Project Name - Requirements


The requirements document is a living document containing approved requirements. Requirements should be written so that the user can understand them. Requirements differ from system design; they describe the “what”, not the “how”. Requirements should be testable by other users or an independent test team.

As requirements are added, changed or cancelled, they are updated in the document. Previous versions of the document will contain the historical requirements. 

For each business requirement type, replicate the format of the requirement table as many times as needed. Certain sections such as Functional Requirements will need multiple tables, one for each functional area. Not all sections of requirement document need to be completed. If a section is not needed, enter Not Applicable in the appropriate section.

For each business requirement type, consider and/or identify security issues (interface, operating system, application, etc.).

Definitions:

Req ID: Create a unique identifier for the requirement

Requirement Basic Description: enter a brief statement of the requirement such as “Enter an online product order and validate product data as detailed in the Enter Order Process Map.” 

Origin: Indicate the source of the requirement.

Detailed Requirements: enter a detailed list of requirements, including basic requirements, edits, error handling, and maintenance of the data base. Include the “Features” identified in the Planning Session. 

Acceptance Criteria: enter specific results expected of the delivered system and include the business functions described in the final scope. For example: ”There must be a 100% match in the Order data in the SAP order data base and Siebel order data base.” Use these acceptance criteria to create User Acceptance Test Cases to validate that the requirement has been delivered.
Accepted By:  This is the name of the person who agrees the requirement has been met and the date it was accepted. This field is not completed until after User Acceptance Test.
1. Functional Requirements

	Req ID: 
	Origin:
	Date:

	Brief Description:

	

	

	

	Detailed Requirements:

	1.

	2.

	3.

	

	Acceptance Criteria:

	1.

	2.

	3.

	

	Accepted by:   (name & date)


Describe the features of the system in user language.  Identify requirements for business functions, transactions, tasks, user profiles and access control, security issues, training, documentation, information/data, reports, data conversions, content and content management and international/global/localization. Also include any ISO compliance or regulatory requirements.

2. Performance Requirements

Identify any requirements for capacity, speed, up-time, batch processing turn around window, data management and retention and business continuity. 

3. Interface Requirements

Identify automated interfaces to other internal systems and applications.  Include external interfaces to vendors, suppliers, customers, government agencies, and companies such as 401K administrators. Include frequency and formats when known. Identify both incoming and outgoing interfaces. 

4. Design Requirements

Identify requirements for operating system, hardware, software, user-interface standard and type, architecture and security structure.

5. Physical and implementation Requirements

Identify requirements for program language, use of existing equipment, installation, training, turnover, 

I have reviewed and concur with the project baseline requirements.  I understand that upon approval of this document, the requirements are frozen and any changes to the requirements will require a form project change request which may result in negotiated schedule changes.

	Approvals Required by:
	Attach Email Approval

	Sponsor
	

	Requestor
	


Summary of Changes:

	Date
	Revision
	Change History

	Xx/xx/01
	1
	First Draft

	Xx/xx/01
	2
	Brief description of what changed in the process

	
	
	

	
	
	


Document Owner and Custodian is the Project Manager.
NOTE: The controlled version of this document is located at: insert link here.   
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