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Project Context
Planning Inputs
The following is a list of possible documents and planning information you may want to review in order to understand the context around this project.
	Inputs
	Reviewed Y/N
	Comments

	Enterprise Analysis
	
	

	Project Charter
	
	

	Scope Statement
	
	

	Preliminary Project Plan
	
	

	Existing User Documentation
	
	

	Existing Training Materials
	
	

	Existing process maps
	
	

	Existing Use Cases
	
	

	Historical Project Documentation
	
	

	Problem Logs
	
	

	Approach and/or Methodology Selected
	
	

	Requirements Templates
	
	

	Others??
	
	


Requirements Artifacts

The following is a list of artifacts that may need to be created during the project.  Add additional artifacts as needed for your project. 
	#
	Inputs
	Needed Y/N
	Comments

	1
	Requirements Plan
	
	

	2
	Requirements Package
	
	

	3
	Traceability Matrix
	
	

	4
	User Acceptance Plan
	
	

	7
	Change Request  Process
	
	

	8
	Prioritization Process
	
	

	9
	Product or Process Metrics
	
	


Stakeholder Analysis
Roles and Responsibilities

Identify the key roles needed to support the requirements effort.
	Task  / Role
	Needed Y/N
	Assigned to
	Responsibilities

	Facilitator
	
	
	

	Lead Business Analyst
	
	
	

	Business Analyst
	
	
	

	Modeler
	
	
	

	Technical Writer
	
	
	

	Quality Assurance
	
	
	

	Interviewer
	
	
	


Stakeholder Contact List

List the key stakeholders that will provide business requirements for this project.
	Name
	Group Representing
	Email
	Phone
	Category 1
	Category 2

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Stakeholder Categorization

Stakeholder categorization allows the BA to slice and dice the stakeholders into meaningful categories in order to plan and manage requirements.  Determine how you will categorize the stakeholders for planning purposes.  You may want to add this category column to your stakeholder contact list as seen in the above table.
	Categories
	Y/N
	Categories
	Y/N

	Primary / Secondary
	
	Geographical Locations
	

	Internal / External
	
	Departments / Entities
	

	Number of user represented
	
	Role represented
	

	Number of systems impacted
	
	Novice / Experienced User
	

	Language / Cultural differences
	
	Others??
	


BA Activities Plan

	Requirements Activity
	In/Out
	Comments (Include when, how and with whom)
	No. of Sessions
	Est. Hours

	Planning Activities
	
	
	
	

	
	
	
	
	

	Elicitation Activities
	
	
	
	

	· Requirements Workshop
	
	
	
	

	· Focus Groups
	
	
	
	

	· Interviews
	
	
	
	

	· Surveys
	
	
	
	

	· Observation
	
	
	
	

	· Document analysis
	
	
	
	

	· Interface analysis
	
	
	
	

	· Research
	
	
	
	

	
	
	
	
	

	Modeling Activities
	
	
	
	

	· Process Modeling
	
	
	
	

	· Data / Class Models
	
	
	
	

	· Use Case Models
	
	
	
	

	· Paper Prototyping
	
	
	
	

	· Others
	
	
	
	

	
	
	
	
	

	Analysis & Documentation
	
	
	
	

	
	
	
	
	

	Validation / UAT
	
	
	
	

	
	
	
	
	

	Requirements Management
	
	
	
	

	· Review Sessions
	
	
	
	

	· Baseline / Signoff
	
	
	
	

	· Trace requirements
	
	
	
	

	· Capture Metrics
	
	
	
	


Requirements Risk Plan

Requirements Related Risks
	Risk Areas
	Examples

	Planning
	· Little or no requirements planning done

· Stakeholders not identified
	· Requirements plan does not sync up with project plan

	Scope
	· Unclear scope

· Scope not well documented
	· Not clear on what is in and out of scope

	Elicitation 
	· Inadequate user involvement

· Requirements are not complete
	· Time pressure – not enough time 
· 

	Documentation
	· Different interpretations
· Ambiguous terminology

· Not enough detail
	· Includes design elements
· Missing requirements

	Analysis
	· Customers disagree on prioritization
· Level of difficulty implementing the req.

· New technology, software, etc.
· No as-is models to leverage
	· Conflicting requirements
· Degree of requirements stability
· Little or no modeling done

	Validation 
	· Untestable requirements
· Requirements not signed off
· Un-reviewed requirements
· Requirements are not verified (not complete enough to allow design to begin)
	· Requirement not linked/traced to business problem, project objective or business objective

	Management
	· Scope creep

· Expanding product (requirements) scope 
· Change process not created or used
· Business analysis scope???
	· Requirements are not traced throughout the project

· Expanding project scope
· Requirements were not baselined


Risk Plan
Risk Approach: Avoid, Mitigate, or Accept

	Risk
	Prob.
	Impact
	P * I
	Risk Approach
	Corrective Action Plan

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Requirements Communication Plan

Capture the key communication events for your stakeholders.  Include meetings, requirements sessions, requirements reviews, prioritization sessions, requirement activity status, etc.
	Communication Event
	Audience
	Objective
	Media / format
	Frequency

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Requirements Organization Plan

Identify key organization and prioritization schemas you will use for organizing and prioritizing your requirements.

	Activity
	Plan

	Determine Requirement Attributes

	· Requirement facts (unique number, date created, source, business rules, etc.)
	

	· Traceability facts (what to trace to: business objectives, project objectives, design artifacts, testing, etc.)
	

	· Management facts (priority, version / release, status, approval, comments, etc.)
	

	Organize Requirements

	· Capability Analysis
	

	· Identify Constraints
	

	· Sequence Requirements 
	

	· Identify Dependencies
	

	Prioritize Requirements

	· Develop prioritization process
	


Requirements Management Process Plan

Management Checklist

Determine how you are going to manage the requirements efforts.  This is a list of general requirements management activities that may be needed in the requirements effort.  The formality of this management plan is will depend on the SDLC selected.
	Activity
	Responsible Party
	When
	Action Plan

	Review requirements
	
	
	

	Inspect requirements
	
	
	

	Capture Approvals
	
	
	

	Baseline Requirements 
	
	
	

	Develop a version control process
	
	
	

	Setup requirements traceability
	
	
	

	Trace requirements
	
	
	

	Setup change request process
	
	
	

	Manage change request process
	
	
	

	Create an escalation plan for decision making
	
	
	

	Develop an Issues log management process
	
	
	


BA Performance Plan

Determine, Capture and report on product metrics and metrics regarding the requirements process. 
	Metric
	Product / Process Metric
	Measurement
	Who will capture the info
	Recipient (s) of metric information
	Reporting Frequency

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Planning Assumptions
Capture the assumptions that went into your plan
Issue Log
Capture any outstanding issues that need to be addressed before this plan is complete.
	Item / Issue
	Assigned To:
	Date Raised
	Date Resolved
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