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Executive Summary

Your executive summary should provide a 
clear overview of the proposed technology 
investment. It should be concise while giving 
internal decision makers and key stakeholders 
the information they need before diving into 
the supporting details that follow.

Current Software

What accounting system is currently 
implemented at your organization?  
Who is your vendor? Are there any costs 
associated with maintaining this software? 
If your solution is self-hosted, don’t forget 
to include server, hardware, and utility costs 
associated with maintenance.

Background and Reason for Change

Why are you in the market for new accounting 
software? Has your revenue makeup become 
more complex? Do you need to be able to 
meet government grant requirements? Are  
you looking to transition from a legacy, on-
premise solution to one that is cloud-based? 
As stated earlier in this guide, organizational 
leaders will sometimes opt to stick with  
their existing software to avoid the risks and  
upfront costs associated with replacement.  
Make sure to document the key reasons you  

are proposing this investment to provide  
your decision makers and stakeholders  
with a compelling case.

Requirements

Document the necessary technical and 
business requirements for your technology 
investment. What features are necessary for 
your finance department to function? General 
ledger? Financial reporting? Budgeting? 

What are your vendor requirements?  
Are you specifically in the market for a cloud 
solution so your staff members can access  
the system remotely?

Are there any other dependencies, such as the 
need for your accounting software to connect 
to your other mission-critical systems?

Possibilities

After conducting research and narrowing down 
the options, record your shortlist of vendors 
and solutions. Provide any relevant comparison 
information to demonstrate your due diligence.

Risk Assessment

There is always some level of risk inherent in 
change. Consider the associated risks, their 
potential impact to your mission, and how 

Technology Investment  
Business Plan Template
The following technology investment business plan template can serve as a guide to getting buy-in for new 
accounting software. Many vendors will work with you during the evaluation process to develop a business 
proposal that addresses many of the following points. However, it can be helpful to take a first pass at 
recording your expectations before engaging a potential vendor. Use this template to record key information 
needed to gain organizational buy-in and to stay on track throughout your purchasing journey.
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to address them proactively and reactively. 
Be transparent, and create a risk assessment 
matrix to rate each risk by level of severity. 
Include indicators for each and provide a high-
level plan for addressing them. 

In addition, consider including the risks 
associated with not replacing your current 
system. What will it cost in financial resources 
and time if you don’t upgrade? Are there 
opportunities you will have to forgo?

Benefits

How will a new solution benefit your 
organization? This assessment can be 
qualitative and quantitative. If one of your 
goals is to have a paperless finance office, 
how will this technology investment support 
you in achieving that? Consider the benefits 
associated with features and functionality as 
well as the potential broader impacts to your 
organization’s mission. 

Costs

As we covered in the pricing section of this 
guide, make sure to include any one-time 
costs and the fees associated with monthly or 
annual subscriptions. Display costs over a span 
of three to five years so internal stakeholders 
can have a better picture of the investment’s 
budget impact over time.

Return on Investment (ROI)

Now that you’ve documented the costs, 
make sure you can also demonstrate the ROI. 
For example, how much time can you save 
with automated bank reconciliation? What 
does that reduction in time spent on month-

end tasks mean in terms of dollars saved? 
What about improved liquidity or operating 
margin? If you’re finding it difficult to calculate 
quantifiable ROI, work with your potential 
vendors to identify benefits commonly 
experienced by their current customers.

Recommendation

Summarize your final vendor and solution 
recommendation. Reiterate your top 
requirements and how this selection will 
support your investment goals.

Implementation and Adoption Plan

Making a purchasing decision about new 
accounting software is really only the first 
step in achieving the benefits that you set 
out to realize when you first began this 
journey. Anytime you purchase mission-critical 
software—whether you’re replacing an existing 
system or getting brand new functionality—
you must consider what change management 
will be necessary to get the most out of your 
investment. Make sure you are prepared for 
success with a plan for implementing the new 
system based on your business needs and best 
practices—even if that means updating your 
existing processes. 

And don’t forget about feature adoption. If 
your staff members don’t feel confident using 
the new software, then they will be slow 
to adopt it. Make sure you invest in proper 
training for all users to ensure that they’re as 
productive and effective as possible with the 
new system.
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