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1. [bookmark: _Toc352942293]Analysis Approach
1.1. [bookmark: _Toc352942181][bookmark: _Toc352942294] Task Plan 
Instructions: Determine when the analysis efforts should occur, when tasks need to be performed, and if the level of analysis effort will vary over time. This includes determining whether enterprise analysis, requirements analysis, and solution assessment and validation activities will be performed primarily in specific project phases or iteratively over the course of the project. 

1.2. [bookmark: _Toc352942182][bookmark: _Toc352942295] Deliverables
Instructions: Determine whether requirements will be delivered as formal documentation or through informal communication with stakeholders, and the appropriate level of detail that should be contained in those documents. Below is a list of the analysis deliverables, determine which will be used and which ones are not necessary and why. The asterisk (*) indicates required deliverables.
	Deliverable Name
	Completing or Not Completing
	Person Responsible

	
	
	

	
	
	

	
	
	

	
	
	



1.3. [bookmark: _Toc352942183][bookmark: _Toc352942296]Prioritization
Instructions: Determine how requirements will be prioritized and how those priorities will be used to define the solution scope. 

1.4. [bookmark: _Toc352942184][bookmark: _Toc352942297]Change Management
Instructions: Changes to requirements may occur at any time. Consider the expected likelihood and frequency of change and ensure that the change management process is effective for those levels of change. Determine who has the final authority to approve changes to the requirements.

1.5. [bookmark: _Toc352942185][bookmark: _Toc352942298]Communication
Instructions: Determine how communication will be handled with stakeholders specifically about the analysis activities. Communications may be written or verbal, formal or informal. 

1.6. [bookmark: _Toc352942186][bookmark: _Toc352942299]Project Complexity
Instructions: Describe the project complexity in relation to the number of stakeholders, number of business areas affected, number of systems affected, amount and nature of risks, uniqueness of requirements, number of technical resources required. 

2. [bookmark: _Toc352942187][bookmark: _Toc352942300]Stakeholder Analysis
Instructions: List the Name of the stakeholder or 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, ect.). 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:
	
	
	



3. [bookmark: _Toc352942188][bookmark: _Toc352942301]Elicitation Plan
3.1. [bookmark: _Toc352942189][bookmark: _Toc352942302]Requirements Gathering Methods
Instructions: Describe what method(s) will be used to gather the requirements; at least two different methods must be used for each project. Place an X next to the methods that will be utilized.
	
	Brainstorming Sessions
	
	Requirements Workshops

	
	Document Analysis
	
	Survey/Questionnaires

	
	Focus Groups
	
	Prototyping

	
	Interface Analysis
	
	Observations/Job Shadowing



3.2. [bookmark: _Toc352942190][bookmark: _Toc352942303]Stakeholder Elicitation
Instructions: Indicate the type of requirements gathering method that will be used for each stakeholder/stakeholder group, the date(s) of requirements gathering, and the individual team member that will be responsible for the requirements gathering.
	Stakeholder
	Method
	Date(s)
	Responsible
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