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1. PREAMBLE


<The purpose of this document is to provide the project team with principles and processes for managing requirements for the <name> project. Requirements management encompasses gathering, documenting, validating, reviewing and seeking approval of the business requirements during the course of the project. Additionally, it involves establishment and maintenance of requirements traceability>
1.1. INTENDED AUDIENCE
<Project team>, <QA and Audit>, etc
1.2. REFERENCE DOCUMENTS

The following documents were referenced in the preparation of this document:
	Document Name
	Version #
	Date

	
	
	

	
	
	


1.3. BUSINESS ANALYSIS ARTIFACTS
Artifacts produced for the <xxxx> project will be located at: {path}. These artifacts will be maintained by the assigned BA. The following artifacts will be produced:
	Artifact
	Description
	To be produced?

(Y/N)

	CSA
	Current State Analysis
	

	Project Vision
	Project Vision including High Level Requirements
	

	Solution Vision
	Solution Vision describing key solution capabilities
	

	BRD
	Business Requirements document
	

	SWR
	System-Wide Requirements
	

	UCM
	Use Case Model
	

	UCS
	Use Case Specification
	


1.4. ABBREVIATIONS

The following abbreviations will be used for the <xxxx> project:
	Term
	Description

	BA
	Business Analyst

	HR
	High Level Requirements

	BL
	Business Rules

	ML
	Market Rules

	BR
	Business Requirements

	FR
	Functional Requirements

	SR
	System Wide Requirements

	UC
	Use Case


2. INTRODUCTION
The purpose of this plan is to establish and document a systematic approach to documenting and managing the requirements for the <xxxx> project.

The document details how requirements are to be gathered, organized, documented and maintained within this project. It also describes how requirements will be traced during the course of the project.

This document serves as a primary resource for the project team and as information for the stakeholders, and should be considered a ‘living’ document that may be updated during the course of this project. This plan provides guidelines for the management of business analysis artifacts (documents containing requirements) produced by an assigned BA.
2.1. REQUIREMENTS MANAGEMENT SCOPE
· Requirements documenting
· Requirements traceability

· Requirements review and approval

· Change tracking
2.2. OUT OF SCOPE
· Format and content of BA artifacts
· Formats and styles

· Business Analysis Plan

3. REQUIREMENTS MANAGEMENT 

3.1. REQUIREMENTS GATHERING
Requirements gathering is an iterative process.  Each successive set of requirements – high level, business, and functional – provides a greater level of detail with each iteration.  In addition, new requirements at one level may be discovered while determining the requirements at a lower level. Attention should be given to ensuring that requirements being gathered are capturing a business need, clearly and consistently. As the process is iterative, it requires active engagement of stakeholders in the process. 

3.2. REQUIREMENTS ATTRIBUTES

The following attributes of the requirements will be captured and maintained during this project:

	Attribute
	Description

	Type
	High Level, Business Requirement, Functional requirement etc.

	Identifier
	Unique identifier used for reference and maintaining traceability

	Functional Area
	Attribute to enable grouping of requirements into packages

	Component
	Attribute to enable grouping of requirements into work packages

	Status
	Attribute to enable tracing the lifecycle of a requirement

	Owner
	Who is in charge of maintaining the requirement

	Source
	Source of requirements: business/market/legislation

	Traceability
	Relationships with other requirements


3.3. REQUIREMENTS TRACEABILITY

Traceability of the requirements allows ensuring that all requirements are managed and documented as required. 

Requirements traceability is concerned with the ability to trace a requirement back to its origin or source.  Similarly, it should be possible to track any changes to requirements and trace these changes back to the source.

In the <xxxx> project, each requirement type is given a unique identifier, and each instance of a requirement type has a unique identifier as well.

Traceability maintenance must be triggered as soon as high level requirements are documented, validated and approved.
3.4. ALLOCATION OF IDENTIFIERS
Each requirement type is assigned a unique identifier.  This is made up of a combination of alphabetic characters to identify the requirement type and then <xxx> digits to provide the requirement with a unique identifier.  The numerical portion of the identifier is not intended to be sequential. 

3.5. TRACEABILITY RULES

The string in brackets following each heading indicates the format for each unique identifier for each requirement type. A child requirement type traces back to a parent requirement type.

3.6. HIGH-LEVEL REQUIREMENTS (HR[xxx])
High level requirements are determined by the business and captured by a project BA.  Every high level requirement has at least one business requirement that traces to it. The high level requirement may be traced to a market rule if it is applicable.

3.7. BUSINESS REQUIREMENTS (BR[xxx])
Every business requirement traces back to at least one high level requirement or a market rule. If a business requirement cannot be traced to a high level requirement or a market rule, this should be discussed with the project manager and business SMEs.  If a high level requirement or a rule cannot be found for a business requirement, then this business requirement may be outside the agreed scope.

· Every high level/business requirement is associated with at least one Use Case.

· Every business requirement has one or more functional requirements that trace to it.

· Every business requirement has at least one test script that traces to it.

· A business requirement may have one or many change requests that trace to it.

