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1. Business Requirements
1.1 Business Need 
Describe the reasons for this project. These must be business related, and must be clearly articulated and agreed upon by all of the stakeholders. These requirements should have been identified during a preceding Investigation project.  
Refer back to the Business Case or Vision and Scope Document.   

1.2 Vision 
Each project must have clearly defined, understood and agreed upon a vision. Without a clear project vision, there is a danger that the purpose of the work may be lost along the way.

The vision should be simple, limited to a few sentences or less, and tied back to the problem or business need e.g. To reduce the reliance on ad-hoc spreadsheets and database for the tracking of project related information and to provide a holistic view of all project streams.  The solution will provide a centralised view that tracks project costs, time, and resources across all  projects; allowing the various areas of the organisation to report on costs, availability of resources, and project timeliness for their projects, programmes, and portfolios.

If produced, refer back to the Vision and Scope document. 

1.3 Strategic Alignment 
Link the project/initiative to the company goals and the strategic direction of the business.  This should be referenced back to the business plan. Include an outline of the current situation and why the project/initiative is required now.

Refer back to the Business Case or Vision and Scope Document
1.4 Business Benefits 
Describe the key business benefits that are expected to be obtained by the implementation of a solution to this problem or opportunity, e.g. Reduced operating costs, Reduced personnel costs from a reduction in staff, Increased revenue, Improved decisions as the result of access to accurate and timely information etc 
Refer back to the Business Case 
2. Conventions Definitions and Glossary
Describe the naming conventions, definitions that are standard to a requirements document and also list a glossary of acronyms and terminology that is unique to this project and/ or business domain.

2.1 Conventions 
This document uses MoSCoW prioritisation as follows: 

	Must
	This is an absolute requirement of the specification

	Should
	There may exist valid reasons in particular circumstances to ignore this requirement, but the full implications must be understood and carefully weighed before choosing a different course

	Could
	This requirement is optional

	Won’t
	This requirement has been excluded from the scope of the solution at this stage


2.2 Glossary 

	Term 
	Description

	
	

	
	

	
	

	
	


3. Stakeholders 

Describe the stakeholders that will be impacted by, or have some interest in, the implementation of this project or solution. It is useful highlight the users of the solution  

	Stateholder Category
	Name 
	Title 
	Project Interest
	User of the Solution (Y/N) 

	Sponsor 
	Jet Black
	
	
	

	Business Owner
	John Depp
	
	
	

	
	
	
	
	

	
	
	
	
	


4. Context and Scope 
4.1 Context 
The context describes how this solution relates to other systems, entities, organisations. 

4.1.1 Current (As is) 

Include a current state context diagram 

4.1.2 Future (To be) 
Include a future state context diagram 

4.2 Detailed Solution Scope 
Describe the capabilities that the solution must support in order to meet the business need.  It is essential that these are clear and concise, and that the Stakeholders agree with the scope description.

Note if this is agile or an iterative development, identify what use cases/user stories are planned to be delivered in each iteration.

4.2.1 In Scope As is) 

4.2.2 In Scope As is) 

5. Assumptions and Constraints 
Describe any known assumptions regarding the organisations services and or processes affected by this project. 
Refer to the Business Case 

5.1 Assumptions 

Describe any known assumptions regarding the organisations services and or processes affected by this project. Refer back to the Business Case 

5.2 Constraints 
Describe any known limitations and constraints regarding the organisations services and or processes affected by this project. 
5.2.1 Mandated 

Describe constraints on the eventual design of the product.  They are the same as other requirements except that constraints are mandated, usually at the beginning of the project.  Constraints have a description, rationale, and fit criterion, and generally are written in the same format as functional and non-functional requirements. 
5.2.2 Physical 

Describe the workplace in which the users are to work and use the product.  It should describe any features of the workplace that could have an effect on the design of the product, and the social and culture of the workplace.  This may be further expanded upon within the non-functional area ‘Operational Environment’

5.3 Risks 
Describe any conditions that could cause some loss or otherwise threaten the success of a project. Risks should be documented in the Project Management Risk register or Risk Log.
5.4  Issues 
Describe any unresolved issues that are obstructing the completion of these requirements or the project as a whole.  Issues should be documented and managed in the Project Management Issues register or Issue Log. 

6. Business Requirements 
6.1 Business Rules 
Describe any policies, guidelines, standards that define or constrain some aspect of the business. These rules will often drive functional requirements. Ensure each rule is uniquely identified. 

6.2 Solution Capability 
Describe the new system’s major features or user capabilities.  Each feature should be uniquely identified to enable tracing to user requirements and functional requirements.  Group features under sub-headings to promote readability. Use the MoSCoW system to distinguish between mandatory and desirable features.

6.3 Information 
Describe high level information or data requirements of the solution and the key data that is required to be stored or accessed by the solution.  A conceptual data model should be included here (Refer Data Model Template).
6.4 Interfaces 
Identify any high level interface requirements the solution has to other systems either within the organisation or external to it.  For each interface describe the high level data requirements and the frequency and method of interfacing.

