Cost /Benefit Analysis Template Instructions
Provide basic information about the project including: Project Title – The proper name used to identify this project; Project Working Title - The working name or acronym that will be used for the project; Proponent Secretary - The Secretary to whom the proponent agency is assigned or the Secretary that is sponsoring an enterprise project; Proponent Agency – The agency that will be responsible for the management of the project; Prepared by – The  person(s) preparing this document; Date Prepared - The date this document is initially prepared.
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The Business Problem is a question, issue, or situation, pertaining to the business, which needs to be answered or resolved.  State in specific terms the problem or issue this project will resolve.  Often, the Business Problem is reflected as a critical business issue or initiative in the Agency’s Strategic Plan or Information Technology Strategic Plan.  Note: Equates to Section B.1.  in the Project Proposal.
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The Anticipated (proposed) Funding Source estimate is entered in the appropriate category.  The Comments column is provided for additional explanation or clarification of estimated values.  Note: Equates to Section F.2.  in the Project Proposal.
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Section 2 - - Solutions Analysis – Intangible Benefits

Describe each potentially viable solution, and list all intangible benefits for that solution. 
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Section 3 - - Solutions Analysis – Tangible Benefits

The regions (cells) not highlighted will be populated based on input from the spreadsheet modeling tool.  It is recommended that you use the spreadsheet-modeling tool to calculate the base numbers for the CBA.  If you choose to collect, the base numbers outside of the tool this section of the CBA summary report will not be activated and must be created manually. 
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Benefits Summary

This section of the CBA Summary Report is populated based on the input from the spreadsheet-modeling tool.  If you choose to collect, the base numbers outside of the tool this section of the CBA summary report will not be activated and must be created manually. 
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Selection of a recommended solution is based on comparison of how well each solution meets the same established criteria.
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Specify the Selected Solution selected as a result of the analysis.  Explain why the selected solution was chosen over the other solutions considered.
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Reminder:

Attach the completed Cost/Benefit Analysis Summary Report to the Project Proposal before submitting to PMD.

