
Business Case–Summary Sheet including Delegate’s Recommendation
	Name of Funding Program
	(for example HACC or Housing Tasmania)



	Name of Community Sector Organisation (Where applicable or known)
	

	Purpose of Funding

(detailed in Step 3 in the main body of the Business Case template)
	

	Period of Proposed Funding
	From

     /         /
	To

      /        /
	Years


	Months



	Recurrent or Once Off funding
	 Recurrent 
 One Off

	Proposed Value of Annual Funding
	                                         (GST exclusive)


	Does the proposal align with Department & Program goals?

(detailed in Step 4 in the main body of the Business Case template)
	Yes 

No

	Does the Proposal meet an identified or emerging need?

(detailed in Step 6 in the main body of the Business Case template)
	Yes

No

	Is the proposal considered a funding priority?
	Yes

No

	Is there documented confirmation that funds are available for this proposal?  (detailed in Step 11 in the main body of the Business Case template)
Where ‘No’ has the Business Case is the Chief Financial Officer’s endorsement given on Page 2 )
	Yes

No


	Has adequate consideration been given to whether the proposal meets Grant Funding requirements and whether Procurement would be more appropriate? (detailed  in Step 1 in the main body of the Business Case template)
	Yes 

No

	Where the proposal is a variation or extension to an existing Agreement, has adequate consideration been given to the quality and value for money of the current Agreement and have other providers been considered? ( detailed in Step 2 in the main body of the Business Case template)
	Yes

No

	Has a risk assessment been undertaken?

(detailed in Step 13 in the main body of the Business Case template)
	Yes 

No

	What was the assessed level of risk?
(detailed in Step 13 in the main body of the Business Case template)
	Low

Moderate

High


	Any other material issues or matters impacting on this Business Case:



A detailed Business Case accompanied by other supporting documentation (as required) is attached for your consideration.
Recommended by

	Name:
	

	Position held:
	

	Signature:
	

	Phone Number:
	

	Date:
	

	Cleared by:

Deputy Secretary, Chief Executive Officer or Secretary where appropriate
	


Chief Financial Officer’s Endorsement (where required - see step 11)

	Name:
	

	Signature:
	

	Phone Number:
	

	Date:
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	Step
1
Determine the Method of Funding

	Introduction
	This step provides you with information to assist you in deciding whether you should proceed with a:

1. Procurement by Contract; or a
2. Grant through a Funding Agreement

	Characteristics
	1. Procurement by Contract is characterised by:

· goods or services are to be consumed by DHHS;

· transaction will require regular testing of the market; and

· typically there is no long term relationship established with the provider in terms of shared outcomes.

2. Grant through a Funding Agreement is characterised by:

· assistance by way of a sum of money or other resource provided to an organisation or individual by the Department on the condition that the assistance is used for a specified purpose;

· DHHS receives no direct economic benefits in return for the assistance provided;

· funding may be of an ongoing or recurring nature; and

· DHHS may establish a long term relationship with the organisation or individual receiving the funding in order to improve the achievement of shared outcomes. 

	Decision
	Should a Grants Funding approached be followed?

	
	Yes
	Go to next step

	
	No
	If no refer to the Procurement Handbook and do not proceed any further with this document. 

	
	 If unsure about the approach contact the Office for the Community Sector (OCS).


	Step
2
Determine the Approach 

	Introduction
	This step provides you with information to assist you in deciding your type of Grant funding approach.

	Approaches
	There are a number of acceptable methods that may be used when approaching the community sector seeking the delivery of services.  These methods include:

· rolling over an existing Funding Agreement with an individual community sector organisation; or

· requesting a quote from an individual community sector organisation (or organisations) to enter into a Funding Agreement for specified services to be delivered if the quote is acceptable in terms of price, quality and risk; or

· requesting a proposal from an individual community sector organisation (or organisations) to propose a service or services to meet client outcomes which will be funded through a negotiated Funding Agreement; 

· seeking expressions from community sector organisations that may be interested in proposing or quoting for yet to be specified services, to be funded through a negotiated Funding Agreement.

