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Overview
· Describe why this project is being undertaken
· Include the history, current situation or issue that lead to the decision that lead to the project
· Use the information in the Project Charter
· Include the project name, and initiation date

Assumptions
· Describe all assumptions and constraints that are specific to the requirements planning
· If known, include the impact of an inaccurate assumption(s)
Stakeholders

· Describe who needs to be involved and their level of involvement
	Stakeholder

(individual or area)
	Functional Role

(nature of input)
	Level of Involvement

	
	
	

	
	
	


Requirement Management Strategy
· Define the BA work division strategy (if multiple BAs on project)

· Identify the level of consistency for BA deliverables and the anticipated methods for achieving this consistency
· To what level of detail will the requirements be specified?
Requirements Gathering Strategy

· Identify the strategy to elicit requirements from all stakeholders
· Identify the various requirement gathering techniques that will be used
Approach for Gathering Requirements
· Identify the types of requirements needed

· Identify the approach(es) selected and state the reason for each type of approach planned

· Provide the number of sessions required and the structure of each session

· Identify the preparation work required
	Requirement Type
	Required for Project?

(Y/ N)
	Level of Detail (e.g., user, system, application level)
	Elicitation Method (e.g., interview, JAD session)
	Expertise / Knowledge (whose expertise is this?)

	Business
	
	
	
	

	· Business Requirements
	
	
	
	

	Customer/User
	
	
	
	

	· Accessibility
	
	 
	 
	 

	· User Interface / Application Presentation
	
	
	
	

	· Ease of Use
	
	 
	 
	 

	· Warning & Error Handling
	
	 
	 
	 

	· Reporting
	
	
	
	

	Security Requirements
	
	
	
	

	· Business Security
	
	
	 
	 

	· Access Rights/Authority Levels/Visibility
	
	
	
	

	· User Account Information
	
	
	
	

	· Audit
	
	
	
	

	· Rules of Behaviour
	
	
	
	

	Performance Requirements
	
	
	
	

	· Response Time
	
	 
	 
	 

	· Reliability
	
	 
	 
	 

	· Availability
	
	 
	 
	 

	· Capacity
	
	
	
	

	· Contingency & Recoverability
	
	
	
	

	System Requirements
	
	
	
	

	· Conversion
	
	 
	 
	 

	· Maintenance & Support
	
	
	
	

	· Reusability
	
	 
	 
	 

	· Archiving
	
	 
	 
	 

	Standards & Infrastructure
	
	
	
	

	· System Linkages / Interfaces
	
	
	
	

	· Communications Interfaces
	
	
	
	

	· Platform / Portability
	
	
	
	

	Organizational/Corporate
	
	
	
	

	· Legal, Regulatory, Compliance & Privacy
	
	 
	 
	 

	· Corporate Standards & Policies
	
	 
	 
	 


Approach for Prioritizing Requirements
· Identify the approach that will be taken for prioritizing requirements

· Identify the categories and the level of granularity

· Identify the factors that stakeholders may feel are important

· Identify the methods that will be used to obtain consensus (e.g., voting)
Session Structure and Objectives 

· List the planned requirements sessions and the objective for each session
	#
	Description & Objectives
	Participant Name & Function
	Timeframe
	Scheduled or Completion Date

	1
	Initial Fact Finding with business unit
	Product Manager

Product Asst.
	2 hour session
	Oct 1, 2002

Complete

	2
	Gather Commission Requirements
	Commissions Team Lead
	1 hour session
	Oct 15, 2002

Complete

	3
	Gather Accounting Requirements
	Accounting Team Lead
	1 hour session
	Oct 12, 2002

Complete

	4
	Requirements Review with all sources of requirements
	· Accounting Team Lead

· Commissions Team Lead

· Product Manager

· Product Asst.
	1 hour session
	Nov 1, 2002

Scheduled

	5
	Review requirements with Project Team members
	· Testing Team Lead

· Development Team Lead

· Project Manager
	1 hour session
	Not yet scheduled


Deliverables
· List the requirement deliverables by project phase – insert the WBS
Requirements Timeline 

Requirements Schedule

· Identify a requirements schedule including beginning and ending dates
	Major Milestone
	Start Date
	End Date

	
	
	


Requirements Documents Collected

· Identify the documents/artifacts that need to be collected and reviewed prior to initiating the gathering of requirements
Requirements Risk Approach
· Define the requirements risk approach
· Include a requirements risk matrix

Monitoring Requirements Progress

· Identify how the progress against the completion of the requirements will be monitored

· Assists with addressing of requirements challenges
Requirements Change Management Approach
· Describe how changes will be controlled within the scope

· Identify how sign-off will occur (e.g., formal signoff or consensus)

· After sign-off, describe the process to make changes to the requirements which is often based on the size of the change (e.g., clarifications are changed within the document using version control and/or a requirements change listing, large changes/additions are documented using a Requirements Change Request Form and reviewed by a Change Control Board {including who will be involved} for approval prior to making the change within the documentation) 

· This section also identifies how the changes will be prioritized against the initial requirements and the other changes
Glossary

· Define technical terms or acronyms used in this document
 Appendix

· Attach relevant documentation that supports the information provided in the document   


