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	Business Analysis
Service Delivery specification
<Client Name> 

<Project/Service Name>

<Month> 2025


Overview
1.   Background and Description
	 SHAPE  \* MERGEFORMAT 


Describe how this project came about, who is involved, and the purpose.
Important: When completing content in a section for a service, all information must be documented within the blue box, and all guidance text should be removed.

<Text goes here>


2. Service Objectives

	 SHAPE  \* MERGEFORMAT 


 List the key results to be achieved through this service. Provide a mix of business and service objectives, where relevant. Describe how this project came about, who is involved, and the purpose.
Important: When completing content in a section for a service, all information must be documented within the blue box, and all guidance text should be removed.

<Text goes here>


3. Service Outcomes
	 SHAPE  \* MERGEFORMAT 


 Describe the value to be delivered to the client on the successful completion of the service objectives i.e. upon the delivery of X objective, the outcome to the business will be Y.

Value is directly related to the Business Problem or Opportunity that is discovered. For more help refer to the Value Statements Guideline.docx.
Important: When completing content in a section for a service, all information must be documented within the blue box, and all guidance text should be removed.

<Text goes here>


4. Service Activities and Deliverables 

	 SHAPE  \* MERGEFORMAT 


 Describe high level activities and deliverables.
Structure this section to include phases (stages of work starting from stage 0 for scope and planning), activities within each stage, any statements regarding scope of analysis (e.g. teams, systems, processes, geographies, functions etc.) and deliverables which belong to the stage of analysis.
Important: When completing content in a section for a service, all information must be documented within the blue box, and all guidance text should be removed.

	Activities & Deliverables
	Est. Effort

	Stage 0: Service Scoping and Planning, and Requirements Management Approach
	Approx. x days

	Activities:

· Meet senior stakeholders to elaborate service scope, confirm objectives, define required outcomes, determine approach, and understand time, effort, and quality expectations. 

· Identify what templates will be used to deliver required outcomes.

· Identify Level 3 business processes in scope for analysis (suggest using APQC Utilities process framework if no existing process classification exists)

· Identify stakeholders for each process.

· Design stakeholder engagement approach.

· Create task backlog.

· Determine requirements schema, governance, and information management. 

Deliverables:

· Updated Service Delivery Specification (if required)

· Work plan (including stakeholder engagement plan)

· Requirements management approach


	

	Stage 1: <Text> (e.g. Discovery, Design, Development, Deployment) in the appropriate BAPL Delivery Framework (e.g. Waterfall, Agile or Hybrid). If a more granular breakdown is required, use standard naming conventions (e.g. If within Design Phase – Current State Analysis, Future State Design, Stakeholder Requirements Analysis etc.]
	Approx. x days

	Activities:

· … [list activities – use framework activities and techniques as a reference]

· …

· …

Deliverables:

· … [Use the names of BAPL deliverable templates where no client-mandated template available]
· …
	

	Stage 2: ….
	Approx. x days

	Activities:

· …

· …

Deliverables:

· …

· …
	

	Stage <x>: Service Close-out
	Approx. x days

	Activities:

· Conclude the service and ensure that all relevant documentation has been finalised, housed in correct folders, drives, Jira/Confluence repositories. 

· The relevant handovers have been completed. 

· Provide a Service Review.
· Seek BAPL feedback.
Deliverables:

· Completed Service Delivery Specification

· Completed Work Plan (including stakeholder engagement and requirements management plan)

· Recorded client review meeting.

· Written client feedback
	


5. Stakeholders
	 SHAPE  \* MERGEFORMAT 


 List agencies, stakeholders or business units that may be impacted by this service/project.
Important: When completing content in a section for a service, all information must be documented within the blue box, and all guidance text should be removed.

<Text goes here>


6. Processes and Systems
	 SHAPE  \* MERGEFORMAT 


 List business processes or systems which will be impacted by this project and describe how they will be affected.
Important: When completing content in a section for a service, all information must be documented within the blue box, and all guidance text should be removed.

<Text goes here>


7. Exclusions
	 SHAPE  \* MERGEFORMAT 


 Describe the deliverables and / or activities that are out of scope for this service.
Important: When completing content in a section for a service, all information must be documented within the blue box, and all guidance text should be removed.

<Text goes here>


8. Critical Success Factors
	 SHAPE  \* MERGEFORMAT 


 Define the factors that must be present for the service to succeed. Example shown below.
Important: When completing content in a section for a service, all information must be documented within the blue box, and all guidance text should be removed.

1) Engagement from key decision makers and stakeholders to confirm objectives and scope of work

2) Stakeholder availability to support project urgency and time-constraints.

3) Regular, structured feedback on the depth of analysis, quality of work and structure of deliverables

4) Access to systems and program/project documentation

5) <…Text goes here>


9. Client Responsibilities
	 SHAPE  \* MERGEFORMAT 


 List the client responsibilities to be fulfilled.
Important: When completing content in a section for a service, all information must be documented within the blue box, and all guidance text should be removed.

<Text goes here>


10. Quality
	 SHAPE  \* MERGEFORMAT 


 Business Analysis (BAPL) will provide quality assurance over the deliverables provided:
Important: When completing content in a section for a service, all information must be documented within the blue box, and all guidance text should be removed.

· Service delivery specification (SDS) is the basis for agreeing and monitoring that BAPL meet the agreed service outcomes.
· Creation of a detailed workplan/s, to break down the service delivery specification into smaller milestones, with due dates for tasks and deliverables.

· Regular e.g. weekly status reporting to inform the Client and BAPL of progress against deliverables, and regular updates to outline service progress, risks, and issues.

· [image: image14.png]The BAPL service delivery process is used by all BAPL consultants to ensure activities and deliverables are fit for purpose (i.e. the work undertaken, and the products delivered, are of an appropriate depth and quality standard to achieve the required outcomes). 
· BAPL will appoint a Lead BAPL Consultant to the service. The Lead will play an active role in the direction and management of the consultant/s - ensuring the deliverable/s support client needs and our high-quality standards. BAPL may also choose to appoint an additional consultant/s if required and if agreed to by the client.


11. Client Comments
	 SHAPE  \* MERGEFORMAT 


 Record any client comments that pertains to various aspects of the service.
Important: When completing content in a section for a service, all information must be documented within the blue box, and all guidance text should be removed.

<Text goes here>


12. Estimate Duration

	 SHAPE  \* MERGEFORMAT 


 Record the commercials around the service.
When specifying a service end date: apply that BAPL service date quality checks. 

BAPL service date quality checks: it is important to ensure,
· Service end date is on a Friday and/or aligns to the start of a BAPL closure or holiday period.
Important: When completing content in a section for a service, all information must be documented within the blue box, and all guidance text should be removed.

Estimated Effort:

Estimate Start Date: 

Cost Estimates (if required):


13. General Comments
	 SHAPE  \* MERGEFORMAT 


 Identify any other general comments or RAID-Cs i.e. risks, assumptions, issues, dependencies, and constraints, potentially impacting this service.
Important: When completing content in a section for a service, all information must be documented within the blue box, and all guidance text should be removed.

<Text goes here>


Note: During the term of the agreement and for 6 months after the expiry of the agreement the parties agree that neither party will directly or indirectly solicit, engage, employ or otherwise have dealings with any employee of the other party (or an associated entity) without the other party’s consent.
14. Version Control
	Version #
	Date
	Description
	Author
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