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1.0 [bookmark: _Toc190950034][bookmark: _Toc217306560][bookmark: _Hlk185855383]Introduction
1.1 [bookmark: _Toc190950035][bookmark: _Toc217306561]Purpose
The Business Case Management Plan (BCMP) outlines the key activities of proposal development and how they will be managed during the development of the <<Proposal Name>> Options Analysis (OA) as outlined in Figure 1.
The initial BCMP is endorsed by the Senior Responsible Owner (SRO) and approved by the Project Steering Committee (PSC). The BCMP is a live document and will be updated, as required throughout the development of the proposal, including subsequent SRO endorsement and PSC approval.
[bookmark: _Hlk80694713][bookmark: _Hlk78963010]For the purposes of this BCMP, a distinction is made between the following terms: Proposal being the ideas and options under development and to be put forward for government consideration and/or progression; and Project being the process and activities that will result in the development of the proposal. 
Figure 1: Business Case Management Plan Roadmap 

BUSINESS CASE MANAGEMENT PLAN
Proposal Development 
Reporting
Communications Management
Stakeholder Engagement Plan
Proposal Overview
Initial Benefits Register
Time Management
Project Schedule
Contracted Resources 
Procurement Plan
Cost Management Tool
Quality & 
Assurance

Assurance Plan
Risk, Issues, Decisions & Lessons 
Register
Close Out
Close out Checklist
Lessons Learned Report

PSC
Terms of Reference
Governance 
PWG
Terms of Reference

Appendix A Appendix A Appendix A
Appendix B Appendix A Appendix A
Appendix E Appendix A Appendix A
Appendix C Appendix A Appendix A
Appendix D Appendix A Appendix A
Appendix F Appendix A Appendix A
Appendix G Appendix A Appendix A
Appendix H Appendix A Appendix A
Appendix I Appendix A Appendix A
Appendix J Appendix A Appendix A
Appendix K Appendix A Appendix A

1.2 [bookmark: _Toc190950036][bookmark: _Toc217306562]Proposal overview
Insert 2-3 paragraphs describing the context (e.g. commitments and/or announcements) and a high-level description of the problem that the proposal will address (e.g. service need and proposed response) and how this response will achieve results.
1.3 [bookmark: _Toc190950037][bookmark: _Toc217306563]Expected project benefits – Investment Logic Mapping
The Investment Logic Mapping (ILM) workshop is typically undertaken in the Strategic Assessment stage and revisited/refreshed in subsequent stages e.g. OA. If an ILM has not been completed, one will need to be completed in the current stage. 
Provide details of when it will be conducted for this draft and update the identified benefits later.
An Investment Logic Mapping (ILM) workshop assists in focusing the business case by:
· defining the problem, opportunities and value proposition 
· confirming the infrastructure proposal scope
· identifying targeted benefits and how these will be measured.
An ILM workshop for the <<Proposal Name>> was held on <<Date>>.
In addition to <<Proposal Owner Agency>> representatives, other key stakeholders, such as <<insert relevant departments>> participated in these sessions.
Key benefits of the infrastructure proposal are expected to be:
· XXXX
· XXXX
· XXXX
An initial benefits register based on the ILM results is at Appendix A. The benefits register will be updated throughout the development of the OA. 
2.0 [bookmark: _Toc190950038][bookmark: _Toc217306564]Proposal development
2.1 [bookmark: _Toc190950039][bookmark: _Toc217306565]Strategic policy alignment
Describe the proposal’s alignment/contribution to relevant overarching government and specific Proposal Owner Agency frameworks/policies. 
The OA will be prepared in accordance with the Business Case Development Framework (BCDF) using the appropriate DBC Guides and Template (the Template) available from the Department of State Development, Infrastructure and Planning (DSDIP)’s website. The proposal will also align with the Queensland Government’s Project Assessment Framework (PAF).
Other frameworks relevant to business case development may also apply and should be mentioned here, including Infrastructure Australia’s (IA) Assessment Framework (if the project has more than $250m in Australian Government funding or the project is being considered for inclusion in the IA Infrastructure Priority List), the National PPP Guidelines and Queensland PPP Supporting Guidelines (as part of delivery model analysis). Please seek Infrastructure Portfolio and Advisory (IPA) advice if you need clarification of these requirements.
A list of strategic documents is available on the Infrastructure Proposal Development Hub in the Resources section. 
2.2 [bookmark: _Toc190950040][bookmark: _Toc217306566]Objectives
[bookmark: _Hlk78204354][bookmark: _Hlk78204289]The objective of the OA stage is to re-confirm and assess the long list of options from the Strategic Assessment, identifying a shortlist for detailed analysis in Stage 3: Detailed Business Case. 
The evaluation will involve a comprehensive assessment across a range of relevant criteria, applying appropriate techniques to narrow options, and subjecting any remaining options to a rigorous evaluation of their potential viability, incorporating social-economic, environmental, financial, and sustainability analysis. 
The outcome includes an updated service need and identified preferred options supported by robust analysis for decision-makers' consideration in deliberations about the proposal's future.
2.3 [bookmark: _Toc190950041][bookmark: _Toc217306567]Scope and deliverables
[bookmark: _Hlk75261918]The OA scope, outlined in Figure 2, encompasses activities such as:
· reconfirming the service need and strategic context
· documenting how the proposed response aligns with government policy, and 
· explaining the proposal's scope in sufficient detail for decision-makers to understand how the service need will be addressed. 
Additionally, the OA process includes:
· filtering options to a shortlist
· confirming and assessing potential options
· documenting the economic, social, environmental, and financial viability of shortlisted options, and 
· making recommendations for options to be considered in Stage 3. 
The OA stage also involves considering whether the preferred option is suitable for a Public Private Partnership (PPP) or should follow a traditional delivery model. 
Assurance activities, such as peer reviews and Gateway Reviews, are performed, with all relevant feedback and recommendations incorporated.
Figure 2: Business Case Development Framework - OA Structure
[image: ]
The OA stage deliverables include:
· a business case management plan, including project schedule, budget, benefits and risk register
· an Assurance Plan 
· [bookmark: _Hlk81463663]<<monthly/quarterly/fortnightly/other>> progress reports (including a final report) against the Business Case Management Plan
· <<monthly/quarterly/fortnightly/other>> financial progress reports (including final report/breakdown) against budget
· Options Analysis Report document completed in accordance with the BCDF
· an Assurance Report
· a Gate 1 Gateway Review report (or summary of the rating and recommendations)
· << Proposal Owner Agency>> Board or governing body and PSC presentations and briefing materials
· close out of the OA, including a lessons learned report.
2.4 [bookmark: _Toc190950042][bookmark: _Toc217306568]Business Case Development Framework tailoring
Any departures from the expectations of the BCDF must be discussed with IPA and listed here with an explanation of the departure, justification as to why the departure is needed and how the decision was reached. If there are no departures, please delete this section.
The BCDF is a scalable tool, designed to be tailored using a fit-for-purpose approach, driven by the specific needs of the proposal. After consulting with <<key stakeholders, central agencies, IPA, etc.>> on the context and needs of the infrastructure proposal at this DBC stage, the following issues have been identified.
· List proposal / project risks/ issues with a brief description, that require tailoring of the BCDF.
After consideration of the risks and benefits presented by these issues and in consultation with IPA, the following actions will be taken to tailor the application of the BCDF to the proposal analysis and evaluation:
· List adaptations of the BCDF for each issue raised.
2.5 [bookmark: _Toc190950043][bookmark: _Toc217306569]Options Analysis chapters and authors
In accordance with the application of the BCDF, the planned OA chapters will be prepared by the nominated lead authors are presented in Table 1.
<<List of authors and chapters to be included in the business case reflecting DSDIP advice>> 
Table 1: Options Analysis Chapters and Authors
	Chapter/Section 
	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 NeedEDIT AS REQUIRED