	Considerations
	In determining the approach factors to be considered include:

· the value and purpose of the Grant funding to be allocated;

· the extent of contestability in ‘the market’ and the potential benefit from an open selection process;

· the time elapsed since previously calling for expressions of interest or proposals for the services being proposed;
· whether the service is an existing service or whether it is a new service not previously delivered within the region or State;

· location issues;
· the extent of evidence that particular CSOs;

· demonstrated good risk management and mitigation strategies;

· have delivered value for money services that meet quality and safety standards, client outcomes and key performance indicators;
· can deliver cost effective services by leveraging existing or additional resources; and

· will enhance public benefit though community development.

	Decision
	What sort of Approach is recommended?

	
	Rolling Over of Existing Funding Agreement(s)
	

	
	Request for Quotation
	

	
	Request for Proposal
	

	
	Expression of Interest
	

	Insert justification for approach
	Please insert reasons or justification for approach chosen: 



	Step
3
Document the Purpose of Funding

	Introduction
	This step will capture the Purpose of Funding. This information can then be used for populating Clause 2.2.1 of Schedule 2 to the Funding Agreement.

	Characteristics of the Purpose of Funding Statement
	The Purpose of Funding is a short overview statement that provides a description about the service, activity and or capacity that is being proposed through the submission. 

It is a statement that identifies the purpose of the funding in terms of what is intended to be achieved for the consumer as a consequence of the delivery of the service and activity - for example “to provide or to deliver an accessible care and support service for a specified number of a specified client group in a specified location in accordance with a specified Department initiative or Program.”

	Insert Purpose
	The Purpose of Funding is to:


	Step
4
Aligning the Purpose of the Funding to Departmental Strategic Objectives & Outcomes

	Introduction
	This step will capture the Strategic Objectives and should assist in demonstrating that the Purpose of Funding in Step 3 is consistent with broader Departmental objectives.

This information may be used for populating Clause 2.2.3 of Schedule 2 to the Funding Agreement.

	What are Strategic Objectives
	There should be an alignment of the Strategic Objectives with the Purpose of Funding (as detailed in Step 3). The Strategic Objectives should reflect the aims and objectives of the relevant Department Program or sub-Program to which the proposal is aligned.
If you have any doubt about the alignment of the proposed purpose of the Funding Agreement to DHHS program or sub-program objectives, you should not proceed any further with this Business Case.  If you have concerns raise these with your Director or the Office for the Community Sector before proceeding further with the Business Case. 
Refer to DHHS Strategic Directions 09-12 and Operational Plans.

	Insert Strategic Objectives
	Please insert the key objectives and priorities of the Program(s) , Operational Unit(s) , or Departmental Service(s) e.g. SHS Program strategic objectives; or Mental Health Services strategic objectives:


	Step
5
Specifying Consumer Outcomes

	Introduction
	This step will detail the Consumer Outcomes that are expected to be provided through this proposal.

The information provided in Step 5 may be used for populating Clause 2.2.4 of Schedule 2 to the Funding Agreement.

	Characteristics of Consumer Outcomes
	The Consumer Outcomes are generally short statements outlining what benefits consumers may expect as a result of receiving the service. For example:

· increased quality of life,

· development and maintenance of social networks, 

· participation and integration into the local community,

· supported stable environment,

· quality of care in accordance with relevant standards. 

It is the responsibility of the Operational Units to ensure that Organisations demonstrate that they employ service delivery models that are consistent with providing positive outcomes for Consumers and utilise evidence based practice. 

	Insert Consumer Outcomes
	The outcomes to be pursued for each Consumer are:


	Step
6
Demonstrate Need

	Introduction
	This step will document the basis for determining that there is a need for the proposed funding and how this need was established.

	Establishment of Need
	Service need may be established in a variety of ways including through:
· representations by individuals;

· waiting lists and prioritisation of access for consumers:

· representations by CSO or Peak Bodies;

· representations by Members of Parliament;

· consequences of service delivery reviews and evaluations (by DHHS Operational Units OCS or independent assessments);

· service gap analysis by DHHS Operational Staff;

· media reports;

· policy decision of Government; and

· through other factors.

A capacity building or infrastructure need may be also be established whereby either individually or collectively CSOs have a need for activities to be funded.  These may include industry training or skills levels assessments, and, one-off capital injections for infrastructure (e.g. asset replacements or vehicle funding).

