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Part 1: Executive Summary

This is a template that conforms to industry best practices in business analysis but may be scaled as appropriate for a project.  

Insert table here listing criteria for acceptance by the business acceptor (for example, deliverables, key milestones and dates, and high risks). Restate, in summary form, statements from prior project documentation such as the project charter and the vision and scope report. Reconfirm the understanding of project objectives, and state any clarification needed for those statements that may be required due to the passage of time.

	Deliverables
	     

	High Risks
	     

	Analysis Schedule Milestones by Date
	     

	Analysis Budget
	     


Part 2: Approvals
This part documents the approvals required for sign off of the requirements work plan and establishment of the requirements analysis milestone. Each signatory is described by both organizational title and project functional role. Required signatories are the business analyst and the business sponsor. Other signatories may be required by company policy. Note that the signatures endorse and support the plan. The business analyst is encouraged to discuss any help needed from the endorsers in gaining any resources. 
This document has been approved as the requirements work plan for the _______ project, and accurately reflects the current understanding of the proposed solution, risks, and associated budget and benefits. Following approval of this document, requirement changes will be governed by the project’s change management process, including impact analysis, appropriate reviews and approvals, under the general control of the Project Plan and according to company policy.

	Prepared by
	

	     
	     

	Business Analyst 
	Date

	Reviewed by
	

	     
	     

	Project Manager
	Date

	Approved by
	

	     
	     

	Business Sponsor 
	Date


Part 3: Purpose 
The RWP is a like a project plan except it covers only the analysis phase of a project. However even through it can be viewed as a mini-work plan, the RWP needs to address the nine areas of project management as stated by the Project Management Institute (PMI®): scope, quality, cost, time, human resources, risk, procurement, communications, and integration. This template covers eight of the areas, with integration being the interweaving of the areas in the RWP and possibly into the project plan.

The RWP is a negotiations tool. The business analyst (BA) needs to anticipate a conflict with the project manager and business sponsor on the amount of cost and time that is needed to develop the BRD. A normal event in any project is that a conflict develops surrounding the amount of time and cost required for an effort. The approved requirements work plan is based on the risk tolerance of the project manager and business sponsor. Obviously, if time and cost are cut from the proposed plan, the risk of the BRD being incorrect, incomplete, and inconsistent increases.  

The RWP risk area is vital in this negotiation. The BA needs to highlight to the project manager and business sponsor the importance of the BA’s role in decision support for risk. In addition, the BA needs to develop the work plan with prioritized tasks and associated risk analysis in anticipation of the negotiation. 

Whatever decision is made by the project manager and the business sponsor, the BA needs to document the decision and move on with the analysis. Note that after the BRD is complete and approved by the business sponsor, this conflict will reoccur in presenting the testing plan during the project implementation phase.    

The requirements work plan (RWP) serves two purposes:  
· An action plan for developing the business requirements document (BRD)
· A negotiations tool for discussing the effort needed to develop the business requirements document (BRD)
Part 4: Scope of the Analysis Phase
The scope of the requirements work plan is defined in the vision and scope report (see TO-BE model and proposed solution features). Restate the information from the vision and scope report and any updates since its approval.  

     
Section 4.1: Approach and Quality

This part describes the approach and quality standard that will be used for business analysis activities within this project. These may include, but are not limited to, interviews, focus groups, joint application design (JAD) sessions, surveys, and questionnaires. 

     
Section 4.2: Assumptions, Dependencies, and Constraints 
In this part, document that which cannot be ascertained in advance. These items may feed the risk section, which follows.

· List any assumptions on resources, timeframe, and cost. All projects operate in a less-than-perfect world. Not everything can be officially verified as existing or available ahead of time. These “unknowns” are documented in project assumptions. An example might be “The project assumes the continued availability of funding following the upcoming merger.”
· List any dependencies on other projects. These include, but are not limited to, the availability of project resources, applications and systems that interact with this one, hardware, facilities, equipment, business processes and regulatory approvals. Of particular importance is the dependency on the availability of project stakeholders and users and conformance to approval and change management processes.

· List any constraints such as technology standards. These are those regulatory, technological, or business realities that legitimately constrain solution development. An example might be, “The new system must be built in Oracle®.” Although this example might sound, on the surface, like a specification, it becomes a constraining requirement when stated up front. It is for this reason that users must be cautioned against careless statements of constraints.

Note: It is important that all project initiatives and their requirements comply with existing technology standards. Position this project within that framework.

Remember that specific technologies are not normally a part of requirements. If presented as such, they are constraints. For example, a user might state “the solution must use a Microsoft® SQL Server database.” Since this might be a violation of the approved information architecture and technology infrastructure, the project must verify compatibility, documenting any variances. 

Note also that the existing infrastructure was justified by a prior project. If changes are needed to the infrastructure, the project will need to support those change via a business case.

Do not prejudge approval or disapproval of technology constraints that are presented as requirements. Simply document the issue, providing information to support a decision. However, if the decision is made during business analysis activities, document the requirement and the decision as a constraint indicating parties involved and when the decision was made. This information will be needed by the system analyst developing the technical specification.

Assumptions

     
Dependencies

     
Constraints

     
Part 5: Resources Needed for the Analysis
This part lists all the resources that were identified from the work breakdown structure during the development of the schedule:

Section 5.1: Analysis Team

List the human resources (role and number) needed for the analysis team. Along with each role, list the skill required.  