	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 Model 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


2.6 [bookmark: _Toc190950044][bookmark: _Toc217306570]Key development phases
Development of the business case includes three key phases: Initiation, Delivery and Close-out. These phases, and the key activities by which the options analysis will be progressed are outlined in Table 2.
It should be noted that the development of the options analysis is not linear, and some activities will overlap between phases. 
Table 2: Key activities in Options Analysis development
	Key activities
	Description

	Planning/preparation phase
	

	Review of proposal information to confirm objectives and scope
	Review of key proposal information, including any previous analysis and evaluation, and engage with key stakeholders to confirm the objectives and scope of the Options Analysis. 

	Extract Lessons Learned
	Review lessons learned from previous projects of similar type and complexity, and plan to address any that may apply to this proposal.

	Gap analysis
	Undertake a gap analysis on work performed to date, identifying key findings of analyses on which the options analysis can build upon. 
The gap analysis will also identify weaknesses requiring in analysis in their Options Analysis.

	Risk and opportunity workshops
	Undertake risk and benefit workshops (this will continue throughout the options analysis) to identify key areas of risk and opportunity and responses to these. This will include risks/opportunities for the Options Analysis as well as the proposal/s.

	ILM workshop
	Undertake an ILM workshop to confirm the proposal scope; identify targeted benefits; and define the problem, opportunities and value proposition. OR Reconfirm ILM outputs from previous ILM. Select whichever applies.

	[bookmark: _Hlk82872403]Narrative for the options analysis
	Following completion of the above activities, it is recommended that a narrative be developed that explains the problem/opportunity/service need and how shortlisted options will address these.  Along with the ILM Map, this narrative can be used throughout the development of the proposal to support the identification of the preferred option. 

	Governance/stakeholder engagement
	Establish governance arrangements (e.g. PSC, PWG) and engage with key stakeholders as required.

	Project documentation and controls
	Develop key project documentation including Assurance Plan; Business Case Management Plan (this plan); Procurement plan; Contract Management Plan; Project Schedule/Program; and PSC and PWG Terms of Reference.
Also establish controls and reporting protocols (e.g. budget management tools; monthly reporting format).

	Procurement/engagement of advisors
	Liaise with (IPA) DSDIP regarding the advisors for the business case to ensure appropriate scope and deliverables for these work packages and ensure selection of appropriate peer review packages to be procured.
On a priority basis develop ITO documentation and evaluation plans for external resources and progressively procure and engage these advisors. 

	Proposal development phase OA

	Review service need and demand
	Engage with relevant internal and external subject matter experts and review evidence of past and future service need and demand
Review the service need statement and confirm it has two elements:
the problem/opportunity and how it will evolve over time
why the problem/opportunity needs to be addressed now.

	Current state 
	Describe the conditions influencing service need to provide a baseline to understand what changes will happen if the proposal proceeds and support the development of:
· base case
· options analysis, selection and design
· social impact evaluation
· economic analysis
· public interest considerations
· sustainability assessment
· environmental assessment.

