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Disclaimer 

Business Analysis (BAPL) does not guarantee or warrants the results obtained while using this document and conducting business analysis activities. Usage of this document is strictly under the proviso that the user takes all responsibility for the document outcomes.

Template Usage Guidelines

The text mentioned below is to be used as a reference guide while completing this document. Remove this section/page after completing/before-publishing this document.

a) The dark blue text represents help/instructional text in the template – please remove it from the final version and/or before publishing the document.

b) This template is designed for the author of the Business Case to make sure the Business Case is ready for review.

c) Additional sections can be added if required.

d) Please do not remove any section(s) from this document unless otherwise specified.

e) Please do not leave any section blank.

f) Please ensure not to describe any System Design element(s) in this document.

g) Do not forget to update the table of contents figures and caption tables (Reference tab in MSWord) once the document is complete.

h) Introduce naming conventions as required for traceability purposes.

Checklist Instructions

The Business Case author should use this checklist to make sure the Business Case is ready for review. The reviewer is to use this checklist to provide consistent feedback to the author. The comments area should be used to provide examples of any inconsistencies found. This checklist can also be use as the basis of a structured walkthrough with the author and the reviewer.
Note: Business Cases are typically the area in which Business Requirements are captured. Business requirements are statements of goals, objectives, and outcomes that describe why a change has been initiated. They can apply to the whole of an enterprise, a business area, or a specific initiative.

Recommended requirement structure: Who, What, Why, Measures

	To maintain our leadership role within the country [why]
BA experts [who] needs to increase gross online sales [what] by 15% this fiscal year” [measure]
	To increase our customer retention [why] the claims department [who] needs to reduce claims processing time [what] from 10 days to 4 days by the end of the third quarter [measure] 
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