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This document is based on a template (IAG RMP v6.4) created by IAG Consulting, a professional services firm providing business analysis, requirements definition and management, project, program portfolio management and business architecture advisory services and support. Use of the template is provided under the Creative Commons Attribution License. You are free to share and reasonably adapt the template as long as this attribution statement remains. While reasonable care and skill has been taken in the creation of the template, IAG does not warrant and excludes all liability (whether arising in contract, tort or otherwise) for the accuracy, completeness, or suitability of the template and your use of it.
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[bookmark: _Toc9150437][bookmark: _Toc160614696].
Introduction

[bookmark: _Toc400629640]Purpose
 
[bookmark: _Toc400629641][bookmark: _Toc523842481][bookmark: _Toc9150442]Scope of the Requirements Management Plan
A brief description of what is covered by this Requirements Management Plan in terms of the project, initiative, product, phase, iteration, etc.
[bookmark: _Toc400629642]Project Overview
Briefly describe the project that is the subject of this requirements management plan. Contents of this section may be obtained from or provide references to documents such as a Project Definition Document, Project Charter, Vision and Scope Document, etc. 


	Project Name:
	

	Sponsoring Organization:
	

	Project Sponsor:
	

	Project Work Place:
	

	IT Department:
	

	IT Team:
	

	IT Project Manager:
	



[bookmark: _Toc400629643]References
This subsection provides a complete list of all documents referenced elsewhere in the Requirements Management Plan. Identify each document by title, version, date, publishing organization and location of the document. These documents may include those used as input to the development of the plan as well as related deliverables.
[bookmark: _Toc400629644]Acronyms 
Table 1-1, Acronym List, contains a list of acronyms used in this document:
	Acronym
	Definition

	
	

	
	

	
	

	
	

	
	

	
	



[bookmark: _Toc400629645]Standards and Guidelines
The standards and guidelines used in preparation of this document are listed below.
[bookmark: _Toc400629646][bookmark: _Toc9150451][bookmark: _Toc160614706]Requirement Definition and Management 
[bookmark: _Toc400629647]Requirement Definition and Management Workflow
Provide an overview of the requirements process to be followed for this project. 
This section should also describe the iteration strategy (e.g., a two iteration architecture: High-level and then detailed level requirements)
[bookmark: _Toc400629648]Organization and Responsibilities
Describe who is going to be responsible for performing the various activities described in the requirements workflow. 

[bookmark: _Toc160614714]PROJECT Management AND REQUIREMENTS STAKEHOLDERS
	Role
	Name(s)
	 Contact Information

	Project Manager
	
	

	Requirements Analyst 
	
	

	Requirements Manager
	
	

	
	
	

	
	
	

	
	
	



key business stakeholders
	Name 
	Role
	Job Function/ Business Unit 
	Contact Info: Phone/Email

	
	Executive Sponsor
	
	

	
	Directing Sponsor
	
	

	
	
	
	

	
	
	
	

	
	
	
	



[bookmark: _Toc160614705]Key Subject Matter Experts 
	Name 
	Subject Area Expertise
	Job Function/ Business Unit 
	Contact Info: Phone/Email

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




[bookmark: _Toc400629649]
Requirements Documentation Standards
[bookmark: _Toc400629650]Requirements and Models
Describe all the items that will be used to describe, model or define or support the requirements for this project. Use or adapt the example table as appropriate.  Describe all traceable elements used to define and support the requirements. Identify whether, for this project they are optional or mandatory. Define how they will be labeled and numbered, as well as where they will be recorded and in which artifacts or deliverables they will be presented.  For each type of requirement document or artifact in your project, list these traceability items contained within and briefly explain what it is used for.

The following table provides an example of typical elements.
	Project Elements 
	Applicability
	Description/ Primary Location / Artifact(s)

	Goals
	
	

	Objectives
	
	

	Constraints
	
	

	Assumptions
	
	

	Risks
	
	

	Dependencies
	
	

	Business Process Elements 
	
	

	Context Diagram
	
	

	Design Considerations
	
	

	Business Use Cases
	
	

	Data Flow Diagrams
	
	

	Process Specifications
	
	

	Activity Diagrams
	
	

	High-level Process Flow Diagram
	
	

	Requirements Types
	
	

	Functional Requirements
	
	

	Usability Requirements
	
	

	Reliability Requirements
	
	

	Performance Requirements
	
	

	Security Requirements
	
	

	Serviceability Requirements
	
	

	Supportability Requirements
	
	

	Business Rules
	
	

	Business Information Elements 
	
	

	Entity/Object Definitions
	
	

	Data Definitions
	
	

	Entity Relationship Diagram
	
	

	Class Diagrams
	
	




Requirements Traceability
An entity relationship diagram or other model may be used to depict the traceability and relationship of critical artifacts and elements of the requirements architecture.

