructure Australia Assessment Framework will also apply and should be referenced here. 
EITHER
The proposed OA scope includes key activities such as: 
· reconfirming the service need and strategic context
· documenting how the proposed response contributes to government policy
· explaining the proposal scope, providing sufficient detail to allow decision-makers to understand how the service need will be addressed
· filtering the longlist of options to a shortlist
· confirming and assessing potential options, giving decisionmakers confidence that the most appropriate option/s will progress to the Stage 3: Detailed Business Case for more detailed analysis
· documenting the economic, social, environmental and financial viability of shortlisted options to support selection of the preferred option/s
· recommending, where appropriate, option/s to be considered for detailed assessment in the Stage 3: Detailed Business Case 
· considering whether the preferred option/s is suitable to be delivered as a Public Private Partnership (PPP) or should be progressed by a traditional delivery model.
OR
The proposed DBC scope includes key activities such as: 
· Conducting impact/benefits and risk assessment workshops incorporating effective stakeholder engagement 
· Re-evaluating the options analysis to confirm the reference project/s
· Documenting and agreeing the base case 
· Undertaking a detailed, evidence-based analysis of the social, economic, financial and commercial impacts and the sustainability and environmental assessments, including scenario and sensitivity analysis
· Completing: 
· cost/risk workshop
· benefits workshop
· market sounding workshop
· delivery model assessment workshop
· public sector comparator 
· implementation planning workshop
· Performing assurance activities such as peer reviews and Gateway Reviews and incorporating all relevant feedback and recommendations.
[bookmark: _Toc190949016][bookmark: _Toc217303645]Deliverables
[bookmark: _Hlk77846362]The OA/DBC stage deliverables include:
· a business case management plan, including project schedule, budget and risk register
· an Assurance Plan 
· monthly progress reports (including a final report) against the Business Case Management Plan
· monthly financial progress reports (including final report/breakdown) against budget
· business case document completed in accordance with the BCDF
· an Assurance Report
· a Gateway Review report (or summary of the rating and recommendations)
· << Proposal Agency>> Board or governing body and PSC presentations and briefing materials
· close out of the business case including a lessons learned report
· submissions to Government.



2.0 [bookmark: _Toc190949017][bookmark: _Toc217303646][bookmark: _Toc190949018]Roles and responsibilities
2.1 [bookmark: _Toc217303647]Role
[bookmark: _Hlk77847866]The PSC has a key governance role in the development of the OA/DBC and is responsible for providing direction, overall guidance and leadership in the development of the <<Proposal Name>> OA/DBC. The PSC is responsible for:
· making decisions and/or endorsing recommendations (as appropriate) to provide direction to the development of the OA/DBC
· consideration and approval of the OA/DBC for progression through further approval processes
· considering and confirming the position on policy or management issues for the proposal
· providing technical and policy advice and direction to the Business Case Director and Project Team
· endorsing and overseeing the execution of an Assurance Plan that meets the requirements of the BCDF and Infrastructure Proposal Assurance Framework.
· The PSC will be supported by the Business Case Director and Project Team. 
· [bookmark: _Hlk77847311][bookmark: _Hlk77847531]A diagram of the governance structure, including the relationship between the PSC, << Proposal Owner>> and other decision makers, is provided in Appendix A.
2.2 [bookmark: _Toc190949019][bookmark: _Toc217303648]Functions
The PSC will provide oversight of the development of the OA/DBC and be asked to review, comment upon, make decisions and/or endorse proposal elements which will affect the OA/DBC. Examples of matters that may be presented to the PSC for consideration and/or approval include:
· key project documentation (e.g. business case work stream outputs such as financial, legal, technical analysis and reports, communications strategy and protocols)
· an Assurance Plan and regular reporting of the status of planned activities and the final assurance reports prepared by peer reviewers and the Gateway Review Panel 
· major issues and risks associated with the proposal
· budget and approvals of variations to budget, outside any delegated thresholds
· timeframes and approval of material variations to timeframes, outside any delegated thresholds
· consider and determine preferred positions on commercial, technical and policy issues and risks, as required
· ensure key close out documentation is prepared including a lesson learned report based on the Lessons Learned Framework.
2.3 [bookmark: _Toc190949020][bookmark: _Toc217303649]Membership
The << Proposal Name>> OA/DBC PSC is the key body representing << Proposal Agency>> and key stakeholders such as the <<insert relevant government agencies e.g. Treasury, Department of the Premier and Cabinet (DPC) and Infrastructure Portfolio and Advisory (IPA)>>.
NOTE: Membership of the PSC should balance the need for informed contribution to the proposal and the complexity of coordination. Numbers should be limited to 5-6 people, as larger numbers impede decision making and proposal progress. Others may attend meetings but are not granted voting rights.
Membership of the PSC is outlined in Table 1. Each member listed in Table 1 has voting rights.
Table 1: PSC Members
	Role
	Name
	Position and organisation

