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Janitorial Services for <Entity>
SINGLE-STAGE BUSINESS CASE


Project Sponsor<Chief Officer / Head of SAGC>Head Business Case Developer<Name of Person>Procuring Entity<Name of Project Funding Entity>Business Case Start Date[footnoteRef:1] [1:  Will be used to help the CPO gather statistics on how long the procurement process takes from start to end. ] <Enter Date Business Case was first started.>







1. STRATEGIC CASE

1.1 Context
<Provide a high-level overview of the nature and work of the Organisation in which this procurement or project is taking place.>

1.2 Existing Arrangements
Existing Contract Holder (if applicable):
Existing Contract Value (if applicable):
Existing Contract Expiration Date (if applicable):
Existing Contract Performance (if applicable):

<If none of the above 3 items are applicable, please explain why here.> 

1.3 Case for Investment
1.3.1 Key Stakeholder Engagement & Outcomes
Janitorial services are important but routine services that do not require special stakeholder engagement in order to formulate a detailed description of the subject matter of the procurement and the needs of the entity.  
Table 1: Summary of Stakeholders Engaged
	Stakeholders Engaged for Business Case
	Stakeholders to be Engaged for Tender

	N/A
	N/A


Table 2: Summary of Investment Areas
	#
	Area and Scope for Investment
	Importance

	1
	Cleaning services, including supplies,  for the office building spaces on a regular basis
	Core



1.3.2 Investment Objectives & Critical Success Factors (CSFs)
As a crucial but basic service, there is only one key objective to this procurement and it is underpinned by the CSF seen in the table below. 
Table 3: Summary of Objectives and CSFs (Ranked in Order of Importance)
	#
	Objectives
	CSF(s)

	1
	To provide a clean, healthy and sanitary working environment for staff and customers.
	Maintain or reduce any incidents or complaints related to the condition of the facility or the comfort of its users.      




1.3.3 Main Benefits
Through this contract, the entity, its staff and customers will all have clean and sanitary areas in which to interact. Additionally, this tender will allow the entity to test the current market to achieve transparency, fairness and value for money.  


1.3.4 Main Risks

Please consider the risk seen here for your facility and operation: https://www.procure.gov.ky/types-of-third-party-risk. 
Table 4: Summary of Risk (Ranked from High to Low)
	Risk
	Level (High/Med/Low)
	Mitigation

	Accidents & Injury
	Med
	Consideration of vendor safety plans as a part of their proposal and a Liability Insurance requirement. 

	Health & Environmental Impacts
	Low
	Request for vendors to use “green” products and a requirement that excludes products with known issues. 



1.3.5 Constraints
<Specify any constraints that have been placed on the procurement project, including any external conditions and agreed parameters within which it must be delivered. Constraints are limits or restrictions that must be worked within such as legislation, approved funding levels, legitimate time limits.>

If none: Given the straightforward nature of the provision of janitorial services, there are no constraints on the proposed procurement.   

1.3.6 Dependencies
<Specify any dependencies outside the scope of the procurement project upon which successful delivery is dependent. Dependencies are things that need to be in place in order for this project to be successful such as other related procurements, unapproved funding, etc.>

If none: Given the straightforward nature of the provision of janitorial services, there are no dependencies on the proposed procurement.   
   
2. OPTIONS ANALYSIS
2.1 Main Options
Your options must include:
· Business as usual (BAU) - the baseline from which improvement will be measured
· The “do minimum” (a realistic option that meets core requirements)
· Any additional options considered (see Key Note 5).