Metadata
For each element or class of elements that will be used, list what attributes will be needed for the element. Also explain any rules that may apply to the element or its attributes. (e.g., each approved Requirement must trace to one or more Goals) Example provided below.

	Name 
	Description
	Opt/Man
	Rules

	
	
	
	

	Use Case
	
	
	

	Name
	
	
	

	Actors
	
	
	

	Pre-condition(s)
	
	
	

	Post-condition(s)
	
	
	

	Trigger(s)
	
	
	

	Outcome(s)
	
	
	

	Primary Scenario
	
	
	

	Steps
	
	
	

	Alt Scenario(s)
	
	
	

	Steps
	
	
	

	
	
	
	

	Requirement
	
	
	

	Name
	
	
	

	Description
	
	
	

	Type
	(see list of all subtypes)
	
	

	Priority
	(MoSCoW)
	
	

	Status
	(Proposed, Approved, Rejected)
	
	

	
	
	
	

	Data
	
	
	

	Name
	
	
	

	Definition
	
	
	

	Data Element
	
	
	

	Description
	
	
	

	Ordinality
	
	
	

	Cardinality
	
	
	

	Rules
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



[bookmark: _Toc400629651]Form of Artifacts
The analyst must consider five factors to assist in determining the form in which the requirements will be described.  These five factors are: Focus, Style, Detail, Visibility, and Type

The following are sample plan contents that can be used for each factor depending on the type of projects. Select the appropriate category:

This section describes the form of main artifacts and models being produced. These attributes help to clarify the type, level of detail, and format in more precise terms.  The five attributes that we will use to describe the form of the artifacts are
1. Type: Type often describes the purpose, category, perspective or view of the artifact. e.g., Business, System, Design, Conceptual, Logical, Technical.
2. Focus: Focus describes the scope or boundary that artifact relates to. For a process flow model or use case, it would describe whether it covered an end-to-end business process, or a more specific business activity, or a lower level task (aka step or operation.) Note that focus describes the ‘topic’ of the artifact not the level of granularity of the components that describe it (which is the detail). 
3. Style: Style describes the level of formality and/or the notation or standard used in composing the artifact.
4. Visibility: Visibility relates to the focus of the artifact and defines whether or not the artifact describes the boundary (interface, external or black box) or the interior (white box). Black box tends to focus on the what, while white box describes how. In a process model or functional requirement, the black box deals with inputs and outcomes, while white box addresses internal logic and functionality. 
5. Detail: Detail defines the metadata requirements, is the level of abstraction (or vice versa: the level of granularity) and extent to which the components (and sub components) of the artifact are described. A high-level use case (as an example) might only describe 7 ± 2  steps. A mid-level use case would describe more steps. A detailed use case would describe more steps in more detail, and more metadata (e.g., assumptions, source, design considerations, page) about the steps.

Form of Requirements

The form of requirements may be presented in the following table as well or instead.  
	Iteration/Phase
	Form
	Description

	
	Type
	Business Requirements
	

	
	Focus
	Function/Step Level
	A single business requirement will typical represent a function within a business activity (a step in a use-case)

	
	Style
	Semi-Formal or Formal
	

	
	Detail
	Detailed
	

	
	Visibility
	White Box
	




Form of Process Specification
This table or an alternate representation define the type, focus, style, level of detail and visibility of the form of process specification used in modeling the process in the scope of analysis for this project. If multiple iterations or phases of requirements definition and modeling are conducted, define the differences in the form of the process model for each iteration/phase.

	Iteration/Phase
	Form
	Description

	
	Type
	Business Use Case
	

	
	Focus
	Business Activity
	A business use case will be defined at the level of a business activity 

	
	Style
	Semi-Formal or Formal
	

	
	Detail
	Regular
	

	
	Visibility
	White Box
	


[bookmark: _Toc400629652]Form of Data Specification
This table, or an alternate representation, defines the type, focus, style, level of detail and visibility of the form of data specification used in modeling the information in the scope of analysis for this project. If multiple iterations or phases of requirements definition and modeling are conducted, define the differences in the form of the data model for each iteration/phase.

