	

Queensland Government


















<< Proposal Name Options Analysis/Detailed Business Case>> 
Project Working Group 
Terms of Reference 
<<MONTH YEAR>> 
	













[bookmark: _Toc74580800][bookmark: _Toc74659485][bookmark: _Toc74731076]Review and endorsement
	Step
	Action
	Endorsed by
	Name
	Date

	1
	Developed
	Project Director
	
	Click or tap to enter a date.
	2
	Consulted
	Infrastructure Portfolio and Advisory (IPA)
	
	Click or tap to enter a date.
	3
	Endorsed
	Senior Responsible Officer (SRO)
	
	Click or tap to enter a date.
	4
	Approved
	Project Steering Committee (PSC)
	
	Click or tap to enter a date.
	
	
	
	
	


		(Delete this box when draft is completed) 
Considerations – the Terms of Reference should be developed with respect to the size, value and complexity of the project. Aspects to consider when developing the Terms of Reference include:
· PWG membership 
· Frequency of meetings.

Document Editing
Text marked in CYAN needs to be deleted
Text marked in YELLOW needs to be reviewed and tailored to the proposal
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.

	







Contents
1.	Introduction	4
1.1	Purpose	4
1.2	Proposal background and description	4
1.3	Proposal objectives	4
1.4	Proposal scope	5
1.5	Deliverables	5
1.6	Governance	6
2.	Roles and responsibilities	6
2.1	Role	6
2.2	Membership	7
2.3	Role responsibilities	7
2.3.1 Chair	7
2.3.2	Members	8
2.3.3	Secretariat	8
2.3.4	Guests (Presenters and Observers)	8
3.	PWG administration	8
3.1	Meeting schedule	8
3.2	Quorum	8
3.3	Proxies	9
3.4	Decision making	9
3.5	Conflict of Interest	9
3.6	Probity	9
3.7	Decision making	9
3.8	Amendments	10
Appendix A – Governance diagram	11
Appendix B – PSC operational arrangements	12

1.0 [bookmark: _Toc190949011][bookmark: _Toc217303257]
Introduction
0. [bookmark: _Toc190949012][bookmark: _Toc217303258]Purpose
[bookmark: _Toc190949013]This document outlines the Terms of Reference for the <<Proposal Name>> Options Analysis (OA)/Detailed Business Case (DBC) Project Working Group (PWG), established to facilitate appropriate development and progression of the OA/DBC.  
2.0 [bookmark: _Toc217303259]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.
0. [bookmark: _Toc217303260]Proposal objectives 
[bookmark: _Hlk152310903][bookmark: _Toc190949015]<<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.
[bookmark: _Hlk78204300]The DBC process will result in a business case that provides clear recommendations for decision-makers supported by comprehensive evidence.
0. [bookmark: _Toc217303261]Proposal scope
[bookmark: _Toc190949016]The OA/DBC will be prepared in accordance with the 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 assess 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: 
· Reconfirming the service need and strategic context 
· Conducting impact/ benefits and risk assessment workshops incorporating effective stakeholder engagement 
· Re-evaluating the options analysis to confirm the reference project/s
· Documenting and agree 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.
0. [bookmark: _Toc217303262]Deliverables
[bookmark: _Toc190949468][bookmark: _Hlk74822076]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 project 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
· submissions to Government.
0. [bookmark: _Toc217303263]Governance
Governance for the development of the OA/DBC is presented in Appendix A.

3.0 [bookmark: _Toc190949017][bookmark: _Toc217303264][bookmark: _Toc190949018]Roles and responsibilities
3.1 [bookmark: _Toc217303265]Role
The PWG provides direction and guidance for the development of the business case. PWG responsibilities include ensuring the OA/DBC:
· is of a high quality, addressing the requirements of the Business Case Development Framework (BCDF) 
· meets the <<Owner Agency’s>> policies and framework
· meets any public commitments
· provides findings that are robust and defensible 
· provides confidence to all stakeholders in the outcomes and findings 
· is delivered on time and within budget
· addresses the project service need.

The PWG will achieve these objectives by:
· monitoring OA/DBC deliverables against the critical path and key milestones while ensuring budget integrity is maintained
· considering and recommending preferred positions on technical and policy issues and risks
· through the PWG Chair, provide recommendations to the PSC on courses of action in respect of any relevant matters and escalating any matters that cannot be resolved at the PWG level 
· through the PWG Chair, provide recommendations for endorsement to the PSC on business case outputs and deliverables (and for then subsequent approval by others) 
· progressing documents as appropriate for agency executive, Project Steering Committee, relevant agency committees 
· ensuring the project remains aligned to applicable strategic directions and government commitments
· providing assurance and recommendations regarding key decisions that impact the OA/DBC including key assumptions and milestone endorsements
· endorsing the OA/DBC for progression through further approval processes 
· escalating issues, requests for endorsement and providing updates to the Project Steering Committee.  
3.2 [bookmark: _Toc190949020][bookmark: _Toc217303266]Membership
PWG membership consists of a core group of members with the ability to invite guests to meetings as they are required. Core membership of the PWG is outlined in Table 1. 
Table 1: PWG Members
	Role
	Name
	Position and organisation

