Requirements Document Guidelines


The GIS PMO (Project Management Office) recognizes that the format of requirements documentation may vary between projects and individuals. However, there are certain essential data elements that must be part of every template, regardless of format.  This policy allows for individual style/preferences as well as individual project needs without compromising the thoroughness of the requirements determination process.  Listed below are the template elements.  

Requirements Documentation Elements 

	Required Elements:
	This information must be on all requirements documents

	Unique Identifier
	A numerical identifier for each requirement that is unique within the project

	Requirement Description
	A short description of the requirement

	Document Controls
	· Page x of y

· Revision number and/or date

· Document title and owner

	Approval for the set of requirements
	A placeholder establishing the need for approval.  The actual approval can be electronic but should be saved along with other project documentation.

	Acceptance criteria
	Identify how the team and stakeholders will know if a requirement is successful.  This could be the precursor of a test case.

	Accepted by
	This is the name of the person who agrees the requirement has been met and the date it was accepted. This column is not completed until after User Acceptance Test.

	
	

	Suggested Information:
	This information can:

· Help bring better understanding of the requirements to the team and stakeholders

· Save time later in the project

	Category or type
	A way to sort/organize requirements. Could be functional, systems, teams, etc., whatever makes sense to the project team

	Expanded comments/notes
	Provides more detailed information about the requirements

	Scope or phase identifier
	Identify requirements that are “IN” or “OUT” of scope.  Or, identify in which phase (or generation) the requirement will be delivered.

	Priority or importance
	Identify the priority of importance of the requirement from the “customer’s” view point

	Requirement “owner” or “tester”
	Person(s) responsible for validating the requirement

	Detailed requirements
	Drill down from high level to details, hierarchical

	Source of requirement
	The requestor, system, application, team, etc which generated the requirement.

	Instructions
	Include suggestions, checklists, pull downs, definitions, etc. to make sure all types of requirements have been considered.  See descriptions of requirement types listed below.

	
	

	Nice to Have Information
	This information allows a project team to look at other aspects of the project for decision-making and managing tasks.  The elements listed below are by no means inclusive.  The project team should add any elements necessary for the success of the project.

	Systems and or process impacted
	A reference to the applications, operating systems, business processes, etc that are impacted by the project, either upstream or downstream.

	Application program ID
	A reference to an application program

	Development effort and/or feasibility
	Another way to rank and prioritize requirements.


Types of Requirements

	Requirement Type
	Definition

	Functional requirements
	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.

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

	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. 



	Design requirements
	Identify requirements for operating system, hardware, software, user-interface standard and type, architecture and security structure.  Please note that this requirement type does not imply that you should include application or system design in the requirements document.  Instead it asks you to identify if there are any design constraints that must be considered to be a project requirement.

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