	Number 
	Interface Statement 
	Application / System 
	Frequency 

	EI-0010
	The interface must .....
	Online or Batch.
Include Any predefined medium or standards imposed by external system.
	How often does the interface occur – for online (guestimate), for batch (hourly, daily, weekly, monthly, etc).

	EI-0010
	The interface should .....
	
	

	
	
	
	

	
	
	
	


7. User Requirements 
Describe the use cases that will be handled by the new system. Note that this section can summarise use cases and detailed use cases can be included as an Appendix.

7.1 Use Case Diagram 
Provide a visual representation of the user requirements.
7.2 Use Case Actors 
Provide a visual representation of the user requirements. Note that this should align with the Stakeholder Analysis.

7.3 Use Case List 
Provide a description of each of the use cases identified in the model above with a unique identifier. The description may also indicate whether there are certain variations or alternative flows 

.
	Use Case ID 
	Use Case Name 
	Use Case Description 

	UC-001
	Schedule a job
	The scheduler enters the job details and assigns the job to a contractor. 

Exceptions:

The job details are invalid

Alternates:

The job is assigned to multiple contractors

	UC-002
	Dispatch a job
	The job details are sent to the contractor who accepts the job.

Exceptions:

The contractor rejects the job

The network is down

Alternates:

The job is dispatched to multiple contractors



	
	
	

	
	
	


7.4 Detailed Use Cases 

Refer to Use Case Template. Use Cases can be documented and reviewed separately to this Requirements document.
8. Functional Requirements 
Describe the functional requirements for the new system. Each requirement should be uniquely identified to enable tracing back to user requirements and business requirements. Group features under sub-headings to promote readability sub-headings should be sourced from and grouped according to the System Capabilities and Business Rules (as documented in the Business Requirements) Use the MoSCoW system to distinguish between mandatory and desirable features.

8.1 System Capability 1
	Functional Requirement 
	Business Requirement 
	Use Case 
	Statement 
	Outcome 

	FR1000
	BR1001
	UC0001
	The System must 
	

	FR1005
	
	
	The System should 
	

	
	
	
	
	

	
	
	
	
	


8.2 System Capability 2

	Functional Requirement 
	Business Requirement 
	Use Case 
	Statement 
	Outcome 

	FR1000
	BR1001
	UC0001
	The System must 
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


9. Reporting Requirements 
Describe any reporting requirements. For each report describe the key data parameters and output (ensure consistency with data requirements below), the users, the mechanism (e.g. online, paper based, etc), the frequency (e.g. weekly, monthly, ad-hoc, etc), any standard headers, footers, etc.   

9.1 Report 1 ID

9.2 Report 1 ID

10. Data Requirements 
Refer to Data Model Template for more information 
10.1 Logical Model 

Describes the data requirements of the solution and the key data that is required to be stored or accessed by the solution. A logical data model should primary keys and significant attributes for each entity.

10.2 Data Dictionary 

Describes the key entities and attributes relating to the data 

10.3 CRUD Matrix 

A CRUD Matrix shows a correlation between use cases and the data entities/items to show where each data item is (C)reated, (R)ead, (U)pdated or (D)eleted. It is useful for cross checking that no data or use cases are missing or redundant.
	Use Case 
	Entity 1
	Entity 2
	Entity 3 
	Entity 4 

	Use Case 1
	C, U 
	R 
	-
	-

	Use Case 2
	- 
	-
	D
	-

	Use Case 3
	C
	R
	
	U

	
	
	
	
	


11. Interface Requirements 
11.1 User Interface 

Describe the logical characteristics of each interface between the software product and the users. This may include sample screen images, any GUI standards or product family style guides that are to be followed, screen layout constraints, standard buttons and functions (e.g., help) that will appear on every screen, keyboard shortcuts, error message display standards, and so on. Define the software components for which a user interface is needed. Details of the user interface design should be documented in a separate user interface specification.
11.2 Hardware and Software Interfaces

This section identifies any interfaces the solution must have with other systems either within the organisation or external to it.  For each interface describe the data requirements and the frequency method of interfacing, standards/versions and vendor.  Consider any exception scenarios that must be dealt with.  Use the interface Ids as described in Section 6 External Interfaces and expand in more detail here.

11.2.1 {Interface 1 ID} + {Interface 1 Name} 
11.2.2 {Interface 2 ID} + {Interface 2 Name} 

12. Non Functional Requirements 
Describe any user expectations on the quality of the solution in terms of the environment in which it operates e.g. performance, usability, reliability, etc. These requirements will form the basis of non functional requirements for the Solution requirements. These requirements should relate back to Quality Attributes Section from the Business Requirements.

12.1 Usability

12.1.1 Appearance

Describe requirements relating to the spirit of the product.  There may be particular demands for the product, such as corporate branding, colours to be used, and so on.  This section captures the requirements for the appearance.  Do not attempt to design it until the appearance requirements are known. e.g. 

The product shall comply with corporate branding standards
Ease of use: describe your client’s aspirations for how easy it is for the intended users of the product to operate it.  The product’s usability is derived from the abilities of the expected users of the product and the complexity of its functionality.