	Longlist Options
	Reconfirm longlisted options from the Strategic Assessment and/or identify as many options as possible to deliver the proposed outcomes within the scope of the proposal. 
Document method for identifying longlist options.

	Long to Short List
	Develop a robust and defensible assessment of the options longlist and how a shortlist of options will be generated and analysed in more technical detail.

	Options Analysis considerations
	Analysis and assessments of social impact evaluation, environmental, sustainability, economic, financial, engineering and affordability analysis impacts will be undertaken. The analyses will be used to demonstrate how well the proposal addresses the service needs and the associated risks and issues. Outcomes of the analyses will also be used to identify key issues for decision makers and to formulate recommendations.

	Market Considerations
	Information will be sought from the private sector about the proposal particularly in relation to market appetite, availability of contractors, delivery models and issues from an industry perspective.

	Delivery Method
	Evaluate potential delivery models and recommend a delivery model that is likely to optimise value-for-money. 
Consider packaging options for the delivery including private finance models (if appropriate).

	Options Analysis drafting
	Progressively draft relevant chapters. The drafting of each chapter should have regard to and give effect to the ILM Map and Options Analysis narrative (described above).

	Assurance activities
	BCDF alignment reviews, Peer Reviews and a Gateway Review will be undertaken in accordance with the Assurance Plan and recommendations actioned, noting certain assurance activities may occur in parallel with analyses development.

	Options Analysis finalisation and approval
	The OA will be finalised, incorporating feedback from key stakeholders such as members of the PSC, <<Proposal Owner Agency>> executives, central agencies and IPA (DSDIP) executives as required.
The OA will be formally endorsed by the PSC and any relevant proposal owner agency board and then put forward for consideration and approval by government.

	Close phase

	Close out processes
	Contracts with advisors will be closed out.
Risk register close out.
Assurance report close out.
Contractor performance report close out. 
Financial close out report. 
Final handover to client. 
Final PSC meeting. 

	Budget submission preparation 
	Prepare budget submission following close out processes. 

	Lessons learned and handover
	Lessons learned throughout the OA will be documented and the team will handover critical information in preparation for the next phase of the proposal.


2.7 [bookmark: _Toc190950045][bookmark: _Toc217306571]Assumptions, constraints and limitations
The key assumptions, constraints and limitations in relation to business case development that have been identified to date are discussed below. 
Issues such as these will be tracked throughout the business case development using tools such as the risk, issues and decision registers.
[bookmark: _Toc217306572]Assumptions
List assumptions around issues that may impact development of the business case e.g. the chosen site is suitable for the proposed development; there is no government appetite for staging of implementation; etc. 
· E.g., The OA analysis will be based on existing State legislation, regulatory parameters and policies.
· E.g., It is assumed that there is sufficient demand evident to justify an OA for the <<Proposal Name>>.  
[bookmark: _Toc217306573]Constraints 
List any constraining factors e.g. project deadlines, budgets, resourcing availability.
· The OA is to be considered by the <<Proposal Owner Agency>> <<approval body>> by end <<XXXX>> 20XX.
· The OA is to be delivered within the approved budget of <<$XXX>>.
[bookmark: _Toc217306574]Limitations 
[bookmark: _Toc190950046]List any areas that are known to be out of scope or that will be delayed until subsequent phases eg. Repurposing of an existing site or finalising site purchase arrangements for a new site.
2.8 [bookmark: _Toc217306575]Business Case change management
Throughout the development of the business case, there is potential for changing circumstances to impact on the scope and/or nature of the proposal. Such impacts will need to be addressed by the Project Team and PSC as required and communicated to relevant stakeholders where appropriate. 
Emerging issues should be actively managed by the Project Team and, depending on the nature of the change, escalated through the governance structure presented in Figure 3. 
At a minimum, the following information should be presented when communicating change issues:
· which function of project management has been affected (scope, time, cost, quality, risk, procurement)
· significance of the change
· list of advantages and disadvantages to the change
· recommendation on how to proceed. 
Internal monthly reporting will capture all emerging issues, material changes and potential changes to the proposal and project. 
The outcomes of the change process will be recorded in a project decision register (refer section 6.5). 
Consideration should be given to other project artefacts that may need to be changed or produced as a result of adapting to changes during the business case development.

3 [bookmark: _Toc190950047][bookmark: _Toc217306576][bookmark: _Hlk185855408]Governance
3.1 [bookmark: _Toc190950048][bookmark: _Toc217306577]Infrastructure proposal development context
A whole of government perspective has been adopted to enable a coordinated approach to the development of infrastructure proposals. While the following governance mechanisms lay outside the direct governance structure for the proposal, they provide the context in which the proposal development must operate.  
The Infrastructure Proposal Development Policy (IPDP) applies to infrastructure proposals likely to require a capital investment of greater than $100 million and is recommended for proposals likely to require between $50 and $100 million in capital investment, except for transport projects where it applies to projects with a capital investment greater than $500 million and is recommended for projects estimated between $100 to $500 million. DSDIP plays a central role in administering the IPDP with its key elements of:
· Robust proposals: Agency led assessment and assurance of infrastructure proposals, using BCDF and Assurance Framework.
· Advice and assurance: IPA advisory role to agencies in support of proposal development and, as agreed with central agencies, to provide additional assurance to support government investment decisions.
· Capital planning: DSDIP central role in strategic whole-of-government capital planning.
· Capability uplift: DSDIP support of infrastructure development capability uplift across government.
<<Proposal Owner Agency>> consulted with IPA on the application of the IPDP, including the level of IPA support and assurance oversight required.
3.2 [bookmark: _Toc190950049][bookmark: _Toc217306578]Project governance
Governance arrangements should be adapted to reflect the size, scope, risk and complexity of the proposal. Please adjust the following arrangements to fit the individual proposal requirements.
A diagram of the governance structure for the delivery of the business case, including the relationship between the PSC, << Proposal Owner Agency>> and other decision makers, is provided in Figure 3.
Figure 3: Project governance 
EDIT FIGURE AS REQUIRED
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(if required)
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Table 3: Governance and project role descriptions 
Edit the table below to match the governance figure above. 
	Body/Position
	Role description