	Quantification of Need
	There may be a number of factors influencing need and quantification of need. For service delivery need may include:
· number of consumers;

· number of beds or places required;

· hours of service required; and

· population based statistics – Statewide and or by Area.

	Insert Need
	Please describe how the service delivery need was established and the quantity of need that will be met by the proposed Funding Agreement?


	Step
7
Define the Service Type(s)

	Introduction
	The objective of this step is to define the actual service classification or type that is to be funded under the proposal.  The information provided in Step 7 is used for populating Clause 2.1 of Schedule 2 to the Funding Agreement.

	The use of Service Types
	The Service classification information will be used to develop the service specifications and enable comparison or benchmarking of services both within and across DHHS programs and also within and across locations. Use of consistent service types will also aid in the development of more uniform outcomes, activities, Key Performance Indicators (KPIs) and price.
The service descriptions are available from the Australian Institute of Health and Welfare.  In relation to community services, these are documented in National Classifications of Community Services, Version 2.0 (2002), AIHW cat. No. HWI 40.  These are available from: www.aihw.gov.au/publications/hwi/nccsv2/nccsv2.pdf
With respect to some services, there are other alternative services classifications that should also be listed.  These include HACC classifications and National Disability classifications.

	Insert Service Type(s)
	The service types are:

	
	AIHW Classification(s)
	Additional classification(s) (e.g. HACC NMDS)

	
	
	


	Step
8
Defining Activities & Activity Levels

	Introduction
	The objective of this step is to define and quantify the Activity and Activity levels that are to be funded under this proposal.

The information provided in Step 8 may be used for populating Clause 2.2.5 of Schedule 2 to the Funding Agreement. 

	Determining Activities and Activity Levels
	Defining the Activity will require consideration of the Service Classification (Step 7), quantity, quality, location and timeliness of the services or capacity building and innovation initiative to be funded. 
In determining how the services are to be quantified, please consider capacity and demand:

· hours of service (possibly per day or week);

· days per week;
· client contacts (occasions of service);
· number of recipients;

· number of beds or places;
· complexity of service; and

· population base – Statewide and by Region.

Consider how are services to be delivered:
· residential;
· face-to-face;

· group activity; or
· telephone support / video conferencing.
In determining how the services are to be delivered, please consider:

· quarter by quarter;

· evenly over the year; or

· 24 hours a day, 365 days per year.

Consider where are these services to be delivered:
· Statewide;

· by areas; or

· in rural or urban locations.

	Insert the Activity or Activities
	Please describe the Activity or Activities  including any qualitative or quantitative output and the location(s):


	Step
9
Specifying Key Performance Indicators (KPIs)

	Introduction
	This step will detail the Key Performance Indicators (KPIs) that will be used to monitor the achievements of the proposal.

The information provided in Step 9 may be used for populating Clause 2.2.5 of Schedule 2 to the Funding Agreement.

	Characteristics of KPIs
	The KPIs are generally short statements that specify how the service will be measured. The KPIs may include measures of:

· effectiveness – how the outputs achieve the stated objectives

· access – how easily consumers can obtain the service 

· appropriateness- how well services meet consumer needs,

· quality, and

· efficiency – including measures of technical, allocative and dynamic efficiency.
· technical efficiency – whereby services are provided at the lowest possible cost;

· allocative efficiency – whereby consumers receive the best possible services in terms of quality from a given set of resources, and

· dynamic efficiency – whereby over time consumers receive new and better services at lower cost.

	Insert KPIs
	KPIs for the proposal are:




	Step
10
Specifying Service Specialist Standards

	Introduction
	This step will detail any relevant Service Specialist Standards that may be specified as part of the proposal.

The information provided in Step 10 may be used for populating Clause 2.3.2 of Schedule 2 to the Funding Agreement.

	What are Service Specialist Standards
	In addition to mandatory quality and safety standards (as required under the Quality and Safety Framework) additional Service Specialist Standards should be included.  

It is preferable that Service Specialist Standards used within this Business Case and ultimately the Funding Agreement, are drawn from existing State and national Standards Frameworks. This will allow further consistency when measuring or benchmarking across DHHS funded services.

