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PRJ – Template – Benefit and Cost Checklist

IBPL Sample Template
Benefit and Cost Checklist 

Benefits and Costs Checklist

	Intended use of this checklist
	For the Steering Committee and/or a Project Manager to evaluate the effectiveness of the benefit and cost analysis process. The checklist contains items to consider when a project begins, when a major phase completes, or at a post-implementation review after the project results have been in use for some time, to ensure that the cost benefit analysis was appropriate to the project.


	ID
	
	Items to be considered for analyzing Benefits

	
	
	Benefits – Initial Development

	1
	
	Do descriptions of benefits relate to organizational goals, objectives, missions, functions, and operating environment?

	2
	
	Have benefits been identified for each solution alternative?

	3
	
	Have both quantitative and non-quantitative benefits been identified? (see following checklist)

	4
	
	Have benefits been identified in monetary terms? For those that aren’t, has justification been documented?

	5
	
	Has cost avoidance been counted only once, i.e. as either a reduction in costs or an increase in benefits?

	6
	
	Have benefits been rank-ordered using either weighted or un-weighted scoring?

	7
	
	Has the method used to estimate benefits been documented?

	
	
	Benefits – Update (Review Initial Development for Applicability)

	8
	
	Have changes to project objectives, benefits and reviews caused any changes to the proposed benefits?

	9
	
	Have all benefit categories been re-examined?

	10
	
	Has the rank-ordering of benefits been updated to reflect any changes?

	
	
	Benefits – Post-Implementation Review 

	11
	
	Have the expected benefits of the solution been attained?

	12
	
	For any benefits not attained, is there a documented explanation of why not?

	13
	
	If another solution originally proposed would have been better, is there a way to improve the process of performing the benefits analysis to ensure a more appropriate analysis in the future?

	14
	
	Other?


	ID
	
	Possible Quantitative Benefits

	1
	
	Reduced Resource Requirements

•
Personnel

•
Lease, Rental, Maintenance

•
Support Services

•
Training

•
Supplies and Utilities

•
Security



	2
	
	Improved Data Entry

•
Reduced Staff Time

•
Reduced Error Rates

	3
	
	Improved Information Technology Utilization

•
Storage and Retrieval

•
Performance Monitoring

•
Data Compression

•
Centralized or Distributed Processing

	4
	
	Improved Operational Effectiveness

•
Reduced Error Rates

•
Improved Timeliness

•
Better Quality Products

•
Increased Productivity

•
Expanded Capacity or Capability

	5
	
	Cost Avoidance

•
Eliminate Future Staff Growth

•
Eliminate Additional Equipment Requirements

•
Minimize Penalties for Delays


	ID
	
	Possible Non-Quantitative Benefits

	1
	
	Fulfillment of operating requirements

	2
	
	Better management information

	3
	
	Improved decision-making

	4
	
	Greater versatility or flexibility

	5
	
	Better presentation of information

	6
	
	Improved report generation (timeliness)

	7
	
	Improved staff morale


	ID
	
	Items to be considered for analyzing Costs

	
	
	Costs – Initial Development

	1
	
	Have all required cost categories been evaluated?  Consider items such as

· equipment and purchased components

· development effort 

· facilities

· supporting organizations

· deployment effort and equipment

· lifetime operations costs

· lifetime maintenance costs

· other?

	2
	
	Have all costs within each category been evaluated?

	3
	
	Have all support costs from other organizations been identified and evaluated?

	4
	
	Has the method used to estimate costs been documented?



	
	
	Costs – Update (Review Initial Development for Applicability)

	5
	
	Have all cost categories been examined?

	6
	
	Have alternatives been identified/updated and documented?

	7
	
	Have the alternatives been evaluated according to documented criteria?

	
	
	Costs – at Post-Implementation Review

	8
	
	Have all cost data been gathered and reviewed against the initial cost estimates?

	9
	
	Are all unanticipated costs documented with their sources and reasons for being included?

	10
	
	For any costs not originally included, have changes been incorporated into the cost analysis process for future projects to use?

	11
	
	Other?
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