     
Section 5.2: User and Profiles
List in this section the users that are targeted for elicitation. Provide profiles for all users in terms of how they will interface with the solution: primary or secondary user of the solution, job function, and experience level on the job and with computers.
     
Section 5.3: Other Resources

List in this section any materials and other expenses (travel) needed to execute the work plan.

     
Part 6: Risks
In the form of a matrix, list each risk event, qualitative probability rating (high, medium, low), a qualitative impact rating (high, medium, low), a response strategy (avoid, transfer, mitigate, accept), and a person responsible for the risk. 

Also cite any contingency set aside in the proposed project budget and duration (cited again in budget Part).

	Risk Event
	Probability
	Impact
	Strategy
	Responsibility
	Status/ Action Date

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Part 7: Analysis Schedule 
List the analysis milestones or a Gantt chart for the analysis. The schedule and cost are developed in five steps:

1. Develop a work breakdown structure of all analysis tasks

2. Determine resources needed and cost (including expenses like travel) for each task

3. Calculate a bottom-up cost estimate for entire analysis 

4. Sequence the tasks and determine the critical path(s)
5. Produce a milestone list and/or a Gantt chart showing milestones and tasks with details on resources and cost

      
Part 8: Analysis Budget Estimate 
State the overall proposed budget for the analysis. This budget is the cost that was calculated while developing the schedule and add contingency. Highlight the amount of contingency included (25-50% is recommended).
     
Part 9: Procurement Plan
In this part, state if, as a result of this effort, there will be a request for proposal/quote (RFP/RFQ) issued to respective system suppliers via the Procurement Department.
     
Part 10: Communications

List the type of communication, methods to be used, frequency of communication, and target audience.

· Type of communication: status, progress

· Methods: printed reports, e-mail, letters, public announcements

· Frequency: weekly, monthly, quarterly, bi-annually

· Target Audience: stakeholders, users, interested parties, public

     
Part 11: Revision Log

This matrix documents changes over the course of successive documentation iterations during business analysis activities. 

	Revision Number
	Revision Date
	Revision
	Revision made by

	     
	     
	     
	     

	     
	     
	     
	     


Using This Template

This section contains information designed to assist you in using this template. Please delete it from your actual requirements work plan reports.

About the Heading 1 Style

The above heading is in Heading 1 style. Like all special styles in the template, it has a keyboard shortcut that begins with holding down the <CTRL><ALT><SHFT> keys. Your left hand should be able to do this easily. Then press h.

Special Note: The Heading 1 style inserts a page break in front of the heading text.

About the Heading 2 Style

Use for subsections. Press <CTRL><ALT><SHFT> j

About The Heading 3 Style

Use for topical headings within sections and subsections. Press <CTRL><ALT><SHFT>k

About the Heading 4 Style

Use for lower level headings. Press <CTRL><ALT><SHFT>L

About the Heading 5 Style

Use for lowest level headings. Press <CTRL><ALT><SHFT>;

About the Normal Text Style

Press <CTRL><ALT><SHFT>n

About the Typefaces and Page Layout

This template uses Verdana as a base font. Times New Roman and most other popular fonts are optimized for reading hardcopy. When displayed onscreen, these fonts can become “scrunched” which decreases readability. Verdana is one of a growing family of fonts optimized for reading comprehension onscreen. It maintains high readability in hardcopy.

About Viewing/Printing Hidden Text Instructions

Microsoft® Word has a font characteristic called hidden text that allows for selective viewing and printing. Each of these two functions is controlled separately. When made visible, Word indicates that a text passage is configured as hidden by including a faint dotted underline. When made invisible, Word collapses the space that is normally taken up by hidden text, so that you don’t get big white blank spaces in your document.

This template employs a customized style called instructions that uses the hidden text attribute. The instructions appear as blue text under each header in the template. If you do not see them, you have not told Microsoft Word to display hidden text. Here is how you do it.

1. Select Tools/Options from the menu bar. The Options menu appears as shown below. 

2. To control display, check or uncheck Hidden Text on the View tab. 

3. To control printing, check or uncheck Hidden Text on the Print tab.
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About Using Microsoft Word Templates

By default, Microsoft® Word stores its templates in subfolders under the Program Files/Microsoft® Office/Templates folder on your C drive. While normal Word documents have the .doc file extension, templates have a .dot file extension. This template is an example of this and is called RWP.dot. 

To prepare this template for use, use Windows Explorer to create a subfolder called Business Analysis underneath the Program Files/Microsoft® Office/Templates folder. Copy this template into your Business Analysis folder.

To create a document that uses this template, select File/New from the menu bar. Word automatically opens the Program Files/Microsoft® Office/Templates for you. You will see that Word has added a tab for your Business Analysis folder. Click on the tab, double click the template file. Word opens a new document (.doc) that uses the template.

Note: In the above discussion, we have used Business Analysis as a sample folder name only. You may call this folder anything you wish. However, it is recommended that you place any special non-Microsoft® issue templates in their own folders for ease of navigation and sharing with other users.

Trademark Acknowledgement

“Microsoft, Word, and Windows are either registered trademarks or trademarks of Microsoft Corporation in the United States and/or other countries.”

“Oracle is a registered trademark of Oracle Corporation and/or its affiliates.”
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