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Disclaimer
Enkindle Consulting Pty Ltd has created this template as part of the ITC Toolkit ‘the kit’ specifically for use by the Sector Support and Development network in providing resources to support Commonwealth Home Support Program providers in their initial scoping, requirements gathering and selection and implementation of a client management system (CMS). 
The Sector Support and Development network and Commonwealth Home Support Program providers are permitted to use these templates, guidelines, and checklists to prepare for, evaluate, and implement a home care system for your organisation. We have made these materials adaptable to meet the specific needs of users. 
This template has been prepared for general guidance and does not constitute professional advice. You should not act upon the information contained in this template without obtaining specific professional advice. No representation or warranty (express or implied) is given as to the accuracy or completeness of the information contained in this template and, to the extent permitted by law, Enkindle Consulting Pty Ltd, Three Digital and our partner organisations and each organisation’s directors, members, employees and agents do not accept or assume any liability, responsibility or duty of care for any consequences of you or anyone else acting, or refraining to act, in reliance on the information contained in ‘the kit’ or for any decision based on it. All text has been included for example purposes only. The content of ‘the kit’ should be used as a guide; content may need to be edited for your organisation.
This template is solely for the recipient's use, as identified above. It may not be reproduced or circulated without our prior written consent. If you are not the intended recipient, you may not disclose or use the information in this documentation in any way. Enkindle Consulting copyrights the tools and templates contained in ‘the kit’, and any sharing or use of these materials and/or use for commercial purposes without the permission of Enkindle Consulting is prohibited.  

© 2023 Enkindle Consulting Pty Ltd

This template is an example only. Please seek advice from an experienced ITC professional in determining the information your organisation needs to include in the business case. 
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Enkindle Consulting, Three Digital and our partners acknowledge the Aboriginal and Torres Strait Islander peoples as Australia's First Nation Peoples and the Traditional Custodians of this land. We respect their continued connection to land and sea, country, kin, and community. We also pay our respect to their Elders past, present, and emerging as the custodians of knowledge and lore.
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Executive summary

The executive summary provides a high-level outline of the proposal, including a summary of the problem, the solution, the process undertaken to select and shortlist a new home care Client Management System (CMS), the options, and recommendations. Headings may include the following:
[bookmark: _Toc145087014]Key observations
Summarise why the implementation of a new home care CMS would be of benefit and the problems and issues it would address. 
[bookmark: _Toc145087015]Selection process
Summarise the process and steps that were undertaken to provide to define the solution requirements, selection, and shortlisting. 
[bookmark: _Toc145087016]Options for consideration
Provide a high-level overview of three options (ideally) to be presented:
1. Do nothing: Continue with current systems (Not preferred option)
2. CMS solution 1: <Product Name> (Preferred option)
3. CMS solution 2: <Product Name> (Alternative option)
[bookmark: _Toc145087017][bookmark: _Hlk143255387]Recommendation
Describe the preferred option and associated costs, benefits, and success factors. Outline the factors that are critical to the success of the project and positive. 
Sample sentence: The following factors are critical to the success and positive outcome of a home care CMS implementation:
1. Finding the resources to implement it successfully.
2. Being mindful of the change management process needed to get all stakeholders on board and engaged. 
3. Collaborating with a partner who can support the implementation and beyond.
[bookmark: _Toc145087018]Decisions 
Clearly detail the decision you want the board/decision makers to make in relation to the business case. 
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Background & Problem Overview 
Reference back to any proposals previously submitted to the board/decision makers.
Outline the details of the business problem or challenge that the new home care CMS will solve. This may include:
[bookmark: _Toc145087020]Observations and Issues
List the issues and limitations of the current system(s)  
· Manual processes, poor system integrations, no rostering solutions 
· Inefficient and highly manual rostering or logistics, no apps or portals for clients or staff. 
· Limitations in being able to meet reporting and compliance obligations
[bookmark: _Toc145087021]Reform and Future Obligations 
Outline pending and future requirements and obligations. e.g. 
· Efficiency and future unit pricing 
· Customer experience 
· Increased reporting, B2G obligations
· Increased clinical governance and system requirements.
[bookmark: _Toc145087022]Strategic Considerations 
List any strategy goals that require you to invest in a new CMS
· Market expectations on digital experience, smartphones 
· Systems that enable us to grow 

[bookmark: _Toc145087023]Solution
Explain why you have explored a new home care CMS, the objectives or goals and how it will address the problem statements above. 
Detail the expected outcomes and benefits the CMS will deliver. That may include client experience, staff experience, efficiency, compliance, data security, market positioning, and point of difference. 

