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1. [bookmark: _Toc434236612]General
0. [bookmark: _Toc434236613]Purpose
Instructions: Describe the business objectives and business processes and this application supports. Describe the conditions that created the need for this application
     
0. [bookmark: _Toc434236614]Supporting Legislation 
Instructions: Identify if there is any legislation that supports or requires this application.
     
0. [bookmark: _Toc434236615]Stakeholders
Instructions: A stakeholder is defined as anyone who has a stake in the project outcome. List the name of the stakeholder or stakeholder group; identify their responsibility for the initiative, their major concerns, and criteria that they would be consider the initiative a success. Identify the type of stakeholder role they are fulfilling (Sponsor, Owner, Subject Matter Expert, User, etc.). Identify the authority level of each stakeholder; 1 = Complete authority to decided or act; 2 = Complete authority, but will inform; 3 = Authority to decide or acts after first consulting with; 4 = Authority to participate but no authority to decide. Identify the influence to concern score; 1 = High Influence/High Concern, 2 = Low Influence/High Concern, 3 = High Influence/Low Concern, 4 = Low Influence/ Low Concern.
	ID
	Stakeholder
	Type
	Authority Level
	Influence Score

	1
	<Stakeholder Name>
Representative:      
Responsibility:      
Concerns:      
Success Criteria:      
	     
	     
	     

	2
	<Stakeholder Name>
Representative:      
Responsibility:      
Concerns:      
Success Criteria:      
	     
	     
	     

	3
	<Stakeholder Name>
Representative:      
Responsibility:      
Concerns:      
Success Criteria:      
	     
	     
	     

	4
	<Stakeholder Name>
Representative:      
Responsibility:      
Concerns:      
Success Criteria:      
	     
	     
	     

	5
	<Stakeholder Name>
Representative:      
Responsibility:      
Concerns:      
Success Criteria:      
	     
	     
	     

	6
	<Stakeholder Name>
Representative:      
Responsibility:      
Concerns:      
Success Criteria:      
	     
	     
	     

	7
	<Stakeholder Name>
Representative:      
Responsibility:      
Concerns:      
Success Criteria:      
	     
	     
	     


0. [bookmark: _Toc434236616]Requirements Elicitation
Instructions: Describe how the requirements were gathered for this document. Who was involved, what method(s) were used, when the requirements were gathered, etc. Methods may include: Brainstorming sessions, document analysis, focus groups, interface analysis, requirements workshops, survey/questionnaires, prototyping, observations/job shadowing, or some other means. If multiples were used for a stakeholder/stakeholder group list all of the methods used.
	Stakeholder
	Method
	Date(s)
	BA Responsible

	     
	     
	     
	     

	     
	     
	     
	     


0. [bookmark: _Toc434236617]Assumptions and Constraints
Instructions: Assumptions are future situations, beyond the control of the project, whose outcomes influence the success of a project. The following are examples of assumptions
· Availability of hardware/software platform
· Pending legislation
· Court decisions that have not been rendered
· Developments in technology
· Government regulations
· Standards imposed on the solution
· Strategic direction
Be careful to distinguish constraints from preferences. Constraints exist because of real business conditions. Preferences are arbitrary. For example, a delivery date is a constraint only if there are real business consequences that can happen as a result of not meeting the date. For example, if failing to have the subject application operational by the specified date places the State in legal default, the date is a constraint.
     
0. [bookmark: _Toc434236618]Interfaces to External Systems
Instructions: Name the applications with which the subject application must interface, State the following for each application:
· Owner of the application (if external to the Agency)
· Details of the interface (only if determined by the other application)
     
1. [bookmark: _Toc434236619]functional Requirements
1. [bookmark: _Toc434236620]Context
Instructions: Provide a context diagram of the system with explanations as applicable. The context of a system refers to the connections and relationships between the system and its environment.
[image: Exhibitb4-2]
<<Insert Context Diagram>>
1. [bookmark: _Toc434236621]Data Requirements
Instructions: Describe the data requirements by producing a conceptual data model, which consists of an entity relationship diagram, entity definitions, and attribute definitions. This is called the application data model. The data requirements describe the business data needed by the application system. Data requirements do not describe the physical database.
     
<<Insert Conceptual ERD>>
1. [bookmark: _Toc434236622]Process Requirements
Instructions: Process requirements describe what the application must do. Process requirements relate the entities and attributes from the data requirements to the users’ needs. 
State the functional process requirements in a manner that enables the reader to see broad concepts decomposed into layers of increasing detail.


Process requirements may be expressed using data flow diagrams, test or any technique that provides the following information about the processes performed by the application:
· Content
· Detailed view of the processes
· Data (attributes) input to and output from processes
· Logic used inside the processes to manipulate data
· Accesses to stored data
· Processes decomposed into finer levels of detail
     
<<Insert Process, Data Flow, or other Diagrams>>
1. [bookmark: _Toc434236623]Data Conversion Requirements
Instructions: describe the requirements for conversion of legacy data into the system.
     
1. [bookmark: _Toc434236624]Operational Requirements
2. [bookmark: _Toc434236625]Security Requirements
Instructions: The security section describes the need to control access to the data. This includes controlling who may view and alter application data. State the need to control access by data attribute. State for example if one group of users may view an attribute but may not update it while another type of user may update or view it. State the need to control access based on system function. State for example, if there is a need to grant one type of user access to certain system functions but not to others. For example, “This function is available only to the system administrator.” The table below may be helpful when identify what users should have access to do what.
	User ID
	User Name
	Description
	Access

	UID-01
	     
	     
	     

	UID-02
	     
	     
	     


2. [bookmark: _Toc434236626]Privacy Requirements
Instructions: Identify if there are any privacy restrictions on this data. Data it fall under FERPA, HIPPA, etc.
     