<Key Note 4: Notwithstanding the procurement value, for novel, contentious proposals that pose significant risks to the public or the Government, use the three stage process (SOC, OBC and FBC) for the development of the business case. This will enable you to identify, quantify, manage and mitigate the risks to the required standard during the design, build and operational phases.  For further advice and guidance email SRIU@gov.ky.>
<Key Note 5: consider a workshop for “Identifying and Assessing the Options” consisting of stakeholders, end users, the Sponsor/SRO and other key participants.> 
Table 5: Summary of Options Appraisals
	OPTION 1
	BUSINESS AS USUAL 


	Description
	See Section 1.2

	Expected Full Life Span (Months)
	

	Net Costs (KYD)
	

	Sources and assumptions
	<Describe the sources and assumptions for the evidence base supporting the option, and why approvers should have confidence in the information provided.>

	Advantages*

	


	Disadvantages*

	


	Conclusion
	<How well it meets the agreed investment objectives and critical success factors (CSFs) for the procurement in Table 3.>

	OPTION 2
	DO MINIMUM:

	Description
	

	Expected Full Life Span (Months)
	

	Net Costs (KYD)
	

	Sources and assumptions
	<Describe the sources and assumptions for the evidence base supporting the option, and why approvers should have confidence in the information provided.>

	Advantages*

	


	Disadvantages*

	


	Conclusion
	<How well it meets the agreed investment objectives and critical success factors (CSFs) for the procurement in Table 3.>


	OPTION 3
	

	Description
	

	Expected Full Life Span (Months)
	

	Net Costs (KYD)
	

	Sources and assumptions
	<Describe the sources and assumptions for the evidence base supporting the option, and why approvers should have confidence in the information provided.>

	Advantages*

	


	Disadvantages*

	


	Conclusion
	<How well it meets the agreed investment objectives and critical success factors (CSFs) for the procurement in Table 3.>




2.2 Recommended option
<Justify the recommended option (which will be taken forward for further analysis in Sections 3, 4 and 5) based on which best balances cost, benefits and risks.>

3. PROCUREMENT ROUTE
3.1 Procurement Structure (Compliance with Regulation 20)

Project requirements will be tendered all as one contract and awarded to a single company. There are no disaggregation allowances from the procurement regulations that apply to this project and the industry is highly competitive, which will support the achievement of value for money.   
	
3.2 Procurement Options (Compliance with Regulation 5 and 7)
The procurement option for this project is a RFP without Dialogue. This option is suitable for procurements where it is feasible for the entity to formulate a detailed description of the subject matter of the procurement. The initial vendor submissions are reviewed and a preferred bidder selected without further dialogue. A price-only Best and Final Offer (BAFO) or Reverse Auction is allowed and optional. 

3.3 The Inclusion of Micro & Small Business 
The procurement is restricted to local vendors as this type of service can only be provided by local vendors. The project will be publicly advertised, giving all interested vendors an equal opportunity to tender for this contract. 

3.4 Related Procurements
There are no other procurements that have a direct impact on this procurement. The contract award is not dependent on any other procurement and has no compatibility requirements. 

4. FUNDING AND AFFORDABILITY
<Complete Table 6 and 7 to specify the capital (CAPEX) and revenue (OPEX) requirements for the investment proposal and provide an overall statement on affordability and funding. Ensure any affordability gaps are highlighted.>

<Key Note 1: This should reflect the whole life cost of the investment proposal, i.e. the expected lifespan of the proposal. For investment proposals exceeding six years, expand the table accordingly.>
Table 6: Cost and Funding for the Recommended Option
	Lifespan (See Life Span Listed in Table 5 and ensure the full life is covered by expanding the table)
	Year 1
	Year 2
	Year 3
	Year 4
	Year 5
	Year 6+
	Total

	Capital Expenditure
	
	
	
	
	
	
	

	1
	Fixed assets 
	
	
	
	
	
	
	

	2
	Software
	
	
	
	
	
	
	

	3
	<Other Capital item – Please identify>
	
	
	
	
	
	
	

	4
	Total Capital costs (CAPEX)
	
	
	
	
	
	
	

	Operating Expenditure
	
	
	
	
	
	
	

	5
	Personnel
	
	
	
	
	
	
	

	6
	Maintenance
	
	
	
	
	
	
	

	7
	Operating licences etc.
	
	
	
	
	
	
	

	8
	Training
	
	
	
	
	
	
	

	9
	<Other Operating costs – Please identify>
	
	
	
	
	
	
	

	10
	Total Operating costs (OPEX)
	
	
	
	
	
	
	

	Total Expenditure
	
	
	
	
	
	
	

	12
	Total Project Costs (CAPEX + OPEX)
	
	
	
	
	