	Chair/ SRO
	
	

	Member
	
	

	Member
	
	

	Member
	
	

	Member
	
	

	Member
	
	


Any changes to the nominated PSC members must be approved by the Chair of the PSC. Such changes should not amend the number of representatives from each agency or Department. 
As approved by the Chair, additional people may be invited to the PSC meetings to provide advice or as observers refer section 2.4.4 – Guests (Presenters and Observers), but such attendees will not have voting rights. 
2.4 [bookmark: _Toc190949021][bookmark: _Toc217303650]Role responsibilities
[bookmark: _Toc217303651]2.4.1	Chair/Senior Responsible Owner (SRO)
Administrative functions of the Chair will be carried out with support from the business case team. Unless otherwise agreed by the PSC, the Chair/SRO is responsible for: 
· setting the agenda for each meeting
· explaining the purpose of the meeting and the agenda at the beginning of each meeting
· ensuring any conflicts of interest are declared and addressed prior to the commencement of each meeting
· confirming the minutes and tracking the status of actions arising from previous meetings
· keeping meetings moving, clarifying and summarising what is happening throughout each meeting and keeping meetings to the agreed time
· encouraging broad participation from members in discussion and guiding consideration and decision-making by the PSC
· ending each meeting with a summary of decisions, action items and action owners.
· In addition to responsibilities as Chair, the SRO is responsible for:
· ensuring the proposal aligns with department/government objectives and any relevant broader investment program requirements
· ensuring that Assurance Plan activities have been completed appropriately and all relevant recommendations and findings from the assurance activities have been incorporated in the OA/DBC
· confirming PSC endorsement of the OA/DBC and recommending it to the <<Proposal Agency>> Board or governing body and key stakeholder Ministers for consideration.
[bookmark: _Toc217303652]2.4.2	Members
Individual PSC members have the following responsibilities:
· supporting the Chair
· understanding the objectives of the OA/DBC and the interests of key stakeholders
· checking the representatives from their respective organisations are providing appropriate advice and assistance to OA/DBC development, especially in response to emerging issues and risks
· preparing for meetings by reviewing minutes and papers
· actively participating in meetings through open discussion and debate
· making decisions
· subject to any necessary internal approvals from their respective organisations, agreeing on action items and outcomes.
[bookmark: _Toc217303653]2.4.3	Secretariat
The Secretariat will support the Chair and Business Case Director through administrative assistance for effective running of the PSC. The Secretariat function will be provided by <<Proposal Agency>>.
The responsibilities of the Secretariat include:
· developing the PSC meeting agenda for approval by the Chair
· drafting the PSC minutes for review by the Chair
· maintaining a record of actions, decisions and outcomes
· coordinating the collection and distribution of all PSC documentation prior to and following PSC meetings
· generally ensuring the PSC is administered in accordance with these Terms of Reference.
[bookmark: _Toc217303654]2.4.4	Guests (Presenters and Observers)
As approved by the Chair, persons may be invited to attend the PSC meetings as a once-off meeting guest. This must be approved by the Chair in advance of the meeting.  
A person may also be nominated as a standing guest of the PSC and will attend each meeting unless they are advised they are not required to attend a particular meeting. 
Guests may be invited for only relevant portions of the PSC meeting, as appropriate, and may be invited to: 
· provide reports, updates, advice and guidance to the PSC where required
· deputise for a member if they are not available to attend (nominated proxy)
· own and resolve any actions allocated. 
Guests are not approvers or endorsers, unless they have been nominated as a proxy. An initial PSC meeting standing guest list is set out in Table 2 below.
The Business Case Director, or their delegate, will attend all PSC meetings, and Project Team members will attend PSC meetings as required. 
Additional permanent guests must be approved by the Chair in advance of attending their first meeting.
Table 2: PSC Standing Guest List
	Role
	Name