Selection Process 
Talk about the process to get to this point, including who participated in the process, as well as the criteria and methodology that was applied to shortlist the solutions. 

[bookmark: _Toc145087024]
Options 
This section aims to present to the board/decision makers the information surrounding CMSs that you have researched, the different options and the selection of the best one for your business. Regardless of how you present options, show that you have evaluated them based on the criteria you provided and briefly describe why the specific home care CMS was selected. 
[bookmark: _Toc145087025]Option 1: Do nothing 
Describe the scenario if you do not progress with a new home care CMS
· The benefits
· The disadvantages
· The financials implications

[bookmark: _Toc145087026]Option 2: Product name (Preferred option)
Describe the product
· Key features
· The benefits
· The disadvantages
· The financials table
 
	Summary of Costs 
	One-Off 
	Recurrent 

	Vendor implementation costs
	
	

	Organisation implementations costs 
	
	

	Licencing and ongoing costs 

	
	

	Total 
	
	



Option 3: Product name
Describe the product
· Key features
· The benefits
· The disadvantages
· The financials table 
 
	Summary of Costs 
	One-Off 
	Recurrent 

	Vendor implementation costs
	
	

	Organisation implementations costs 
	
	

	Licencing and ongoing costs 

	
	

	Total 
	
	


[bookmark: _Toc145087028]
Options Table

To compare the options researched, summarise the details of each option in the following table. 
	CRITERIA
	OPTION 1
	OPTION 2
	OPTION 3

	FEATURES
	
	
	

	DISADVANTAGES
	
	
	

	RISKS
	
	
	

	COSTS
	
	
	

	NOTES
	
	
	







[bookmark: _Toc145087029]Recommendation  
[bookmark: _Toc145087030]Recommended option 
Describe the recommended option. Explain clearly why this option should be chosen ahead of the other options presented. Why it best meets the organisation's needs (this information will have come out of the process you went through for selection). The expected outcomes, benefits, critical success factors, and performance metrics should be summarised. 

[bookmark: _Toc145087031]Detailed pricing and investment
Provide details on the one-off and recurrent costs associated with the recommended option. 
[bookmark: _Toc145087032]One-off investment

	
	
	Year 1 
	Year 2 
	Total 

	Vendor 
implementation 
costs
(CAPEX)
	Project management 
Configuration
Customisation
Integrations
Training 

 
	
	
	

	
	Total 
	
	
	

	Organisation implementations costs 
(CAPEX)
	Organisation costs Implementation 

Project implementation partner (ITC expert) – 6 months 
Project manager
Business analyst
Project team – functional areas
User training 
Equipment & Hardware
Change management processes

	
	
	

	
	Total 
	
	
	

	Total implementation costs 
	
	
	
	



[bookmark: _Toc145087033]Recurrent costs 
	
	
	Year 1
	Year 2
	Total 

	Recurrent costs
(OPEX)
	Vendor costs Recurrent 
Licencing
Maintenance 
Training 
	
	
	

	
	Total 
	
	
	



[bookmark: _Toc145087034]Value for money and Return on Investment (ROI)
The board/decision makers may want the business case to quantify value for money. Your accountants will be able to make some financial assumptions in relation to the benefits realisation, including efficiency, increasing income or market share to calculate a Return on Investment if needed. 
[bookmark: _Toc145087035]Assumptions
Detail the assumptions in relation to the investment. 

[bookmark: _Toc145087036]Project timelines 
Provide a high-level overview of the project timeline, including contract negotiation, project establishment, process design, user stories, configuration, user acceptance testing, integration testing, training, go-live, post-go-live support and closeout.

[bookmark: _Toc145087037]Project governance 
Project governance is the framework or set of activities that guide the decision-making process, for example, how the project is planned, managed, and executed.
Describe the project methodology that is being used (e.g., PMBOK, Prince2 etc.)
Define project roles: These may include the project sponsor, steering committees, project team and functional teams—the roles and responsibilities of teams, escalation pathways and decision gates.
Reporting mechanisms: These may include status reports, risk, issues, and decision registers.

[bookmark: _Toc145087038]Draft resolutions 
Detail the decisions you want to be made by the board/decision makers in the form of a set of draft resolutions for consideration. 

[bookmark: _Toc145087039]Appendices 
[bookmark: _Toc145087040]Referee Reports
[bookmark: _Toc145087041]Project Gantt
Risk Assessment 
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