Usability: the usability requirements should cover properties such as these:

Efficiency of use: How quickly or accurately the user can use the product.

Ease of remembering: How much the casual user is expected to remember about using the product?

Error rates: For some products it is crucial that the user commits very few, or no, errors.

Overall satisfaction in using the product: This is especially important for commercial, interactive products that face a lot of competition. Web sites are a good example.

Feedback: How much feedback the user needs to feel confident that the product is actually accurately doing what the user expects.  The necessary degree of feedback will be higher for some products (e.g., safety critical products) than for others.
12.1.2 Level of Training

Requirements about how easy it should be to learn to use the product.  This learning curve ranges from zero time for products intended for placement in the public domain (e.g., a web site) to a considerable amount of time for complex, highly technical products.

12.1.3 Accessibility

The requirements for how easy it should be for people with common disabilities to access the product.  These disabilities might be related to physical disability or visual, hearing, cognitive, or other abilities
12.2 Performance and Availability 

12.2.1 Performance

Specify the amount of time available to complete the tasks.  These requirements often refer to response times.  They can also refer to the product’s ability to operate at a speed suitable for the intended environment

12.2.2 Safety Critical
Quantify the perceived risk of damage to people, property, and environment.  Different countries have different standards, so the fit criteria must specify precisely which standards the product must meet.

12.2.3 Precision and Accuracy
Quantify the desired accuracy of the results produced by the product.e.g 

All monetary amounts shall be accurate to two decimal places.

12.2.4 Reliability and Availability
Quantify the necessary reliability of the product. The reliability is usually expressed as the allowable time between failures, or the total allowable failure rate.  This section also quantifies the expected availability of the product

12.2.5 Fault Tolerance
Fault tolerance specifies the ability of the product to continue to function under abnormal circumstances e.g..

The product shall continue to operate in local mode whenever it loses its link to the central server.

12.2.6 Capacity

Specify the volumes that the product must be able to deal with and the amount of data stored by the product e.g.

The product shall cater for 300 simultaneous users within the period from 9:00 A.M. to 11:00 A.M. Monday to Friday.  Maximum loading at other periods will be 150 simultaneous users.

12.2.7 Scalability

Specify the expected increases in size that the product must be able to handle, e.g. as the business grows (or is expected to grow), your software products must increase their capacities to cope with the new volumes or the product shall be capable of processing the existing 5,000 customers. This number is expected to grow to 10,000 customers within three years.

12.3 Operational Environment

12.3.1 Physical Environment

This section specifies the physical environment in which the product will operate, e.g. the product shall be used by a worker, standing up, outside in cold, rainy conditions. 

12.3.2 Software Environment

This section describes the requirements to interface with partner applications and/or devices that the product needs to successfully operate, e.g. the products shall work on the last four releases of the five most popular browsers. 

12.4 Maintenance and Support

12.4.1 Security

12.4.2 Access

12.4.3 Integrity

12.5 Audit

Document all audit requirements necessary for the product.  Look at the requirements around tracking data changes, and if change records are necessary, how long the record of these changes need to be kept. 

12.6 Legal

Document all legal, contractual or standards that must be met by the solution., 

12.6.1 Legislation

Document any legislative demands e.g. statutes (Privacy Act), Statutory Regulations, Local and Private Acts, Bills
12.6.2 Government Compliance

Document any demands from the Government sector e.g. Energy Commission, Commerce Commission, State Services Commission, Cabinet Papers
12.6.3 Standards

Document any enforced standards

13. Implementation Requirements 

This section covers any requirements specific to the implementation of the solution, including any communication plans, project dependencies, any required data migration and training.
13.1 Communications

Document requirements around communications – this will lead to the development of a communication plan for the deployment of the solution e.g. the accounts department must be notified 5 days in advance of any changes that will impact the Finance One application suite

13.2 Communications
Describe the dependencies specific to the implementation of the solution. These are separate from project related dependencies, but may have an impact on the implementation time-frames.
13.2.1 Software

Example: The implementation of the solution must not cause any SharePoint user-outages or have any adverse impact on SharePoint users between the hours of 7am to 7pm, Monday to Friday
13.2.2 Business

Example: The implementation of the solution must have no impact on the Real Time Systems team
13.2.3 Work Cycles

Example: The implementation of the solution must have no discernable end-user impact on the month-end financial reports or transactions
13.3 Data Migration

Describe any implementation requirements around the migration of data e.g. the implementation of the solution must merge all drawing files stored on the X-Series tape drives with the pilot data stored in the solution.  There will be no data loss or corruption to either the X-Series data or the pilot data

13.4 Training and Documentation 
13.4.1 Training
13.4.2 Documentation

14. Appendices 
14.1 Supporting Material 
Include any existing system or other relevant documentation.
14.2 Out of Scope Requirements

14.2.1 Functional
14.2.2 Non-Functional 

14.2.3 Implementation
COMMERCIAL IN CONFIDENCE

The information contained in this document is confidential to Company Name.  No part of this document may be provided or used by any other organisation without prior written consent of Company Name
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