	Minister for Proposal Owner Agency
	· Provide guidance on and approval for key business case issues/milestones
· Consider the final business case and recommendations presented by <<Proposal Owner Agency>>
· Endorse the business case for CBRC consideration/approval.

	Proposal Agency Board
	Remove if not required 
· Endorses the business case for progression to the relevant Minister.

	Proposal Agency Senior Executive
	· Endorses the business case for progression to the << Proposal Agency Board or relevant Minister, whichever is appropriate>>.

	Senior Responsible Owner (SRO)/Owner Agency Work Unit
	· Direct the Project Team and Owner Agency Work Unit
· Report business case progress to ICC
· Seek guidance and approval from Responsible Minister on key business case issues/milestonesEDIT TABLE AS REQUIRED

· Submit the final business case to Minister for <<Proposal Owner Agency>> for endorsement for CBRC consideration/approval.

	Project Steering Committee (PSC)
	· Provide oversight and guidance during development of the business case and making key project decisions
· Performing as per the PSC – Terms of Reference (Appendix B).

	PSC Chair 
	· Provide direction and encouraging discussion and participation from all representatives at PSC meetings
· Ensure performance of the PSC as per the PSC – Terms of Reference (Appendix B)
· Membership comprised of representatives from:
· Proposal Owner Agency
· IPA [may attend as member or observer as agreed. Remove if not a PSC member]
· Treasury
· DPC
· Other key government stakeholders.

	IPA, DSDIP – level of involvement and assistance. Amend role accordingly.
	· Specific business case advisory activity including:
· IPA [may attend as member or observer as agreed. Remove if not a PSC member]
· Guiding development of the business case in accordance with the BCDF in consultation with the Project Team 
· Providing advice and support for specific business case analysis
· Providing input and guidance for advisory procurement
· Ensuring assurance activities such as peer reviews / gateway reviews recommendations and comments have been fully considered, including review of the Assurance Report.

	Project Team
	· Drive day-to-day development of the business case
· Report progress and issues to the SRO and PSC
· Ensure compliance with BCDF
· Manage contracted resources
· Manage business case budget
· Comprised of a combination of:
· Senior Executive Officer– if required
· Project Director
· Project Manager
· Business Case Director
· Business Case Manager
· Project Support. 

	<<Insert details of Owner Agency, other government and external resources with direct business case responsibilities, including, but not limited to the following and edit the list for DBC Project Team to match the following role description responsibilities>>

	Senior Executive Officer - Owner Agency
These responsibilities may be included with Project Director role
	· Senior <<Agency Name>> escalation point for significant risks and issues relating to the business case and stakeholder engagement
· Main contact with SRO
· Manages senior executive engagement with stakeholder entities (agency or GOC), (IPA) DSDIP, Treasury and DPC. 

	Project Director - Owner Agency [program/unit director or equivalent], [business unit]
	· Accountable for oversight management of the BCMS team
· Ensures lessons learned, synergies and consistency of approach are applied across projects
· Works closely with the Business Case Director and/or Business Case Manager to ensure the process and products for the business case meet expectations regarding time, cost, quality, scope and the relevant strategic context and policy considerations
· Lead responsibility for managing day to day relationships with stakeholder entities (list agency or GOC), (IPA) DSDIP, Treasury and DPC, to support a whole of government approach to the development of the business case and consistent relationship management with agencies.

	Project Manager - Owner Agency <<manager>>, <<business unit>>

Role responsibilities may be incorporated with Business Case Manager role and the one role be delivered by either internal or external resources
	· Key delivery role within the BCMS team, working in partnership with the BCMS contractor resources, on the development of the business case
· Facilitate business case development, through ensuring the BCMS team has the required inputs to efficiently and effectively prepare a business case which meets the needs and expectations of stakeholders, including all relevant policies, guidelines and templates
· Specific business case deliverable responsibilities identified and allocated as agreed between the Project Director, Business Case Director. May include:
· Leading specific procurement processes
· Assistance with or leadership of certain project management activities
· Supporting day to day stakeholder relationships with agencies.

	Project Supports - Owner Agency <<business unit>>

Role responsibilities may be incorporated with Project Manager or Business Case Manager role
	· Project support responsibilities including:
· Coordinate the onboarding and induction of new project resources
· Coordinate project status reporting, program milestone tracking, business case data updates
· Coordinate project financial administration including processing of invoices, purchase orders, accruals and recovery invoices 
· Assist with procurement functions including drafting tender documents and evaluation reports
· Coordination of the project team’s recordkeeping
· Coordinate Gateway Review processes and panels.

