
PRINCE2® PROJECT MANAGEMENT
Business Case Template
A practical, editable toolkit for assessing and maintaining project justification
	PURPOSE  Record why an investment is worthwhile, what it will achieve, and whether it remains desirable, viable, and achievable as the project progresses.



Project information
	Field
	Enter details

	Project name
	[Project name]

	Business / organisation
	[Organisation]

	Project Executive
	[Name and role]

	Senior User(s)
	[Name(s)]

	Project Manager / author
	[Name]

	Business case version / status
	[Version]  |  [Outline / Full / Updated]

	Date / next review
	[Date]  |  [Next review date]



How to use this template
1. Complete the sections below using evidence and realistic assumptions. Replace every grey placeholder with project-specific information.
2. Start with an outline business case where appropriate, then develop the full justification during initiation. Keep it up to date at key decision points.
3. Tailor the detail to the project. Supporting calculations, registers, and analyses can be linked rather than duplicated.
4. Use the benefits management approach to define benefit measurements and review responsibilities; use the sustainability management approach for the relevant sustainability measures.
	PRINCE2 7 NOTE  The Project Executive is accountable for the business case during the project. The Project Manager normally develops and maintains it under delegated responsibility.



1  Executive summary
In a short paragraph, state the reason for the project, the preferred option, expected value, principal drawbacks and risks, and the decision requested. Complete this last.
	Investment decision
	[Proceed / revise / defer / stop; explain why]



	Recommendation
	[Summary of why the preferred option is justified]



	Expected value
	[Key benefits, costs, important dis-benefits and indicative return / non-financial value]



2  Reasons and business objectives
Describe the problem, opportunity, legal requirement, or strategic need. Include a clear baseline: what happens if no change is made?
	Current situation
	[Brief description and evidence]



	Reasons for change
	[Why action is needed now]



	Business objectives
	[Which organisational objectives this supports]



3  Business options
Compare realistic alternatives. PRINCE2 recognises the baseline of doing nothing differently, doing the minimum, and doing more than the minimum. Add options if required.
	Option
	Scope / assumptions
	Costs, value, and concerns

	Do nothing differently
	[Maintain existing arrangements]
	[No new investment; ongoing costs/impacts]

	Do the minimum
	[Smallest practicable intervention]
	[Indicative costs and effects]

	Do more than the minimum
	[Broader proposed investment]
	[Indicative costs and effects]



	Preferred option
	[Recommended option and why alternatives were not selected]



	Key assumptions
	[List assumptions that materially affect the choice]



4  Expected benefits and dis-benefits
A benefit is a measurable improvement from using project outputs. A dis-benefit is a measurable negative consequence, rather than an uncertain risk. Define baselines and tolerances.
	Benefit / dis-benefit
	Baseline and target
	Measure / when / owner

	[Benefit 1]
	[Current value -> target; tolerance]
	[Metric, review date, Senior User / owner]

	[Benefit 2]
	[Current value -> target; tolerance]
	[Metric, review date, owner]

	[Dis-benefit 1]
	[Expected negative change]
	[Metric, period, owner]



	Aggregated benefits
	[Overall benefit forecast, tolerances, and key dependencies]



	Benefit evidence
	[Research, pilot results, comparable projects, or supporting assumptions]



	Benefits management
	[Reference to benefits management approach and reviews]



5  Sustainability targets
Record applicable sustainability targets and permitted tolerances. These may relate to the delivery work, operational product, or wider organisational commitments. Do not invent irrelevant targets.
	Relevant target
	Baseline / measure
	Target and tolerance / owner

	[Target 1 or N/A with reason]
	[Current position and measure]
	[Target, allowed variation, owner]

	[Target 2]
	[Current position and measure]
	[Target, allowed variation, owner]



	Management approach
	[Reference to sustainability management approach or applicable standard]



6  Time and benefit-realisation period
State both the estimated project delivery period and the timescale over which benefits and dis-benefits will arise.
	Project duration
	[Start date, major stage dates, expected completion]



	Benefits period
	[When each significant benefit is expected to begin and be measured]



	Key time assumptions
	[Dependencies, decision dates, external constraints]



7  Costs and funding
Include project delivery, transition, ongoing operations and maintenance, and relevant project management costs. Avoid counting the same item twice.
	Cost category
	Estimate (£)
	Assumption / source

	Project delivery
	[£]
	[Plan, supplier estimate]

	Transition and training
	[£]
	[Activities required for adoption]

	Ongoing annual operations
	[£ per year]
	[Licences, staffing, hosting, etc.]