There is no maximum or minimum required number of Service Specialist Standards. The Service Specialist Standards should be specified where a:
· particular service or procedure must be carried out by professional qualified employee in accordance with a set of standards for that service or procedure, or 
· set of standards has been developed for a particular program, 
The standards must be measurable so that CSOs can demonstrate compliance with their Service Specialist Standards.  

	Insert Service Specialist Standards
	Insert Service Specialist Standards:




	Step
11
Confirmation of Budget Availability

	Introduction
	The objective of this step is to confirm that funding is available to meet the requirements of the proposal.

	Guidance on Funding Availability
	The Business Case should not be approved if there is insufficient available budget.  In determining whether there is sufficient budget funding for the proposed Funding Agreement managers and staff should consider the following factors.

Total overall Departmental budget for the Program or Objective

 

 

Less Total of the above budget allocated for other projects or outcomes

 -

 

Less Proposed budget for this Business Case 

 -

 

Equals Remaining unallocated budget available for other projects under the Program or Objective

 =

 

Where unallocated funding is insufficient to meet this proposal, provide details of alternative additional funding to be utilised.

If necessary, ensure that the funding is confirmed for you by discussing with the Finance Unit or the Finance and Performance Unit within the Office for the Community Sector.
In the event that funds are not identifiable or there are insufficient funds the Business Case Summary Sheet (page 2) should be co-signed by the Chief Financial Officer.   

	Confirm Funding Availability 
	Please confirm funding availability:



	Insert Funding Source Codes
	Cost Centre
	Natural Account 
	Fund
	Project Code

	
	
	
	
	


	Step
12
Basis for Funding Level

	Introduction
	The objective of this step is to advise the basis for calculating the level of funding that is proposed in the Business Case.

	Determining the Basis for Funding
	There are a number of approaches to developing the funding levels for Grant proposals and these include unit costing, zero based budgeting and historical costs. 

It is important that Grants represent value for money which in broad terms means achieving the desired outcome at the best possible price taking into consideration factors such as quality, quantity and risk.

When developing a budget for a proposal the following factors and methodologies may be considered:

· Was the budget based on prior years plus an indexation factor?

· Is there a unit costing model?

· What is the cost of other CSOs delivering similar services?

· Are there unspent funds from previous years Funding Agreements that could be utilised?

· Are there higher or lower costs associated with the particular service type, client type or location? 

· Liabilities (including for example employee entitlements or redundancy provisions) that require funding?

· Other sources of income for the CSO over and above the Grant by Funding Agreement?

· Where services are additional to other funded sources are these being funded at marginal cost?

To demonstrate that you are achieving value for money you have to provide details of how the costs for the proposal were derived.  It may be of benefit for you to discuss funding levels with the Finance and Performance Unit within the Office for the Community Sector.

	Advise Basis for Funding 
	Please advise the basis for the funding level:




	Step
13
Assessment of Risk

	Introduction
	The objective of this section is to assess the level of risk associated with this proposal and outline any risk mitigation strategies that are in place or may be implemented. 

A Risk Assessment template at Step 14 should be completed and the risk level calculated based on the responses provided in the Template. 

	Policy Guidance on the Assessment of Risk
	Managing risk is an essential component of good grant management and the identification, analysis and treatment of risks contributes to the achievement of client outcomes.

The assessment of risk is to be completed by Operational Units in consultation with OCS. This collaborative approach is necessary as: 
· OCS holds information that can be used in addressing aspects of CSO-wide risks, including financial sustainability and Quality and Safety Standards; and

· Operational Units hold specialist information that can be used in assessing service type risks, service volume and capacity risks and the value of the Funding Agreement.

There are two Risk Assessments Templates and you should complete either 14a or 14b as appropriate:

· Template 14a – Where the organisation or organisations to be funded under the proposal is not known and will be decided as a result of a Request for Quotation, a Request for Proposal, or an Expression of Interest, this is the template that should be completed. This template assesses the risk associated with seeking interest in receiving the grant including those relating to volume, funding amount and complexity of the required services. 

· Template 14b – Where the organisation or organisations is already identified this is the template that should be completed. This template assesses both organisational risks and the risks associated with the type of service being proposed including those relating to the volume, funding amount and the service complexity. It is recommended that this template is also used when assessing applications that are received as a result of a Request for Quotation, a Request for Proposal or an Expression of Interest. 

