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Name of the Concept:

Enter a brief name of the idea or concept

Example:  Stock Management System
Business Problem

What is the problem the concept is trying to address?
Example:  We currently cannot tell our stock levels accurately.  Stock availability is always based on the stock levels after last night processing.  Customers may order stock based on our knowledge of stock levels but orders earlier in the day may have depleted the stock.

Description/Outcome
Describe in one or two paragraphs how the proposed solution will assist in overcoming the problem.  The focus is on the “what” rather than the “how”.  Cover the “how” in the “Proposed Solution” section
Example:  If we have a stock system tied to our sales system, we would have stock levels reflecting real stock rather than out of date information.  This would enable us to tell customers more accurately if orders could be filled.
Benefits

Identify potential benefits.  At this point they are not quantified, but are typically benefit areas
Example:  Benefits include:

· Ability to provide real and accurate answers to stock queries

· Provide better service to customers

· Faster response to out of stocks

· Etc.
Impacts

Identify what impacts it will have on the organisation.  The reason for doing this is to understand the scope of the changes and what other non system related issues may arise.  The impacts will assist identification of the stakeholders.
Example:  There will be positive impacts on customers as identified above however the major impact internally will be in two areas.  Firstly how we place orders.  We will need to change our business processes to check order availability online before confirming orders.  The change will also allow us to order stock immediately critical levels are reached rather than wait until the following day.  This will impact on purchasing procedures.
Potential Solutions

If the Initiator has any ideas as to what the solution may be, they should be documented.  If not, does IT have a potential solution?
Example:  The Initiator believes company XYZ have a simple solution that would quickly enable us to resolve the problem.
Stakeholders

Who will be impacted by this project?  This includes those affected by the outcome and those involved in completing the project.

Example
	Who
	Why

	Business Staff
	Assist with the conversion

Learn and use a new system

	Major Customer
	Potentially changes to the reporting provided 

	IT
	Undertake the work

	Reporting
	Produce reports to replace the current 3000 reports

	
	


Size of the Project
It is understood that this is really just a stab in the dark.  If undecided between two categories use the larger.  Projects rarely cost less or take less time than anticipated.  Use the following guidelines

· Very Large:  Project will take more than 1 year and/or cost in excess of $1m 

· Large: Project will take between 6 months and 1 year and/or cost between $500k and $1m

· Medium:  Project will take between 1 and 6 months and/or cost between $50k and $500k

· Small:  Project will take less than 1 month and/or cost less then $50k

Other Comments

In this section make note of any other relevant information.  It might include cutting and pasting from existing documents, or it might be information from another source.

Example:  The vendor has provided some information on the package being proposed.  It is included below…………………

Initiator Priority

The Initiator should put forward a recommendation for the priority.  There are three possible scenarios:
· Immediate:  A Phase Zero study should take place immediately

· Defer:  A Phase Zero study should take place when resources are available

· Cancel:  After discussion it was decided not to pursue the idea

Comments should also be added regarding the priority.  For example, if it is immediate, is there a suggestion as to what current or work to start in the immediate term should be replaced with this idea?  If it is cancelled, explain why it was cancelled.  If the idea does arise again, there is a starting point for the next Business Analyst.

Example:  Immediate.  This proposal will be a significant saving in time and effort to our branch.  We can potentially save up to half a person if the changes are implemented.  We have another project (XYZ) scheduled which will not deliver this level of benefits and we suggest this proposal replace XYZ in the list of prioirities.
IT Comments on Priority

In this section the Business Analyst can add comments on the perceived priority.  The BA might agree with the priority, or see it as a more important or less important undertaking.

Example:  Whilst the Initiator believes this is an immediate priority, the benefits only flow to one small part of the organisation.  It will bring significant benefits to that part of the business but taking a more holistic view, there are several other projects that will deliver bigger benefits across the organisation for the same investment in time and money.
Initiator:  ……………………………………………….

Business Analyst: …………………………………….

Date:        ………………………….
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