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1. Document Control

1.1. Document Sign –Off Process
This section should state the purpose of the document and explain the process for gaining sign-off approval. Typically this will include how individuals have been selected for sign-off, lead time for approvals and method by which the document will be issued.  

1.2. Sign Off

[Include as many names as required to gain appropriate approval]

	Name
	Project Role
	Signature

	
	
	

	
	
	


1.3. Change History

	Issue Number
	Issue Date
	Revised by
	Reasons for Update

	
	
	
	

	
	
	
	

	
	
	
	


1.4. Distribution

[The action field should reflect what the recipient of the document is being requested to do. Read for information only, comment on the content of the document, quality controls it as so on.]

	Name
	Role 
	Action

	
	
	

	
	
	


2. BACKGROUND

2.1. Project Overview/Context

[An overview of the context around the project/piece of work i.e. the reason for the work and what the piece of work is intended to achieve at the highest level. If appropriate can reference another document such as the Project Definition or Work Package Defintion]
2.2. Requirements Specification – Scope and Approach
[State the method by which the requirements will be gathered and the breadth and depth of detail that will be captured.] Typically this will cover;-
Scope

· Boundary of activity

· Which different types of requirements are being captured and for what purpose

· Level of detail required (generally versus time-scales)

· Agreed quality levels

Approach

· Requirements capture process and resources involved

· Approach to prioritisation of requirements

· Stakeholders consulted (If large place list in Appendix) – state name, role and sign-off authority

· Related Documents / Deliverables Consulted. 

· Approach to documentation and review, including definition of any document conventions ]

3. Business Context / OBJECTIVES

 [To define the content around the requirements activity provide a statement of the main goals / objectives and benefits that the Company will derive from the subject of the work.  These are the objectives across ALL project stakeholders e.g. Customer, IT, Legal
IT is useful in this section to include a statement of the key benefits to be achieved by the project and link this to the associated key requirements. Both hard and soft measures should be included and a statement on how they will be measured.]
4. Context Of Requirements

The aim of this section is to define the boundary of the requirement activity. How this is represented will be project specific, but must clearly define the scope. This will usually include -

Project Scope e.g. Describe high level implementation scope if applicable – e.g. where requirements are for trial and/or full roll-out, where a number of high level implementation phases have already been agreed/identified

Business Scope – Organisational Areas, Processes, Users being considered

System Scope – IT systems or Network elements that define the boundary of the requirements activity

Product Scope – Scope of any product that the requirements relate to]

5. Statement of Requirements

This section defines the requirements. The approach to documenting the requirements is entirely dependent on the nature of requirement being captured, the nature of the requirements and the scope of the activity. The documentation can vary from simple text through to a formal diagrammatically modelling approach.

A number of key principles need to be adhered to, irrespective of approach –

Requirements must be -

· Prioritised – including definition of whether the requirements are in/out of the project scope

· Have a unique identifier – ensure a modular approach within groups of requirements i.e. X.X.X rather than a list of numbers which will require re-numbering every time a requirement is added/removed

· Include a source – ‘who raised this’

· Include history (change record)

· Highlight dependencies (on other requirements)

· Be unambiguous and quantitative – can you define test criteria to evaluate whether a solution meets the requirement? e.g. not just ‘interface to existing systems’ – need to state which systems and what the interface needs to achieve

· Be objective – do not use subjective material that cannot be measured e.g. ‘Improve customer service’ 

· Use strong words such as ‘Must do’  - avoid ‘should do, could do etc

· Represent requirements at different levels of abstraction – not just a long list – need higher level description to aid user understanding

6. Project Governance
6.1. Risks

[A list of the risks that have been identified with respect to the stated requirements.]

6.2. Issues

[Any open issues that may/will affect the requirements]

6.3. Assumptions 

[Document any relevant information and/or assumptions made in preparing the requirements]

6.4. Constraints

 [Document any constraints on the requirements activity or its scope, including relevant overall project constraints, e.g. financial budget, time-scales, external systems, mandated solution approach, implementation environment, off-the-shelf product ‘boundaries’]

6.5. Dependencies

[Document any dependencies related to the requirement activity itself]
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