	Iteration/Phase
	Form
	Description

	
	Type
	Business Entity Relationship Model
	

	
	Focus
	Entities and Data Elements
	All business entities (conceptual level) including basic definitional attributes any newly defined or ambiguous data elements. (A Partially attributed data model)

	
	Style
	Semi-Formal 
	

	
	Detail
	Regular
	Business Name, Definition, Cardinality, Related Business Rules

	
	Visibility
	Business - Non-system
	Business names vs. system field names 


[bookmark: _Toc400629653]Work Products or Artifacts
Describe the artifacts, reports, documents, that will be used as part of the requirements definition and management activities. As appropriate, describe the form and contents. Identify the template and or tool used to produce and/or store the artifact. Describe where the interim and/or final deliverables will be kept.   
	Business Requirements Document (BRD
	· 

	Traceability Matrix
	· 

	
	· 

	
	· 

	
	· 



[bookmark: _Toc400629654][bookmark: _Toc160614708]Requirements Software Tools
	Process Modeling
	· 

	Data Modeling
	· 

	Data Definitions
	· 

	Requirements Management
	· 

	Work Collaboration/ Communication
	· 



[bookmark: _Toc400629655]Requirements Management Methodology and Practices
The following section outlines the decisions made regarding the approach, iterations, methods and practices to be used during the activities of requirements elicitation, requirements review, requirements acceptance/ prioritization/ approval, and requirements change management. 
[bookmark: _Toc400629656]Requirements Elicitation Approach
[bookmark: _Toc160614709]

[bookmark: _Toc400629657]Requirements Modeling Approach


[bookmark: _Toc400629658]Requirements Review Process


[bookmark: _Toc400629659]Requirements Prioritization Approach
[bookmark: _Toc160614711]

[bookmark: _Toc400629660]Requirements Change Management Approach
[bookmark: _Toc160614712]

[bookmark: _Toc400629661]Requirements Communication/ Collaboration


[bookmark: _Toc160614713][bookmark: _Toc400629662]
 Requirements Work Plan

[bookmark: _Toc418174302][bookmark: _Toc160614715][bookmark: _Toc400629663]Requirements Discovery Sessions
Outline the Requirements Discovery Sessions that have been scheduled to date using the table or subsections as provided.
The following Requirements Discovery Sessions have been scheduled to date to elicit the business requirements for the product:

	Session #1
	Session Name

	Date(s)/ Duration:
	

	Topic/Subject Area:
	

	Objective/Expected Outcome:
	

	Attendees Required:
	



	Session #2
	Session Name

	Date(s)/ Duration:
	

	Topic/Subject Area:
	

	Objective/Expected Outcome:
	

	Attendees Required:
	



Optional or complimentary matrix layout for Requirements Discovery Session schedule, where required attendees are identified on A-n columns
	Session Name/Topic
	Date
	Duration
	Required SMEs / Groups

	
	
	
	[A1]
	[A2]
	[A4]
	[A5]
	[A6]
	[An]

	
	MMM DD
	
	x
	
	
	
	
	

	
	
	
	x
	x
	
	x
	
	x

	
	
	
	x
	x
	
	
	
	x

	
	
	
	
	
	x
	
	x
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	




Work Plan
Show project schedule for the requirements definition activities of the project, including beginning and ending dates, anticipated work effort (by stakeholder if applicable).  Include all major milestones.
Work Plan may be prepared in Excel, Microsoft Project or other software. A task list, Gantt Chart, PERT diagram, etc. may be included or referenced this plan.
  

	Tasks
	Start Date
	End Date
	Resources

	High-level Requirements Discovery Session  
	
	
	

	Process Modeling and Analysis
	
	
	

	Peer Review 
	
	
	

	Business Stakeholder Review Session
	
	
	

	Requirements Analysis
	
	
	

	Requirements Prioritization Session
	
	
	

	Detailed Requirements Discovery Session  
	
	
	

	Process and Data Modeling and Analysis
	
	
	

	Peer Review 
	
	
	

	Business Stakeholder Review Session
	
	
	

	Requirements Analysis
	
	
	

	Requirements Prioritization Session
	
	
	

	Preliminary Solution Assessment
	
	
	

	Priority Rating Session
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	





	Milestones
	Date
	Description
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[bookmark: _Toc136837066][bookmark: _Toc207426604]Appendix A: Requirements Management Plan Approval
The undersigned acknowledge that they have reviewed the Requirements Management Plan and agree with the information presented within this document. Changes to this Requirements Management Plan will be coordinated with, and approved by, the undersigned, or their designated representatives.
List the individuals whose signatures are desired.  Examples of such individuals are Business Owner, Project Manager (if identified), and any appropriate stakeholders.  Add additional lines for signature as necessary.



	Signature:
	
	Date:
	

	Print Name:
	
	
	

	Title:
	
	
	

	Role:
	
	
	




	Signature:
	
	Date:
	

	Print Name:
	
	
	

	Title:
	
	
	

	Role:
	
	
	




	Signature:
	
	Date:
	

	Print Name:
	
	
	

	Title:
	
	
	

	Role:
	
	
	