2. [bookmark: _Toc434236627]Audit Trail
Instructions: List the activities that will be recorded in the applications audit trail. For each activity, list the data to be recorded. For example when a new record is created record the user ID and date of the record, if a record is changed record the user id and data the record was modified.
     
2. [bookmark: _Toc434236628]BUSiness continuity plan
Instructions: Identify a Business Continuity Plan to continue operations if a location is affected by different levels of disaster.
     
2. [bookmark: _Toc434236629]Reliability
Instructions: Reliability is the probability that the system will be able to process work correctly and completely without being aborted. State what damage can result for this systems failure (loss of human life, complete or partial loss of the ability to perform a mission critical function, loss of revenue, loss of employee productivity, etc.). 
     
2. [bookmark: _Toc434236630]Recoverability
Instructions: Recoverability is the ability to restore function and data in the event of a failure. Answer the following questions: 
· In the event that the application is unavailable to users because of system failure, the system must be made available within # days, if within the submission window.
· If the database is corrupted, the data should be restored with the # day’s data.
· If the hardware, data and onsite backup are destroyed the system should be up within # days, if within the submission window.
     
2. [bookmark: _Toc434236631]System Availability
Instructions: System availability is the time when the application must be available for use. Required system availability is used in determining maintenance may be performed. In this section state the hours during which the application is to be available to users. For example: “The application must be made available to users October 15th - November 22nd  and February 1st – April 15th, Monday-Friday between the hours of 7:00AM – 7:00PM, Central Standard Time.”
     


2. [bookmark: _Toc434236632]Performance
Instructions: Describe the following requirements:
· Response time for queries and updates
· Throughput (volume of activity)
· Expected volume of data (for example, number of issuances)
· Expected volume of user activity (for example, number of transactions per hour, day or month)
· Expected media
     
2. [bookmark: _Toc434236633]Data Retention
Instructions: Describe the length of time the data must be retained. For example, “information about an application for naturalization must be retained in immediately accessible form for three years after the receipt of the application.” Please include the policy or statute.
     
1. [bookmark: _Toc434236634]User Interface Requirements
Instructions: Provide an overview of the different screens that will present in this system in the table below. In the sections below the table add the screen mockup and provide the data information in the table below the mockup. Include any mockups/examples of reports.
	Section Code
	Section
	Description

	SC-01
	     
	     

	SC-02
	     
	     

	SC-03
	     
	     

	SC-04
	     
	     

	SC-05
	     
	     


3. [bookmark: _Toc434236635]<<Screen Name>>

<<Insert Screen Mockup>>
	Field Name 
	Data Element
	Validation

	     
	     
	     

	     
	     
	     

	     
	     
	     





3. [bookmark: _Toc434236636]<<Screen Name>>

<<Insert Screen Mockup>>
	Field Name 
	Data Element
	Validation

	     
	     
	     

	     
	     
	     

	     
	     
	     












	
[image: ]<<AGENCY NAME>>
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1. [bookmark: _Toc434236637]Requirement Traceability Matrix
Instructions: All requirements from the sections above should be present in the table below for traceability through testing to implementation. You can use the excel template for the tractability matrix and then copy and paste here. The requirement ID should be the unique ID to identify the requirement this could be a number (1, 2, 3, 4, etc.) or a specialized code (BR_SECURITY_1). The status should indicate the phase that the requirement is in (Proposed, Approved, Traced, Verified, Postponed, Cancelled, or Implemented). Type should indicate the type of requirement it is (Business Rule, Design Constraint, Use Case, Quality Attribute, Data Definition, Interface, or Physical). Source should indicate where or whom the requirement came from (Senior/Admin, State/Federal Partner, Regulation, Clients, Sponsor, or Users). Complexity should indicate whether the requirement will be difficult to implement, this is completely based on the functional analyst’s opinion and does not have to be elicited from the developer at this time (Low, Med, or High). Based the answers in the other columns the priority should be determined, if the excel template is used the priority is automatically calculated using a scoring scheme, if the template is not used this will need to be completed manually.
	ID
	Requirement
	Status
	Type
	Source
	Complexity
	Priority

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     




1. [bookmark: _Toc434236638]Glossary and Acronyms
	Term
	Definition

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	





1. [bookmark: _Toc376951056][bookmark: _Toc387306386][bookmark: _Toc434236639]Sign Off Section 

	[bookmark: Text36]     
	Approval
	[bookmark: Text37]     
	Deny


I hereby certify that a Comprehensive Review of this Requirements Document has been completed and is ready for technical analysis and development.
Your approval and signature signify that the requirements detail the exact specifications of the requested modification or customization. It also states that the developer may begin working on the request.
	


	
	

	<<Name – Title>>                                                Date
Executive Sponsor
	
	<<Name-Title>>	                                     Date
Sponsor 

	


	
	

	<<Name-Title>>                	                       Date
Project Manager
	
	<<Name-Title>>                                                  Date
Functional Analyst

	


	
	

	<<Name-Title>>                            		        Date
Functional Manager
	
	<<Name-Title>>             		                        Date
Technical Analyst
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