	BCMS Business Case Director (External Resource)
	The Business Case Director, supported by the BCMS team and in consultation with the <<program/unit director or equivalent>> and Project SRO, is responsible for project integration and will need to employ expert judgement to assess competing objectives before making a recommendation and taking a course of action. This role:
· is a single point of accountability for the project team 
· reports to the relevant Project Director or equivalent Owner Agency position and to the PSC
· works with the Project Director or equivalent Owner Agency position, lead stakeholder engagement at executive level across <<Owner Agency>>, stakeholder entities (agency or GOC), (IPA) DSDIP, Treasury and DPC
· oversees and directs project management of the business case, including scope and quality, time, cost and risk management
· is responsible for implementation of the Assurance Plan at a project level in liaison with the Project Director or equivalent Owner Agency position
· is responsible for contract management of external advisors, in liaison with the Project Director or equivalent Owner Agency position
· manages project integration activities like:
· alignment with the BCDF, departmental policies and directions from PSC 
· monitoring and resolving key issues
· monitoring deliverables
· monitoring and controlling business case quality and costs
· providing consistent communication, including liaison with the PSC Chair during development of the business case.

	BCMS Business Case Manager
	· Focus on business case development and delivery in accordance with the BCDF
· Management of the business case project, advisor procurement and day-to-day contract management activities, assurance activities, risk management and project reporting
· Management of <<agency name>>’s  advisors’ business case inputs from advisors and outputs – time, cost, scope and quality
· Management of the business case chapter development including:
· Development of a clear business case narrative that aligns the service need, options analysis and strategic context
· Editing and coordination of all business case inputs, collation of the business case chapters and ensuring consistency across chapters.

	Project Working Group (PWG)
	· Provides officer-level subject matter expertise and guidance during the development of the DBC
· Raises risks and opportunities for consideration of the working group
· Reports on progress of the business case within home agency
· Seeks home agency position and advice on key issues
· Makes recommendations to the PSC relating to DBC deliverables and alignment with the BCDF
· Performs as per the Project Working Group –Terms of Reference (Appendix C). 
· Is comprised of:
· Project Director
· Project Manager
· Project Support
· Business Case Director
· Business Case Manager 
· Other members or observers as required. 

	SME, Peer and Gateway Reviewers
	· Provide an independent third-party or expert assessment of the rigor of business case analysis and processes
· Provide recommendations to improve the rigor of business case analysis and processes
· Comprised of:
· Internal subject matter experts e.g. service need, ICT, design function
· External peer reviewers e.g. engineering financial and economic
· Gateway Panel. 



4 [bookmark: _Toc190950050][bookmark: _Toc217306579]Program schedule
The program schedule will be developed using MS Project (or similar) and will require regular maintenance to ensure it accurately reflects the current status of the project.
[bookmark: _Hlk82873471]The Project Team will track progress weekly and update the schedule monthly throughout development of the OA, and report status to schedule at each meeting of the PSC. Refer to Appendix D for the baseline project schedule.
4.1 [bookmark: _Toc42869458][bookmark: _Toc190950051][bookmark: _Toc217306580]Schedule change management
Insignificant changes to the schedule (e.g. changes to minor activity deadlines that do not affect major deadlines) may be made at the discretion of the Business Case Director. 
Significant changes to the schedule (e.g. changes to major deadlines such as Gateway Review) need to be discussed with the <<program/unit director or equivalent>>, the SRO, and the PSC.
4.2 [bookmark: _Toc42869459][bookmark: _Toc190950052][bookmark: _Toc217306581]Key milestones
[bookmark: _Hlk80270477]A summary of the anticipated key milestones for the OA can be found in Table 4.
[bookmark: _Ref42867374][bookmark: _Toc41299911][bookmark: _Toc42869522]Table 4: Summary of key milestones
	Milestone
	Planned date

	Planning/preparation phase
	

	ILM, Lessons Learned, Risk Register, Benefits Register, Gap Analysis approved
	

	Governance established: Endorsement of PSC and PWG Terms of Reference EDIT TABLE AS REQUIRED

	

	Assurance Plan approved
	

	Business Case Management Plan approved
	

	Project schedule and budget approved 
	

	Stakeholder Engagement Plan, Change Management Plan etc approved 
	

	Procurement approved
	

	Engagement of Advisors and Peer Reviewers 
	

	Proposal Development Phase
	

	Long to short listing completed / preferred option identified
	

	Preferred option analysis completed:
· Social impact evaluation
· Environmental assessment
· Sustainability assessment
· Economic analysis
· Financial analysis
· Affordability analysis
	

	Peer Reviews completed and recommendations actioned
	

	Analysis outcomes and preferred option documented
	

	Gateway Review completed and recommendations actioned 
	

	BCDF Alignment Review completed
	

	Assurance Report completed
	

	PSC endorsement of business case analysis, findings, conclusions and recommendations
	