	Insert Risk Level & Mitigation Strategies
	Please outline strategies for addressing risk and advise the assessed level of risk. Also any other issues identified here that need to be discussed with the Office for the Community Sector before proceeding further with the Business Case: 


	
	Low              
	Medium               
	High                     


	Step
14a
Risk Assessment Template – For Proposals Where an Approach to the Market is Required 

	Where the organisation or organisations to be funded under the proposal is not known and will be decided as a result of an approach to the market through either a Request for Quotation, a Request for Proposal, or an Expression of Interest, this is the template that should be completed. 

This template is designed to help assess the risk associated with seeking proposals from organisations.  These risks including those relating to the:

· volume of the proposed service,
· funding amount proposed, and
· complexity of the required services. 

	1.
Is it anticipated that there will be an adequate level of response to the funding proposal? 

	Issues to consider:

· Market knowledge and capacity of organisations to deliver the proposed services
· Will the approach to the market be wide enough to capture an adequate cross section of organisations with the capacity to deliver proposed services and meet consumer outcomes?
· Advertising 

· Are the funding requirements, performance indicators and outcomes clearly articulated and achievable?
· Is the proposed level of funding adequate?
· Timeframe

	
	Yes (please provide comments)



	
	No (please explain the impact on the risk assessment):



	2.
Does the type of service being proposed present specific risks to the achievement of outcomes for clients that will need further mitigation?

	Issues to consider:

· Past service delivery experience of CSOs in delivering similar types of services
· Nature and complexity of client needs, services and service type(s)

· Availability of skilled staff

· Availability of facilities and equipment necessary for service delivery

	
	Yes (please explain the impact on the risk assessment)



	
	No (please provide comments):


	3.
Does the proposed value of the Funding Agreement result in a higher level of risk?

	Issues to consider:

· Materiality or value of funding proposal
· Knowledge of capacity of CSO(s) to deliver the proposed level of services

· Method of determining funding clearly defined (for example a well defined unit costing approach may lower risk) 

· Has this type of proposal or activity been previously funded?
· Type of approach to the market

	
	Yes (please explain the impact on the risk assessment)



	
	No (please provide comments):



	4.
Are there risks of not providing funding under this proposal and in the timeframe proposed?

	Issues to consider:

· Government, Departmental and individual outcomes not being achieved

· Level of unmet needs

· Client base and client needs and outcomes

· Equitable access of services across the State or Area

· Political sensitivity

	
	Yes (please explain the impact on the risk assessment)



	
	No (please explain why the funding proposal is considered a priority):



	5.
Are there specific risk reduction strategies over and above regular strategies that will be required when approaching the market and developing the Funding Agreement?

	Issues to consider:

· The number of, and specificity of selection criteria included in the approach to the market.

· More specific Specialist Standards

· Greater monitoring of performance

· More specific Quality and Safety Standards reporting

· More stringent accountability and reporting

· More regular reporting 

· Length of proposed Funding Agreement.
· Levels of insurances specified

	
	No (please provide comments)

	
	Yes (please explain the impact on the risk assessment):




	Step
14b
Risk Assessment Template – Organisational 

	The risks to be assessed within this risk assessment template are those that may affect the ability of the CSO to:

· contribute to achieving outcomes for clients;

· deliver the services specified in the Funding Agreement;

· meet the requirements of the Quality and Safety Standards Framework;

· demonstrate appropriate governance and accountability for the use of public monies; and

· demonstrate financial sustainability, to support ongoing service delivery.
It is recommended that this template is also used when assessing applications that are received as a result of a Request for Quotation, a Request for Proposal or an Expression of Interest.

	1.
Does the organisation demonstrate high levels of governance?

	Issues to consider:

· An active Board or Management Committee
· Board has an appropriate mix of skills and experience to effectively govern the services to be funded
· Independent members on the Board or Management Committee

· Regularity of Board or Management Committee meetings

· Past experience of disruptive Board or Management Committee memberships

· Past experience of concern about oversight of service delivery or financial performance

· Quality of the relationship between the Board and Management Committee and the Department of Health and Human Services.

	
	Yes (please provide comments)

	
	No (please explain the impact on the risk assessment):



	2.
Does the organisation demonstrate appropriate strategic and organisational planning approaches?

	Issues to consider:

· Does the organisation have a Strategic Plan?

