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	Proposal



Summary of Proposal…. What, why, when, where, impact on or fit within business need, etc.  Very high level… no more than 3-5 sentences.

	Background 


Brief description of how and why (issues behind) this proposal was developed, high level summary of requirements, what is intended, and what is to be achieved (solution expectations).  Include alternatives and/or vendors considered and why they were rejected along with truncated costs and benefits.

	Business Case


Expected results, benefits, detail “why”; indicate strategic value and how it will be measured if applicable.  Textual description supporting business arguments, discussion of quantified benefits, explanation of key cost components , alignment with Corporate/Group/Regional IT strategies and effect on regional standards/architectures/principle/guidelines/strategies or other projects/activities.  “Soft” benefits should be noted here.

	Costs and Benefits


Identify hard dollar costs and benefits, if applicable or known and cost implications, i.e. financing plan, project cost, capital expenditure, etc.  Show cash flow, profit and loss and internal rate of return as applicable.  Any assumptions made in calculating the costs and benefits should be documented and a Gantt chart representing project stages and key dates must be included.  Attachment of a spreadsheet or other supporting documentation may be necessary, but should be kept to a minimum.

	Risks and Contingencies


Risks or action or inaction – include timing and plan of action for avoidance.

	Risk
	Impact on Business
	Contingencies/Counter Measures

	Brief Description
	Describe schedule, cost, resource impact
	Brief Description

	
	
	


	Concurrence


Indicate others who are in agreement with this proposal (those that may be impacted by its adoption).

	Next Steps


What will occur next.
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