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Notes to the Author
[This document is a template of an Alternatives Analysis document for a project. The template includes instructions to the author, boilerplate text, and fields that should be replaced with the values specific to the project.

· Blue, italicized text enclosed in square brackets ([text]) provides instructions to the document author, or describes the intent, assumptions and context for content included in this document.
· Blue, italicized text enclosed in angle brackets (<text>) indicates a field that should be replaced with information specific to a particular project.
· Text and tables in black are provided as boilerplate examples of wording and formats that may be used or modified as appropriate to a specific project. These are offered only as suggestions to assist in developing project documents; they are not mandatory formats.

When using this template, the following steps are recommended:
1. Replace all text enclosed in angle brackets (e.g., <Project Name>) with the correct field document values. These angle brackets appear in both the body of the document and in headers and footers. To customize fields in Microsoft Word (which display a gray background when selected) select File->Properties->Summary and fill in the appropriate fields within the Summary and Custom tabs.
2. After clicking OK to close the dialog box, update all fields throughout the document selecting Edit>Select All (or Ctrl-A) and pressing F9. Or you can update each field individually by clicking on it and pressing F9.
3. These actions must be done separately for any fields contained with the document’s Header and Footer.
4. Modify boilerplate text as appropriate for the specific project.
5. To add any new sections to the document, ensure that the appropriate header and body text styles are maintained. Styles used for the Section Headings are Heading 1, Heading 2 and Heading 3. The Style used for boilerplate text is Body Text.
6. To update the Table of Contents, right-click on it and select “Update field” and choose the option - “Update entire table”.
7. Before submission of the first draft of this document, delete this instruction section “Notes to the Author” and all instructions to the author throughout the entire document.]
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[bookmark: _Toc194731947][bookmark: _Toc207951950][bookmark: _Toc282678753][bookmark: _Toc292980555][bookmark: _Toc80106706]Executive Summary
[Provide a synopsis of the key points of this Alternatives Analysis document. Outline for the reader what the investment/project (hereafter referred to as “project”) is about, what benefits it will provide, how it aligns with the goals and objectives of the organization, etc. Explain how the analysis in this document will flow into the Decision Analysis and Resolution (DAR), which will be used to formally select the recommended alternative.  Avoid ambiguous acronyms, terminology, and concepts.]
[bookmark: _Toc194731948][bookmark: _Toc207951951][bookmark: _Toc282678754][bookmark: _Toc292980556][bookmark: _Toc80106707]Introduction
[bookmark: _Toc105907880][bookmark: _Toc106079190][bookmark: _Toc106079515][bookmark: _Toc106079784][bookmark: _Toc107027560][bookmark: _Toc107027770][bookmark: _Toc194731949][bookmark: _Toc207951952][bookmark: _Toc282678755][bookmark: _Toc292980557][bookmark: _Toc80106708]Purpose of Alternatives Analysis
[An Alternatives Analysis assists organizational stakeholders in making decisions regarding the viability of a proposed project effort. Use of an Alternatives Analysis is considered standard practice throughout private and public industry. In government there are also specific laws and regulations that mandate the use of Feasibility Studies for certain project types.]
The intended audience of the BPO Alternatives Analysis is project stakeholders such as the Business Owner and senior leadership.
[bookmark: _Toc282678756][bookmark: _Toc292980558][bookmark: _Toc80106709]General Project Information
[bookmark: _Toc292980580]Table 1.  General Project Information
	Submission Date
	<mm/dd/yyyy>

