
Information sheet:  
POINT OF ENTRY  
MEMO  

The output of the enquiries covered in the Point 
of Entry: groundwork and context and Point of Entry: 
relationship management information sheets is a brief 
memo, written by the problem owner. 
The memo’s purpose is to provide a high-level description of the problem and outcomes, 
and a recommendation about where the business case should start, if at all. It is the result 
of your conversations with stakeholders, enquiries about existing documents or work, and 
the critical thinking you have applied. A documented memo also means you can explain 
your thinking to decision makers later.

Completing the memo
As the problem owner, you are responsible for completing the memo, which may be  
in the form of a file note. Include the date, your name, the subject and a file reference,  
if relevant.

Write a description of the problem and opportunity that is being considered for 
development of a business case. You also need to outline the outcomes that your 
organisation can expect to gain from addressing the problem. An outcome may be  
that further exploration is required at the next phase.

The problem and outcomes need to be clearly expressed, using as few words as possible. 
Keep it short and simple – a maximum of 300 words. Think in terms of three medium-size 
paragraphs or half an A4 page. A good way to approach this is to think about how you 
would introduce the problem to attendees at a workshop – then write it down.

Include details about any relevant previous work, such as an existing Strategic Case or 
Programme Business Case, earlier enquiries that have been documented, or knowledge 
held by stakeholders.

Determine the level of effort required, and your recommended entry point. Indicate the 
result from your assessment, which could be:

 – do nothing – no further action

 – no further action for now, but monitor with the possibility of inclusion in future planning

 –  go to the Strategic Case phase, or a later business case phase 

 –  go straight to a single-stage business case.

This information sheet 
covers preparing a Point 
of Entry memo. It is one 
of four information sheets 
covering the Point of 
Entry. It is supplementary 
to the online modules 
Introducing the Point of 
Entry and Make it real.
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Completing the memo (cont.)

If the Point of Entry is identified as the Strategic Case or a later phase of the business 
case, some planning is required. In the memo, identify:

 – the author

 – the project manager

 – any stakeholder workshops required

 –  an workshop facilitator, including whether they need to be an investment logic mapping 
(ILM) facilitator 

 –  stakeholders who have been identified as key influencers or knowledge holders who 
should be invited to the ILM workshops

 – observers who will attend the workshop(s) but not participate

 – an indicative timeline and budget for developing the business case phase.

It you recommend that the Point of Entry should be a later phase of the BCA, a more 
thorough paper will be required for decision makers to review and approve how to 
progress.

Approving and recording the memo
 – You will need formal agreement with your recommendation from the Transport Agency. 

 – You also need to follow any internal approval procedures that apply within your 
organisation, as continuing beyond PoE will mean committing time and resources. 

 – Ensure the memo is recorded where it can be retrieved for future reference, especially 
if the recommendation at this stage is to do nothing. It may save a problem owner time 
later if the same or a similar problem arises.

 – Point of Entry file notes can be uploaded to Transport Investment Online (TIO), in the 
Point of Entry/Strategic Case section.

 