	Business Case Director
	

	Business Case Manager
	

	
	

	
	

	
	


3.0 [bookmark: _Toc190949022][bookmark: _Toc217303655]PSC administration
PSC Operational Arrangements are presented in Appendix B.
3.1 [bookmark: _Toc190949023][bookmark: _Toc217303656]No Fetter of Ministerial Discretion
For the avoidance of doubt, no review or endorsement of any matter at the PSC, by any officer from Queensland Treasury, DPC, IPA or the << Proposal Agency>> is intended, and should not be construed as, limiting the discretion of the relevant responsible Ministers in relation to any future decision or consideration in respect of the business case.
3.2 [bookmark: _Toc190949024][bookmark: _Toc217303657]Meeting schedule
PSC meetings will be scheduled monthly and relevant aspects of the OA/DBC development will be standing agenda items at these meetings. Should the Chair determine that there is no requirement for a meeting, a report providing a status update will be issued to members. 
An agenda and an update report will be issued in advance of each meeting and all meetings of the PSC will be minuted in line with PSC Operational Arrangements presented in Appendix B.
The Chair may also schedule additional ad hoc meetings if considered necessary to address specific issues.
If a member cannot attend a meeting, they must nominate an appropriate proxy to attend on their behalf and advise the Secretariat prior to the meeting. Where possible, it is desirable to keep delegation to a minimum to provide continuity, refer section 2.4.4 – Guests (Presenters and Observers).
3.3 [bookmark: _Toc190949025][bookmark: _Toc217303658]Quorum
For endorsement purposes, the PSC Chair may decide that a quorum is formed when the majority of PSC members are present.
3.4 [bookmark: _Toc190949026][bookmark: _Toc217303659]Proxies
PSC members must nominate proxies who may attend PSC meetings in their absence. Proxies are to be nominated at the first PSC meeting and updated as required. Proxies have the same power/authority as the PSC member they are representing.
A person who is formally acting in the role of an appointed PSC member is expected to attend as a proxy for the unavailable member. In the case where there is no-one acting in the role, a member may select an officer to attend as a proxy in their absence.
The PSC Chair may agree to a member delegating their responsibilities to a proxy on a short-term or long-term basis. Any substitute for a PSC member on a long-term basis must have sufficient authority within their respective organisation to make decisions on behalf of that member.
3.5 [bookmark: _Toc190949027][bookmark: _Toc217303660]Conflict of Interest
A conflict of interest arises when an individual has interests or obligations that might interfere with, or influence the exercise of, judgement in performing duties in their role. All people working on the <<Proposal Name>> have an obligation to disclose conflicts of interest (actual, potential or perceived). 
PSC members must disclose any conflict of interest prior to or during a PSC meeting. If determined by the Chair, the member may need to be excused for all or part of the meeting.
3.6 [bookmark: _Toc190949028][bookmark: _Toc217303661]Formal meeting process
The formal meeting process will include:
· agreed agenda for each meeting prepared by the Secretariat for approval by the Chair
· recording and disseminating minutes of all meetings, actions and decisions taken by the PSC.
A report from the Business Case Director will be provided at each PSC meeting outlining proposal status, budget position, risks, critical issues, upcoming significant activities and recommendations.
Members should lodge agenda items and submissions to the Secretariat in line with PSC Operational Arrangements presented in Appendix B.
The agenda and papers will be distributed to attendees in line with PSC Operational Arrangements presented in Appendix B via email. 
Minutes will be distributed promptly, in line with PSC Operational Arrangements presented in Appendix B. Minutes must be endorsed by the Chair prior to distribution and confirmed by members at the next meeting.
3.7 [bookmark: _Toc190949029][bookmark: _Toc217303662]Consideration of matters Out-of-Session
Certain matters may be referred for endorsement by flying minute. Matters affecting the delivery of the OA/DBC outputs must be actioned by the Chair within two (2) business days, or as soon as reasonably possible.
3.8 [bookmark: _Toc190949030][bookmark: _Toc217303663]Decision making
Decisions should be agreed by way of consensus. The Chair will guide consideration of matters presented to the PSC to assist in reaching a consensus and may consult with members out of session to reach a consensus. 
Where decisions are critical and a consensus of all members cannot be reached, the matter may be decided by a majority of members but must include the Chair. Alternatively, the Chair may determine a suitable method of escalation of the decision to the relevant higher authorities.
It is expected that members attending meetings will have sufficient authority to make decisions on recommendations tabled and have sufficient time to consider the matters that require decisions. 
Members are responsible for:
· attaining the necessary authority from their respective departments or organisations to make decisions at meetings
· undertaking any investigations or consultation required to form a position on a recommendation prior to attending meetings.
3.9 [bookmark: _Toc190949031][bookmark: _Toc217303664]Milestones
The Business Case Director will report to the PSC for noting and/or endorsement of key milestones for the development of the OA/DBC. This process will ensure:
· key elements of the OA/DBC are communicated to the PSC as they are developed
· key decisions required to efficiently progress the OA/DBC are made by the PSC at the appropriate time and in the appropriate sequence.
3.10 [bookmark: _Toc190949032][bookmark: _Toc217303665]Probity
Maintaining probity is an important principle for the Queensland Government, particularly in relation to procurement. The following principles of probity in procurement must be adhered to:
· fairness and impartiality
· accountability and transparency of process
· confidentiality and security of information and materials
· effective management of conflicts of interest.
Any probity concerns are to be raised with the Chair who will determine appropriate steps to address the matter.
3.11 [bookmark: _Toc190949033][bookmark: _Toc217303666]Retention of records
The Proposal Agency is responsible for keeping full and accurate PSC records.
PSC records form part of the public record and should provide adequate detail of proceedings and decisions made. Quality records and appropriate follow-up mechanisms promote transparency of the decision-making process and facilitate effective governance. The Secretariat will maintain records including:
· agenda and minutes
· briefing notes
· tabled documents and attachments
· action items, outcomes and decisions.
3.12 [bookmark: _Toc190949034][bookmark: _Toc217303667]Amendments
This Terms of Reference may be reviewed at any time and proposed amendments forwarded to the Chair for consideration. 
Approval of this Terms of Reference and any amendments will be determined by the Chair, in consultation with members and the Business Case Director.