	Requested By
	<Enter full name>

	Business Owner
	<Enter Business Owner/Manager supporting this document>

	Contact Info.
	<Enter email address and phone number of primary contact>

	Project Name
	<Enter a name for the proposed project>

	Desired Start Date
	<Enter a desired start date for the requested project>


[bookmark: _Toc195948799][bookmark: _Toc207951954][bookmark: _Toc282678757][bookmark: _Toc292980559][bookmark: _Toc80106710][bookmark: _Toc194731951]Project Description
[bookmark: _Toc195948800][bookmark: _Toc80106711]Business Need
<Enter a detailed explanation of the business need/issue/problem that the requested project will address. Include any expected benefits from the investment of organizational resources into the project.  This explanation should be drawn from the predecessor document, the Business Needs Statement.>
[bookmark: _Toc195948801][bookmark: _Toc80106712]Goals/Scope
<Enter a detailed description of the purpose, goals, and scope of the proposed project. Detail expected short-term, long-term, and operational goals and objectives.  In particular, enter a detailed explanation of how the proposed project aligns with, or advances, organizational goals and objectives, and avoids duplication of any enterprise architecture components.>
[bookmark: _Toc195948803][bookmark: _Toc80106713]Risks/Issues
<Enter basic business and technical risks/issues of executing and/or not executing the project.  Risks should be documented in an if/then construction.  Issues are realized risks. OMB risk areas include: Schedule, Initial Costs, Life-cycle Costs, Technical Obsolescence, Feasibility, Reliability of Systems, Dependencies/Interoperability, Surety Considerations, Future Procurements, Project Management, Overall Project Failure, Organizational/Change Management, Business, Data/Information, Technology, Strategic, Security, Privacy, Project Resources.>
[bookmark: _Toc80106714]Assumptions and Constraints
[Include a detailed explanation of any assumptions and/or constraints applied to the information documented within this Alternatives Analysis.  An assumption is a condition that is believed to be true, whereas a constraint is a known limiting factor.]
[bookmark: _Toc194731952][bookmark: _Toc207951955][bookmark: _Toc282678758][bookmark: _Toc292980560][bookmark: _Toc80106715]High-Level Business Impact
[Outline, at a high-level, what business functions/processes may be impacted, and how, by the project for it to be successfully implemented. Describe plans for addressing ongoing operations, future growth, and how this will be addressed and managed. Consider not only the requirements for additional hardware, software, building materials, and space but also where financial funding for these things will come from, additional resource requirements, staffing, training, other expenditures, etc. Also describe how investment performance will be measured. Identify specific performance indicators that may be used to measure investment outcomes and its progress in addressing the particular business need.]
[bookmark: _Toc194731953][bookmark: _Toc207951956][bookmark: _Toc282678759][bookmark: _Toc292980561][bookmark: _Toc80106716]Alternatives Analysis
[The Alternatives Analysis section should identify options and alternatives to the proposed project and the strategy used to identify and define them. Further analysis of these potential options should be performed to identify a preferred solution. Include a description of the approaches for the identification of alternatives and an outline/description of each alternative considered. Include at least three viable alternatives: keeping things “as-is” or reusing existing people, equipment, or processes; and at least two additional alternatives. Then, compare the alternatives in the Decision Analysis and Resolution Model to confirm the preferred solution with quantitative criteria.
Some examples of alternatives to consider may include:
Buy vs. build vs. lease vs. reuse of existing system
Outsource vs. in-house development
Commercial off the shelf (COTS) vs. Government off the shelf (GOTS)
Mainframe vs. server-based vs. clustering
Unix vs. Linux vs. Windows 

The relative strengths and weaknesses of each alternative should be explored, considering other concurrent efforts and the BPO technology environment overall.  Each alternative must undergo a Rough Order of Magnitude (ROM) analysis.  Refer to the BPO Rough Order of Magnitude (ROM) template for guidance and tools for completing this key component of the alternatives analysis. At this point in the BPO IT Life Cycle Management Framework (LCM), you already have prepared a preliminary ROM while conducting the initial Business Needs Statement.  Now, this effort is a refined, second iteration of the ROM, taking into account additional information and insight acquired over time.

The contents and even the number of the Alternative sub-sections below may vary between projects based on the type of alternatives being analyzed and the approach taken.]
[Based on the outcome of the Business Needs Statement, a set of criteria which defines the requirements of the evaluation will be defined in the below table with associated results.]
[bookmark: _Toc292980581]Table 2.  Criteria Matrix
	[bookmark: _Toc207951957][bookmark: _Toc282678760]Criteria
	Weight

	
	

	
	

	
	

	
	

	
	