	SRO review and endorsement
	

	<<owner agency name>> <<approval body>> endorsement
	

	Project Close
	

	Lessons Learned Report approved
	

	Contractor Performance Reports approved
	

	Records Management completed
	

	Risk Register Close Out completed 
	

	Financial Close Out Report completed 
	

	Budget Submission completed 
	


5.0 [bookmark: _Toc190950053][bookmark: _Toc217306582][bookmark: _Hlk80270709]Contracted resources
5.1 [bookmark: _Toc190950054][bookmark: _Toc217306583][bookmark: _Hlk80094125]Budget
[bookmark: _Hlk80178876]The anticipated resources required to complete the business case along with an estimated budget for each are presented in Table 5. 
[bookmark: _Hlk80179334]Tracking of actual and forecast expenditure will be maintained on a monthly basis by the Project Team using a budgeting tool listed in Appendix E. 
[bookmark: _Ref42867580][bookmark: _Toc42869523][bookmark: _Ref29892529][bookmark: _Toc32225638]Table 5: Contracted resources and allocated budget
	Resources
	Budget

	Business Case Management
	

	Stakeholder engagement
	

	Social Impact Evaluation
	

	Financial and Commercial
	

	Economics
	

	Design
	

	Cost and risk
	

	Peer review/s
	

	
	

	Sub-total
	

	Contingency (X%)
	

	Total
	


5.2 [bookmark: _Toc190950055][bookmark: _Toc217306584]Procurement management
[bookmark: _Ref81471872][bookmark: _Hlk81493335]A number of technical and commercial advisors are required to provide analysis and advice for the OA as well as selected peer reviewers. The details of these planned engagements can be found in the <<Proposal Name>> OA Procurement Plan, located at Appendix F 
Drafting Note: Preparing a Procurement Plan is optional but recommended if there are several procurements to undertake. Delete reference to the Procurement Plan if not required.
[bookmark: _Hlk81472480]Table 6 presents details of the work packages that will be required to complete the OA. The items highlighted in grey have either already been procured or are being procured by <<owner agency name>> or another party.
Although the engagement of peer review services will be sequenced after the procurement of all other project advisory services, it is beneficial to the project to have these services engaged in time to review proposed methodologies before they are implemented. This allows for greatest opportunity to maximise the value of different approaches and minimise rework after the analysis has been performed.
Table 6: Procurement Requirements
	Package
	Workstream
	Purpose