	Ongoing maintenance / support
	[£ per year]
	[Service model / support costs]

	Contingency / other
	[£]
	[Calculation or supporting reference]



	Funding arrangements
	[Source of funding, approvals, constraints]



	Cost basis
	[Price date, estimation confidence, treatment of inflation/tax where relevant]



8  Investment appraisal
Assess the chosen option against all material benefits, dis-benefits, costs, and risks. Select techniques appropriate to organisational rules. Financial metrics are not always sufficient to assess the full value of a project.
	Assessment
	Result / explanation

	Whole-life cost
	[Total cost over defined assessment period]

	Net benefits / value
	[Quantified gains less costs, if meaningful]

	ROI / payback / NPV, if relevant
	[Method, assumptions and result]

	Non-financial value
	[Service quality, compliance, accessibility, sustainability or other value]

	Sensitivity analysis
	[What changes if major benefit or cost assumptions are wrong?]



	Appraisal conclusion
	[Why the expected value justifies the investment, or why it does not]



9  Major risks: threats and opportunities
Identify risks material to investment justification. Include opportunities as well as threats, and note responses. Maintain detailed information in the project risk register.
	Risk / type
	Possible effect on justification
	Response / owner

	[Threat 1]
	[Cost, outcome, time, or sustainability impact]
	[Response; name]

	[Threat 2]
	[Impact]
	[Response; name]

	[Opportunity 1]
	[Potential improvement]
	[Response; name]



	Overall exposure
	[Principal uncertainty; risk appetite, dependencies, and significant assumptions]



10  Continued justification and decision record
At each important decision, assess whether the investment remains desirable, viable, and achievable. Keep previous baselines available for comparison.
	Test
	Current evidence / judgement

	DESIRABLE - worthwhile benefits relative to costs and risks
	[Evidence and conclusion]

	VIABLE - able to deliver the required products
	[Evidence and conclusion]

	ACHIEVABLE - products likely to realise outcomes and benefits
	[Evidence and conclusion]



	Review date / stage
	Decision and reason
	Approving authority

	[Date / point]
	[Approve / revise / defer / stop; rationale]
	[Project Board / authorised body]

	[Next review]
	[Decision and rationale]
	[Authority]



	Next review trigger
	[Stage boundary, exception, significant change, agreed date]



11  Approvals, version history and references
	Approval role
	Name / signature or record
	Date / version

	Project Executive
	[Name / approval reference]
	[Date / version]

	Project Board / relevant authority
	[Evidence of approval]
	[Date / version]



	Version
	Date
	Change summary / author

	[v0.1]
	[Date]
	[Initial outline / author]

	[v1.0]
	[Date]
	[Approved business case / author]



	Supporting references
	[Project mandate, project brief, project plan, benefits and sustainability management approaches, relevant risk/issue records, calculations]



Final review checklist
[  ]  Reasons and preferred option are aligned with business objectives.
[  ]  Benefits and dis-benefits are measurable, realistic, and have named review owners.
[  ]  Relevant sustainability targets and tolerances are recorded.
[  ]  Costs include delivery and ongoing operational implications.
[  ]  Major threats, opportunities, and assumptions are visible.
[  ]  The three justification tests have been assessed using current evidence.
[  ]  Approval authority and the next review point are clear.


Short worked illustration (example only)
Fictional example to demonstrate the level of detail expected. Remove this page when using the blank template for an actual project.
	PROJECT  A company is considering a centralised customer service platform because its disconnected email inboxes cause delays and duplicated work.



	Area
	Illustrative entry

	Reason
	Improve response times, enquiry ownership, and reporting.

	Options
	Do nothing differently; improve existing workflows; introduce a central platform.

	Preferred option
	Platform, subject to evidence of value and staff adoption.

	Benefit
	Reduce average resolution time from four to two working days within 12 months of launch.

	Dis-benefit
	Staff require temporary additional time to record standardised customer data.

	Sustainability
	Agree relevant accessibility and technology sustainability measures during initiation.

	Major risk
	Poor adoption reduces realised benefit; mitigate through pilots, training, and workflow design.

	Review
	Reassess costs, benefits, and achievability at the next stage boundary.



Example figures are illustrative, not sourced project estimates.
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