· A business requirement may have one, many or no resolved issues that trace to it.
3.8. FUNCTIONAL REQUIREMENTS (FR[xxx])

Every functional requirement traces to one and only one business requirement. Every functional requirement has at least one test script that traces to it.

3.9. BUSINESS RULES (BL[xxx])

Every business rule imposed by the business must be associated with at least one Use Case. A business rule may trace back to a market rule.
3.10. MARKET RULES (ML[xxx])

Every market rule imposed by the industry must be associated with at least one Use Case. A market rule may trace to a business rule.
3.11. NON-FUNCTIONAL REQUIREMENTS (SR[xxx])

Every Use Case should contain a reference to non-functional requirements where it is applicable. 
4. REQUIREMENTS DOCUMENTING
The business context and stated requirements will be documented once high level requirements are determined. The stated high level requirements will be prioritized and then validated to establish the foundation of requirements traceability.
4.1. REQUIREMENTS PIORITISING

All requirements will be prioritized to ensure that the only requirements describing core capabilities and adding business value will be delivered in the solution.
4.2. REQUIREMENTS VALIDATING

All requirements will be verified and validated by the key stakeholders and SMEs once they have been documented and prioritized.  
4.3. REQUIREMENTS REVIEW

All requirements will be reviewed once they are validated. The status of the validated requirements will be determined by the status of the business analysis artifact which they belong to.
4.4. REQUIREMENTS APPROVAL

All requirements will be approved once they are validated. The status of the approved requirements will be determined by the status of the business analysis artifact which they belong to.

Tip: when an automation tool is used for maintaining the requirements, the status of each requirement can be managed separately.
5. DOCUMENT MANAGEMENT
5.1. DOCUMENT ATTRIBUTES 

The file name of a document should have a clear title and must state:
· Project Name;

· Document Name;

· Version Number (the version number and status is also stated within the document);

· Current Status;

· Author of the Document, and

· Last Review Date

All documents will be stored in the subfolder named <name> located in the project folder which can be found at [path].

5.2. DOCUMENT STATUS
A document may have any one of the following statuses:

· Draft
· Pending Peer review

· Peer review
· Pending Business review

· Business review

· Approved
5.3. APPROVAL PROCESS

The review process should have brought the document to the point where it is ready for approval. Approvals will be <electronic> (see below) OR <paper-based>.

The “Track Changes” feature should be switched on in MS Word if it is expected that the Approver will make changes to the document.

Tip: the same process should be applied to documents under peer/business review.
5.3.1. ELECTRONIC APPROVAL

When a document is ready for approval, an e-mail will be sent to the Approver with the document attached and requesting approval.

The subject line will contain: Request of Approval for <name>, v 1.0.”  The message within the e-mail will contain:

“Dear <approver name>,

Please review the attached document. Should you have any comments on the document, please put your notes in the appropriate sections of the document.

When you agree to approve the document with small amendments, please email your approval with the text “Approved with amendments” as a subject and include the amended document (changes highlighted) in your email.

When you agree to approve the document with no amendments, please email your approval with the text “<doc name> Approved” as the subject of your email.

When you do NOT agree to approve the document, please email the document with your comments/recommendations with the text “Requires further work - Approval Rejected” as the subject line and attach the reviewed document (comments highlighted) to your email.

The document with recommendations or amendments incorporated will be sent again to request approval of a clean copy of the document on the [x] business day after receiving your feedback.

The deadline for having your feedback is <time>, <date>, <month>, <year>. 

Regards, 

BA’s name, title”
Tip: Create and maintain a log of dates when an artifact was sent for a review and received back from the review to maintain the established duration of incorporating recommendations or comments. 
5.4. VERSION CONTROL

The first version of a document is always 0.1. Successive iterations of the draft document increase in increments of a tenth….v 0.2, v 0.3, and so on. The first approved version is 1.0.

Where the approved document is updated, updated versions increase by increments of a tenth for minor revisions (v 1.1, v 1.2, etc), whereas for a major revision, the version number will increase to the next whole number (as in v 2.0, v 3.0, etc).
5.5. DOCUMENT PUBLISHING
All approved versions of the business analysis artifacts will be published as PDF files and stored in the <name> folder located at {path}.

5.6. USING THE “TRACK CHANGES” FEATURE
Changes from a previous approved version must be highlighted. The “Track Changes” feature of MS Word must be switched on to highlight all changes.  This feature should be used during the review (peer and business) and approval processes.

Insignificant changes such as corrections to spelling or grammar will not be highlighted. Accepted and significant changes in successive versions will be color coded.  The changed wording in each iteration of the document will have a different color.  Note that this applies only to documents which have been approved at least once and does not apply to draft documents. There should be no unaccepted tracked changes in an approved document.

5.7. ADDING/DELETING REQUIREMENTS
In cases where a requirement is added to or deleted from the previously approved document, the requirement must be deleted from the document, a record about this action needs to be inserted into the Revision History table and an explanation of a reason for the action has to be given. 
6. REQUIREMENTS REUSE
In cases, where requirements will be re-used, they will be marked with the additional attribute “RR” and after closing the project they will be collated in a separate document named <xx> with references back to the original approved BA artifacts. The document will be stored along with other BA artifacts.
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