	Chair 
	
	Business Case Director <<Owner Agency>>

	Member
	
	Business Case Manager <<Owner Agency>>

	Member
	
	Department of the Premier and Cabinet (DPC) – if required

	Member
	
	Queensland Treasury (QT) – if required

	Member
	
	Infrastructure Portfolio and Advisory (IPA)

	Member
	
	Key government stakeholder

	Member 
	
	Technical subject matter expert (as required) 



Any changes to the nominated PWG members must be approved by the Chair of the PWG. 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 PWG meetings to provide advice or as observers (refer section 2.4.4 – Guests (Presenters and Observers)). 
3.3 [bookmark: _Toc190949021][bookmark: _Toc217303267]Role responsibilities
[bookmark: _Toc217303268]2.3.1 Chair
The Business Case Director for the project will act as Chair of the PWG and is responsible for: 
· setting the agenda for each meeting
· explaining the purpose of the meeting and the agenda at the beginning of each meeting
· 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 any decision-making by the PWG
· ensuring there is a summary of recommendations, action items and action owners and communication of meeting minutes and actions
· reporting to the Project Steering Committee
· briefing PWG members of relevant outcomes of any project briefings and other key meetings relating to the progress and approval of the OA/DBC.
[bookmark: _Toc217303269]2.3.2	Members
Individual PWG members have the following responsibilities:
· supporting the Chair by completing allocated actions
· understanding the objectives of the OA/DBC and the interests of key stakeholders
· ensuring that staff 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 relevant to the analyses and the OA/DBC
· subject to any necessary internal approvals from their respective organisations, agreeing on action items and outcomes.
[bookmark: _Toc217303270]2.3.3	Secretariat
The Secretariat will support the Chair through administrative assistance for effective running of the PWG. The Secretariat function will be provided by <<Proposal Agency>>. The responsibilities of the Secretariat include:
· developing the meeting agenda for approval by the Chair
· drafting the minutes for review by the Chair
· maintaining a record of actions, recommendations and outcomes
· coordinating the collection and distribution of documentation prior to and following PWG meetings
· generally ensuring the PWG is administered in accordance with these Terms of Reference.
[bookmark: _Toc217303271]2.3.4	Guests (Presenters and Observers)
Guests (including project advisors) may be invited for relevant portions of the meeting, as appropriate, and may be invited to: 
· provide reports, updates, advice and guidance to the PWG where required
· deputise for a member if they are not available to attend (nominated proxy)
· own and resolve any actions allocated. 
Additional permanent guests must be approved by the Chair in advance of attending their first meeting.
3.0 [bookmark: _Toc190949022][bookmark: _Toc217303272]PWG administration
3.1 [bookmark: _Toc217303273]Meeting schedule
[bookmark: _Toc190949024]PWG 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 PWG will be minuted, in line with operational arrangements set out in Appendix B. 
The Chair may also schedule additional ad hoc meetings if considered necessary to address specific issues.
3.2 [bookmark: _Toc217303274]Quorum
[bookmark: _Toc190949026]A quorum will consist of 50% of members plus one. 
If the matter to be discussed by the PWG concerns a particular agency which is not represented by a member, the Chair may determine that action and response be sought from the agency following the meeting. 
3.3 [bookmark: _Toc217303275]Proxies
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.
3.4 [bookmark: _Toc190949027][bookmark: _Toc217303276]Decision making
The Chair will guide consideration of matters presented to the PWG to assist in reaching a consensus.   Recommendations should normally be agreed by consensus but if the PWG cannot reach consensus, a vote may be taken, and the results minuted.
It is expected that members attending meetings will have sufficient authority to contribute to and inform recommendations formed by the PWG and will have sufficient time to consider the matters presented to the PWG. Members are responsible for:
· attaining the necessary authority from their respective organisations to confirm recommendations at meetings 
· undertaking any investigations or consultation required to form a position on a recommendation prior to attending meetings. 
3.5 [bookmark: _Toc217303277]Conflict of Interest
[bookmark: _Toc190949029]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). 
PWG members must disclose any conflict of interest prior to or during a meeting. If determined by the Chair, the member may need to be excused for all or part of the meeting.
3.6 [bookmark: _Toc217303278]Probity
[bookmark: _Toc190949030]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. 
3.7 [bookmark: _Toc217303279]Decision making
[bookmark: _Toc190949031]PWG records form part of the public record and should provide adequate detail of proceedings and recommendations 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 recommendations/decisions.
The Proposal Agency is responsible for keeping accurate PWG records.
3.8 [bookmark: _Toc217303280]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.


[bookmark: _Toc190949035][bookmark: _Toc217303281]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

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



[bookmark: _Toc190949036][bookmark: _Toc217303282]Appendix B – PSC operational arrangements
	Item
	Project 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 <<XXX>>

	PWG meeting frequency (target)
	Monthly/ As required

	PWG meeting location
	TEAMS/Meeting Room

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

	Agenda items submitted
	2 days before meeting 

	Agenda distributed 
	1 days before meeting

	Documentation distributed 
	1 days before meeting

	Meeting minutes distributed 
	2 days following meeting
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