	Business Case Management
	Project Management
	

	Financial/Commercial 
	Advisory
	

	Economics
	Advisory
	

	Stakeholder Engagement
	Advisory
	

	Social Impact Evaluation
	Advisory
	

	Peer reviewer – <Insert>
	Assurance
	

	Peer reviewer – <Insert>
	Assurance
	

	Peer reviewer – <Insert>
	Assurance
	


5.3 [bookmark: _Toc190950056][bookmark: _Toc217306585]Contract management
[bookmark: _Hlk80699940][bookmark: _Hlk81493273]Contracted resources will be managed in accordance with the <<Proposal Name>> OA Contract Management Plan that will be developed in alignment with the Queensland Government Contract Management Framework and <<Proposal Owner Agency>> policies. The Plan will cover aspects relating to contract variations and performance. 
Drafting Note: preparing and implementing a Contract Management Plan is optional and should be considered with the Owner Agency procurement policy. Delete section if not required. 
6.0 [bookmark: _Toc190950057][bookmark: _Toc217306586]Quality and assurance management
6.1 [bookmark: _Toc31638132][bookmark: _Toc32225695][bookmark: _Toc42869476][bookmark: _Toc190950058][bookmark: _Toc217306587][bookmark: _Hlk80272608][bookmark: _Hlk80282105]Quality management
To ensure quality in all aspects of the OA, development of the business case will align with the requirements of the BCDF. To further ensure the appropriate quality output, the following activities will be undertaken during the course of developing the OA:
· regular review by the Business Case Director
· regular review by the Project Team, including BCDF Alignment reviews and internal reviews
· reviews by Project Working Group members and their respective agencies
· review of key content by IPA and/or central agencies 
· regular review of Supplier performance against key performance indicators
· appropriate version controls.
6.2 [bookmark: _Toc31638133][bookmark: _Toc32225696][bookmark: _Toc42869477][bookmark: _Toc190950059][bookmark: _Toc217306588]Assurance management
The business case will adopt the internal assurance processes required by the <<Proposal Owner Agency policy /framework>> as well as the IPDP and the Infrastructure Proposal Assurance Framework. These key documents will be reflected in the <<Proposal Name>> Assurance Plan.
The <<Proposal Name>> Assurance Plan (Appendix G) outlines assurance activities that will be performed throughout the development of the DBC across governance, quality and compliance aspects of the DBC development. 
6.3 [bookmark: _Toc31638137][bookmark: _Toc32225700][bookmark: _Toc42869481][bookmark: _Toc190950060][bookmark: _Toc217306589]Risk management 
Several resources will be referenced during the risk assessment process including:
· <<Proposal Owner Agency>> Risk Management Policy
· AS/NZS ISO 31000:2009 Risk Management – Principles and guidelines 
Reviews of the proposal and project risks will be undertaken at regular intervals throughout development of the business case.
This approach will be achieved through the combination of completing desk-top reviews, risk interviews, risk identification workshops and risk quantification workshops. The DBC will adopt a holistic approach to risk management focusing on strategic, technical, social, political, environmental, economic, financial and legal risks. Risks will be categorised into the following:
· business case risks: risks to the delivery of the business case 
· project risks: risks to the delivery of the Reference Project.
The DBC will include a Risk Chapter which documents the risk approach and analysis.
The Project Team will be responsible for maintaining risks in relation to completing the business case <<and the appointed risk advisor will be responsible for maintaining project risks>>.
[bookmark: _Toc42869452][bookmark: _Toc217306590]Risk workshops
Insert details of any risk workshops that have occurred to date. 
Further risk assessments will be undertaken as the business case development progresses, but workshops are expected to be held <<quarterly/ monthly/other>> at a minimum (in addition to routine reviews by the Project Team).
Risk management activities used throughout the development of the OA will include:
· risk identification (including the risk owner and person and/or organisation best placed to manage each risk)
· risk assessment (likelihood, consequence and rating)
· identifying mitigations and controls (including assessing adequacy of controls)
· determining the residual risk rating (post mitigation). 
[bookmark: _Toc42869482][bookmark: _Toc217306591]Risk registers
The Project Team will develop a Project Risk Register (Appendix H) which will be regularly reviewed. This register will contain business case risks and project risks. Key risks that may affect the development of the OA will be identified in reporting to PSC and other key stakeholders as appropriate. The Business Case Director is accountable for these artefacts.
[bookmark: _Toc456361012][bookmark: _Toc42869483][bookmark: _Toc217306592]Risk management reporting
Risks will be discussed regularly at Project Team meetings to identify new risks and reassess existing risks. Risks assessed as Critical and High after applying treatments will be reported at:
· meetings with the <<Project Director/SRO>>
· PSC meetings (issues rated as ‘critical’, ‘high’ and in some cases ‘moderate’ will be raised with the PSC).
[bookmark: _Toc42869484][bookmark: _Toc217306593][bookmark: _Toc31638138][bookmark: _Toc32225701]Risk adjusted costs and benefits
[bookmark: _Toc42869485][bookmark: _Toc190950061][bookmark: _Hlk80278353]In the development of the OA, costs and benefits will need to be calculated for the purpose of financial, economic, and other analyses that are fundamental to the business case decision making process. Capital costs, one-off costs and benefits, lifecycle capital costs and recurrent costs and benefits developed through the OA analysis will <<be risk adjusted using probabilistic modelling software (e.g. @Risk or Crystal Ball) and full net present value (NPV) profile will be reported including, central case, P50 and P90 values and level of design used>> adjust statement to reflect risk methodology.
6.4 [bookmark: _Toc217306594]Issues management
An issue can be defined as an event or condition that has already occurred and is currently impacting the successful delivery of project objectives. Issues need to be recorded in the Issues Register and actively managed by the Issue Owner. 
[bookmark: _Toc42869487][bookmark: _Toc217306595]Issues register
The Business Case Director is responsible for the development and maintenance of the Issues Register. The Issues Register (Appendix I) will identify the following information:
· Issue identification
· Issue description
· Issue owner
· Impact description
· Issue score (low, moderate, high or very high)
· Status (open, in mitigation or closed)
· Planned actions. 
[bookmark: _Toc42869488][bookmark: _Toc217306596]Issue management reporting
Issues under active management will be communicated regularly in meetings with the <<Project Director/SRO>> and in PSC meetings.
6.5 [bookmark: _Toc190950062][bookmark: _Toc217306597]Decisions register
[bookmark: _Toc190950063]A project decision register (Appendix J) will be maintained to record key decisions that are critical to the development of the DBC. 
Decisions for resolution are likely to be identified primarily by the Project Team and approved by the PSC or <<Project Director/SRO>> depending on the nature and magnitude of the issue. 
Decisions that are likely to have a material impact on budget, timeframes, quality or scope of the OA are to be included in the register. The Business Case Director will be responsible for ensuring that critical decisions are captured by the register and resolved.
6.6 [bookmark: _Toc217306598]Lessons learned register
The Business Case Director will maintain a project Lessons Learned Register (Appendix K) to capture lessons learned during the development of the OA. This register will be progressively built with input from the Project Team and others and will form part of reporting to the Program Director. 
[bookmark: _Hlk80703691]The Business Case Director will facilitate a workshop following submission of the OA to the <<Proposal Owner Agency>> <<approval body>> with the Project Team and all key project stakeholders and record the outcomes of the workshop in a Lessons Learned Report, as per the project close-out requirements
7.0 [bookmark: _Toc190950064][bookmark: _Toc217306599][bookmark: _Hlk80282145][bookmark: _Hlk80279739]Communications and information management
[bookmark: _Toc42869491][bookmark: _Toc190950065]<<Proposal Owner Agency>> will lead overall project and business case communications, specifically in relation to public consultation and government announcements. The <<Project Director/SRO>> the central point of contact for all media communications during the development of the DBC.
<<Proposal Owner Agency>> will work closely with member agencies of the PSC and other key stakeholders in relation to communication and information management. 
7.1 [bookmark: _Toc217306600]Stakeholder engagement
Initial Communication and Stakeholder Engagement Plans (Appendix L) have been developed by <<Proposal Owner Agency>> for the OA phase. These documents will evolve as the project progresses, and address:
· purpose, goals and objectives
· stakeholders (internal and external to Government)
· key issues
· engagement protocols
· communication protocols
· roles and responsibilities
· communication strategy
· communication action plan.
<<Proposal Owner Agency>> will engage with key government stakeholders as required, including through the governance structures outlined in Section 3.2 above.  
7.2 [bookmark: _Toc42869492][bookmark: _Toc190950066][bookmark: _Toc217306601]Media enquiries
Any public communications which discuss the business case should be endorsed by the <<Project Director/SRO>> prior to release. All enquiries from the media or public about the business case will be managed in coordination with the <<Proposal Owner Agency>> <<insert relevant media/communications officer>> first being endorsed by the <<Project Director/SRO>>. 
7.3 [bookmark: _Toc31638143][bookmark: _Toc32225706][bookmark: _Toc42869493][bookmark: _Toc190950067][bookmark: _Toc217306602]Information management
[bookmark: _Toc459124925][bookmark: _Toc42869495][bookmark: _Toc217306603]Confidential Information
[bookmark: _Toc42869496]The Information Privacy Act 2009 (the IP Act) provides a right for individuals to have their personal information collected and handled in accordance with certain rules or 'privacy principles'. 
All project participants external to government will be required to sign a Confidentiality Deed. Signed deeds will be retained electronically in a secure location. 
[bookmark: _Toc217306604]Requests for Information
External requests for information relating to the business case will be managed by the Business Case Director in coordination with the <<Project Director/SRO>> the <<insert relevant media/communications officer>> and any other relevant officers.
[bookmark: _Toc42869497][bookmark: _Toc217306605]Right to Information
The Right to Information Act 2009 (the RTI Act) and the Information Privacy Act 2009 (the IP Act) give a right of access to information held by government, unless, on balance it would be contrary to the public interest to release the information. 
Unless a relevant exemption applies (eg. prepared for government consideration, or legal privilege), all documents, emails, handwritten notes, correspondence (via both email or any other electronic means) are potentially subject to an RTI request and must be managed by the Business Case Director in accordance with <<Proposal Owner Agency>> legislative obligations.
If the Business Case Director receives an RTI request, it should be immediately referred to <<Project Director/SRO>> for appropriate review and response.
[bookmark: _Toc459124928][bookmark: _Toc42869498][bookmark: _Toc217306606]Record keeping
In line with the Public Records Act 2002, all record keeping will be undertaken in accordance with the State Archive’s Record Keeping Single Point of Truth (SPOT) approach. For further information on capturing, accessing, retention, disposal and monitoring please see the Queensland State Archives webpage. 
8.0 [bookmark: _Toc190950068][bookmark: _Toc217306607]Project reporting
Reporting for the business case should be tailored to the needs of the project and the individuals involved. The following table should be expanded or reduced after consideration of actual reporting needs. 
The Business Case Director supported by the Project Team is responsible for the preparation and delivery of all reporting. Table 7 outlines the reporting that is anticipated during the development of the OA.
[bookmark: _Ref42861457][bookmark: _Toc42869527][bookmark: _Ref31702700][bookmark: _Toc32225647]Table 7: Reporting Schedule
	Report
	Frequency
	Report description
	Audience