[bookmark: _Toc190949035][bookmark: _Toc217303668]Appendix A – Governance diagram 
EDIT FIGURE AS REQUIRED
DBC
PROJECT TEAM
External Advisors
Responsible Minister
Assurance Processes: Peer and Gateway Reviews
Proposal Agency Executive
PROJECT STEERING COMMITTEE
Chair
Project Agency 
IPA, DSDIP – if required
Proposal Owner Agency
Treasury
DPC
Proposal Agency Board
(if required)
Senior Responsible Owner
PWG
Proposal Agency Reps
DPC – if required

Treasury - if required

IAD, DSDIP – if required
Key Stakeholder Rep
Key Stakeholder Rep
Business Case Management Team
Business Case Director



[bookmark: _Toc190949036][bookmark: _Toc217303669]Appendix B – PSC operational arrangements
	[bookmark: _Hlk74835346]Item
	Proposal information

	Proposal name
	Project Name

	Responsible Agency
	Agency Name

	Whole of Government policies and frameworks 
	Business Case Development Framework (BCDF)
Project Assessment Framework (PAF) 

	Responsible Agency policies and frameworks
	Key policies and frameworks:

	Agency Ministers
	Minister for XXXX

	PSC meeting frequency (target)
	Monthly

	PSC meeting location
	TEAMS/Meeting room

	PSC meeting time (target)
	Eg. last Tuesday of month

	Agenda items submitted
	5 days before meeting 

	Agenda distributed 
	4 days before meeting

	Documentation distributed 
	4 days before meeting

	Meeting minutes distributed 
	5 days following meeting

	Out of Session responses due
	2 days following circulation
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