· Has a review of the organisation been done that has considered strategic and planning approaches?
· Does the Strategic Plan set out the outcomes to be achieved for the organisation’s client and target groups?

· Is the Strategic Plan sufficiently detailed for the size and scale of the organisation and its operations?

· Does the Strategic Plan align to the Operational Plan for the next year?

· Are the services set out in the Operational Plan consistent with your knowledge of the organisations operations?

· Are area of performance improvement identified in past desktop or service review addressed within the current Strategic or Operating Plan?

	
	Yes (please provide comments)

	
	No (please explain the impact on the risk assessment):



	3.
Does the organisation provide a safe environment for staff, consumers and visitors?

	Issues to consider:

· Does the organisation demonstrate building and fire risk management practices?

· Does the organisation meet all food safety standards?

· Does the organisation undertake pre-employment and pre-placement checks and screening?
· Does the organisation have a workforce development program or professional affilliations?

· General OHS?

	
	Yes (please provide comments)

	
	No (please explain the impact on the risk assessment):



	4.
Is the organisation financially sustainable?

	Issues to consider:

· have you reviewed the previous annual report(s) for the organisation?

· current ratio greater than 1.0 (current assets / current liabilities)which is an indicator of the ability of an organisation to meet short term commitments
· Positive equity

· History of surpluses and deficits

· Have you reviewed Annual Grant Financial Accountability Reports (AGFARs)?
· cash or cash like assets available to meet employee entitlement liabilities

· asset replacement expenditure at least equal to annual depreciation expense

· a strategic asset management plan.

	
	Yes (please provide comments)

	
	No (please explain the impact on the risk assessment):



	5.
Has the organisation met its financial accountability requirements?

	Issues to consider:

· financial statements and AGFARs are submitted on time

· financial statements have an ‘unqualified’ independent audit report

· other reporting requirements are satisfied

· asset management and reporting obligations are complied with by the organisation.

	
	Yes (please provide comments)

	
	No (please explain the impact on the risk assessment):



	6.
Are specific risks to the achievement of the outcomes for clients or service delivery adequately mitigated?

	Issues to consider:

· past service delivery experience of CSO

· nature of client needs and complexity of services

· experience of CSO in delivering services and meeting client outcomes

· staffing of CSO

· skills of CSO staff

· facilities and equipment necessary for service delivery.

	
	Yes (please provide comments)

	
	No (please explain the impact on the risk assessment):



	7.
Are specific service delivery risks for the organisation adequately mitigated?

	Issues to consider:

· past Quality and Safety Standards self-reports and desktop and service reviews
· good governance in place
· demonstrated ability to deliver to Service Specialist Standards

· experience and history of the organisation delivering the service

· client base and client needs

· complexity of services 

· experience of staff.

	
	Yes (please provide comments)

	
	No (please explain the impact on the risk assessment):



	8.
Are there risks of not providing funding for this Program or funding to this organisation?

	Issues to consider:

· Government, Departmental and individual outcomes not being achieved

· levels of unmet need

· client base and client needs and outcomes
· equitable access of services across the State or Area.
· political sensitivity

	
	No (please explain why the funding proposal is considered a priority)

	
	Yes (please explain the impact on the risk assessment):



	9.
Does the proposed value of the Funding Agreement result in a higher level of risk?

	Issues to consider:

· Materiality or value of funding?

· Capacity of CSO(s) to deliver services?

· Method of determining funding clearly defined (for example a well defined unit costing approach may lower risk)
· CSO not previously funded?

· New funding for CSO?

· Funding for an activity not previously funded?

	
	Yes (please provide comments)

	
	No (please explain the impact on the risk assessment):



	10.
Are there specific risk reduction strategies over and above regular strategies proposed for the Funding Agreement?

	Issues to consider:

· greater monitoring of performance?

· regular visits to CSO?

· more regular reporting of performance?

· more specific Quality and Safety Standards reporting?

· more Service Specialist Standards?

· more stringent accountability and reporting?
· Higher levels of insurances specified?

	
	No (please provide comments)

	
	Yes (please explain the impact on the Funding Agreement):




Business Case - Grant Funding Template
Page 19 of 22