	Weekly Update
	Weekly recommended frequency
	· Update on key activities undertaken during the week and anticipated key activities for the coming week.
	Project Team/ Project Director

	Project Status Dashboard
	Monthly recommended frequency
	· status of OA development activities
· report on time, cost and risk
· critical and high risks
· active issues
· contract management issues. 
	Project Owner Agency - Senior Executive /SRO

	PSC Project Status Report
	Monthly recommended frequency
	· status of OA development activities
· report on time, cost and risk
· report on risks and issues management
· report on stakeholder engagement status.
	PSC members



9.0 [bookmark: _Toc190950069][bookmark: _Toc217306608]Project close out
At the conclusion of the business case the Project Team will complete a range of close out activities for the project which includes the following actions:
· Recording and storing all relevant documentation of the business case
· [bookmark: _Hlk82873988]Preparing a public version of the OA or a public summary (if requested)
· Conducting Lessons Learned Workshop
· Preparing Lessons Learned Report
· Preparing Contractor Performance Reports.
[bookmark: _Hlk80365159]For further details on close out activities see Appendix M.


[bookmark: _Toc217306609]Appendix A – Initial benefits register 



[bookmark: _Toc217306610]Appendix B – PSC Terms of Reference 



[bookmark: _Toc217306611]Appendix C – PWG Terms of Reference 



[bookmark: _Toc217306612]Appendix D – Project schedule



[bookmark: _Toc217306613] Appendix E – Cost management tool



[bookmark: _Toc217306614]Appendix F – Procurement plan



[bookmark: _Toc217306615]Appendix G – Assurance plan



[bookmark: _Toc217306616]Appendix H – Risk register



[bookmark: _Toc217306617]Appendix I – Issues register



[bookmark: _Toc217306618]Appendix J – Decisions register


[bookmark: _Toc217306619]Appendix K – Lessons register



[bookmark: _Toc217306620]Appendix L – Communication and engagement plan/s



[bookmark: _Toc217306621] Appendix M – Close out check list



[bookmark: _Toc217306622]Appendix N – Lessons learned report 


[image: ]1 │<< Proposal Name – Options Analysis>> Business Case Management Plan 





image1.png




image2.jpeg




image3.png
EXECUTIVE SUMMARY

STAKEHOLDER ENGAGEMENT

SECTION A: Proposal context

SECTION B: Options longlist to shortlist

SECTION C: Options analysis considerations

SECTION D: Preferred option/s implementation considerations

CONCLUSIONS

RECOMMENDATIONS




image4.png
F

:

fﬂf /
(f\ //\\
\») B )

HVERAN
UEENSLAND

r /
r

oo (& L

ff:} \%\M\e\kﬁ o ;@lf}kﬂ

S

@
// 7@N @) A el
(ela Government

Qe

\ AUDAX AT DIDELIS |