	
	

	Funding 
	
	
	
	
	
	
	

	13
	CAPEX funding from Cabinet
	
	
	
	
	
	
	

	14
	OPEX funding from Cabinet
	
	
	
	
	
	
	

	15
	Third party funding (CAPEX if any)
	
	
	
	
	
	
	

	16
	Third party funding (OPEX if any)
	
	
	
	
	
	
	

	17
	Total funding 
	
	
	
	
	
	
	

	
	Affordability Assessment

	18
	Shortfall/Overage CAPEX (CAPEX Costs – Total CAPEX Funding)
	
	
	
	
	
	
	

	19
	Shortfall/Overage OPEX (OPEX Costs – Total OPEX Funding)
	
	
	
	
	
	
	



Revenue Generation
This procurement does not have a revenue generation component. 
Table 7: Revenue Projections for the Recommended Option
	Recommended Option
	Year 1
	Year 2
	Year 3
	Year 4
	Year 5
	Year 6+
	Total

	Revenues
	
	
	
	
	
	
	

	1
	Sales and other Revenue
	N/A
	
	
	
	
	
	



Balance Sheet Treatment
As a budgeted OPEX expense, there is no significant impact expected on the balance sheet other than a reduction in cash equivalent to the contract value.
5. DELIVERY ARRANGEMENTS
<Describe what arrangements have been put in place to ensure the successful delivery of the procurement project, including:
Table 8: Summary of Delivery Arrangements
	Delivery Aspect
	

	Contract Manager
	<name and position of contract lead>

	Contract Type 
	CIG Standard Contract for Services

	Contract Management Tools 
	· CPO Contract Management Toolkit
· Bonfire Contract Module

	Post evaluation arrangements and plans
	· Project Closure Report (i.e. to evaluate whether the project has been delivered to time, cost, and specifications,  and to identify lessons learned)

	Contingency Plan 

	As a routine service in a competitive environment, there is not a bespoke contingency plan for this project. Should the contract be pre-maturely terminated, it will be re-advertised. 



Payments will be made on a monthly basis based on service delivery in-line with contract requirements. 

6.	LOCAL IMPACT ASSESSMENT (Compliance with Regulation 20)

	Local and regional markets and suppliers

	Have any interested local vendors been identified and will they be invited to pre-procurement briefings as a group so as to provide an opportunity to clarify the procurement requirements, receive input into the specifications and process and receive questions on specific issues?  
	Given the routine nature of the procurement, no pre-procurement stakeholder engagement was undertaken. However, once advertised, the project will have a site visit and a question period that will allow vendors to ask questions and provide input. Any clarity needed will be provided during this period.    

	Impact on business and local community

	Where there is the possibility of international award, provide information on any money, opportunities and jobs which may still be created locally has a result of this procurement?
	N/A – project is restricted to local vendors. 

	Enhancing local opportunities

	Demonstrate how the planning process, including the chosen procurement methodology, the intended specifications and evaluation criteria will take into account impacts on local markets and provide maximum opportunity for participation by local suppliers.
	Project is restricted to local vendors. 

	Provide details of any steps that are to be taken to ensure that local suppliers will not be disadvantaged where competing with other suppliers i.e. unpacking of procurements into smaller components so that local businesses can compete more effectively; any benefits of buying locally factors that have been included in the value for money considerations, etc.
	Project is restricted to local vendors.

	Provide details of any advice to be provided to the market generally in relation to the forthcoming procurement opportunity (including where applicable, whether the procurement opportunity will be ‘advertised’ on the Tenders website).
	The project will be publically advertised. Once advertised, the project will have a site visit and a question period that will allow vendors to ask questions and provide input. Any clarity needed will be provided during this period.    
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	Name
	Signature
	Date

	Prepared By
(Project Manager)
	
	

	

	Reviewed By (EPC Chair)

	
	
	

	Approved By (CO/CEO)

	
	
	






This template is based on the Five Case Model and follows the Better Business case guidance. It has been developed by the SRIU in partnership with the International Better Business Case Programme and the Central Procurement Office. For support or guidance email sriu@gov.ky or procurement@gov.ky.
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