[bookmark: _Toc292980562][bookmark: _Toc80106717]Alternative A
[Include a detailed alternative analysis based on the criteria defined in the table above.]
[bookmark: _Toc207951958][bookmark: _Toc282678761][bookmark: _Toc292980563][bookmark: _Toc80106718][bookmark: _Toc194731954]Alternative B
[Include a detailed alternative analysis that contains information such as that outlined in Alternative A]
[bookmark: _Toc207951959][bookmark: _Toc282678762][bookmark: _Toc292980564][bookmark: _Toc80106719]Alternative C
[Include a detailed alternative analysis that contains information such as that outlined in Alternative A]
[bookmark: _Toc207951961][bookmark: _Toc282678764][bookmark: _Toc292980565][bookmark: _Toc80106720]Preferred Solution
[bookmark: _Toc207951962][bookmark: _Toc282678765][bookmark: _Toc292980566][bookmark: _Toc80106721]Financial Considerations
[Identify funding sources for all project component costs for the preferred solution. This should include consideration of items such as capital costs, operating costs, total cost of ownership, impact on other projects, funding requirements, etc.]
[bookmark: _Toc194731955][bookmark: _Toc207951963][bookmark: _Toc282678766][bookmark: _Toc292980567][bookmark: _Toc80106722]Preliminary Acquisition Strategy/Plan
[Identify acquisition sources for the preferred solution that includes all project supplies, services, and commercial items. It’s important to note that the PM is not necessarily directly involved in the procurement of supplies or services. Often the individual designated as the Procurement Officer acts as a liaison between the project team and the Procurement and Grants Office to communicate project acquisition requirements.]
[bookmark: _Toc194731956][bookmark: _Toc207951964][bookmark: _Toc282678767][bookmark: _Toc292980568][bookmark: _Toc80106723]Preliminary Work Breakdown Structure
[bookmark: _Toc100638971][bookmark: _Toc100639889][bookmark: _Toc100640029][bookmark: _Toc100640113][bookmark: _Toc95023611][bookmark: _Toc95033007][bookmark: _Toc95033138][bookmark: _Toc94000113][bookmark: _Toc94000451][bookmark: _Toc94000536][bookmark: _Toc94000784][bookmark: _Toc94000896][bookmark: _Toc94000116][bookmark: _Toc94000454][bookmark: _Toc94000539][bookmark: _Toc94000787][bookmark: _Toc94000899][bookmark: _Toc94002206][bookmark: _Toc94002296][bookmark: _Toc94002417][bookmark: _Toc94065455][bookmark: _Toc94683331][bookmark: _Toc95023613][bookmark: _Toc95033009][bookmark: _Toc95033140][bookmark: _Toc95023621][bookmark: _Toc95033014][bookmark: _Toc95033145][bookmark: _Toc95023622][bookmark: _Toc95033015][bookmark: _Toc95033146][bookmark: _Toc94683343][bookmark: _Toc94683346][bookmark: _Toc94683347][bookmark: _Toc94683348][bookmark: _Toc94683349][bookmark: _Toc94683356][bookmark: _Toc94683360][bookmark: _Toc94683362][bookmark: _Toc94683363][bookmark: _Toc94683370][bookmark: _Toc94002308][bookmark: _Toc94002429][bookmark: _Toc94065467][bookmark: _Toc95023631][bookmark: _Toc95033024][bookmark: _Toc95033155][bookmark: _Toc95023638][bookmark: _Toc95033031][bookmark: _Toc95033162][bookmark: _Toc95023644][bookmark: _Toc95033037][bookmark: _Toc95033168][bookmark: _Toc95023677][bookmark: _Toc95033070][bookmark: _Toc95033201][Include a preliminary Work Breakdown Structure (WBS) for the preferred solution. The WBS organizes and defines 100% of the scope of project work to be accomplished and displays it in a way that relates work elements to one another and to the project’s goals.]
[bookmark: _Toc292980569][bookmark: _Toc80106724]Decision Analysis and Resolution
[In most cases, a BPO Alternatives Analysis will lead to a formal decision arrived at via the BPO Decision Analysis and Resolution Program Practice.  It is a process for decision makers to evaluate and document decision options using objective criteria.]

[bookmark: _Toc292980570]Use the Decision Action and Resolution Model
[The alternatives explored in the Alternatives Analysis document are evaluated quantitatively in the DAR program practice, to arrive at an objective decision on the preferred solution.]

[bookmark: _Toc292980582]Table 3.  Decision Matrix
	Criteria
	Weight
	Alt 1 Score
	Alt 1 Total
	Alt 2 Score
	Alt 2 Total
	Alt 3 Score
	Alt 3 Total
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