[image: ]                                           	 Business Requirements 
                                               	Project Title:
___________________________________________________________________

Purpose of the Document
Define the requester’s view of a need or problem to be resolved.  Define what is to be achieved, not how to achieve it.  Assess risks and the impact on the division/college/campus.  

Template Instructions
[bookmark: _GoBack]Note that the information in italics contains guidelines for creation of the document sections.  To adopt this template for project use, delete all italicized instructions and modify as appropriate.
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[bookmark: _Toc529075690][bookmark: _Toc110737959][bookmark: _Toc110738480][bookmark: _Toc110739624][bookmark: _Toc110743154][bookmark: _Toc514147678][bookmark: _Toc515438289]Business Requirements
[bookmark: _Toc529075691][bookmark: _Toc110737960][bookmark: _Toc110738481][bookmark: _Toc110739625][bookmark: _Toc110743155][bookmark: _Toc514147679][bookmark: _Toc515438290]  Purpose
Provide a brief, summarized description of the purpose of the solution, process or enhancement being proposed.  
[bookmark: _Toc529075692][bookmark: _Toc110737961][bookmark: _Toc110738482][bookmark: _Toc110739626][bookmark: _Toc110743156][bookmark: _Toc514147680][bookmark: _Toc515438291]  Problem Definition
Briefly summarize the problem or opportunity you propose to address. Write this in terms of the organizational problem being addressed, not in terms of the solution needed. 
Include related exhibits in the Appendices, such as copies of forms or reports, print screens being used, policies that apply, etc. 
[bookmark: _Toc110737962][bookmark: _Toc110738483][bookmark: _Toc110739627][bookmark: _Toc110743157][bookmark: _Toc514147681][bookmark: _Toc515438292]  Objectives
[bookmark: _Toc514147682]Objectives are specific, measurable, and timed outcomes of the project that are stated in terms of the problem solutions or opportunities users will experience.  What are the objectives set forth for this project?
Objective #1
As a result of this project ……
[bookmark: _Toc514147683][bookmark: _Toc515438293]Objective #2
As a result of this project ……
[bookmark: _Toc529075693][bookmark: _Toc110737963][bookmark: _Toc110738484][bookmark: _Toc110739628][bookmark: _Toc110743158][bookmark: _Toc514147684][bookmark: _Toc515438294]  Mandatory Requirements
List and describe all mandatory requirements.  These are results that are necessary to meet the objectives, without which the project will not succeed. 

Include any legal, maintenance, support and documentation and training requirements.

Examples:
Interface Requirements
Process Requirements
Workflow Requirements
Reporting Requirements
[bookmark: _Toc529075694][bookmark: _Toc110737964][bookmark: _Toc110738485][bookmark: _Toc110739629][bookmark: _Toc110743159][bookmark: _Toc514147685][bookmark: _Toc515438295]  Mandatory Requirement #1
Descriptive Title:  
Description Narrative:  Description of requirement
[bookmark: _Toc529075695][bookmark: _Toc110737965][bookmark: _Toc110738486][bookmark: _Toc110739630][bookmark: _Toc110743160][bookmark: _Toc514147686][bookmark: _Toc515438296]  Mandatory Requirement #2
[bookmark: _Toc529075697][bookmark: _Toc110737967][bookmark: _Toc110738488][bookmark: _Toc110739632][bookmark: _Toc110743162][bookmark: _Toc514147688][bookmark: _Toc515438297]Optional Requirements of the System/Process/Workflow
List and describe requirements that provide desirable results or features to be implemented if feasible, but which are not essential to success of the project.
[bookmark: _Toc529075698][bookmark: _Toc110737968][bookmark: _Toc110738489][bookmark: _Toc110739633][bookmark: _Toc110743163][bookmark: _Toc514147689][bookmark: _Toc515438298]  Optional Requirement #1
[bookmark: _Toc529075699][bookmark: _Toc110737969][bookmark: _Toc110738490][bookmark: _Toc110739634][bookmark: _Toc110743164][bookmark: _Toc514147690][bookmark: _Toc515438299]  Optional Requirement #2
[bookmark: _Toc529075706][bookmark: _Toc110737976][bookmark: _Toc110738497][bookmark: _Toc110739641][bookmark: _Toc110743171][bookmark: _Toc514147692][bookmark: _Toc515438300]Constraints 
Identify and list possible constraints on implementing the requirements, such as legal requirements, infrastructure issues, etc.
[bookmark: _Toc529075707][bookmark: _Toc110737977][bookmark: _Toc110738498][bookmark: _Toc110739642][bookmark: _Toc110743172][bookmark: _Toc514147693][bookmark: _Toc515438301]  Assumptions 
Identify and list assumptions related to the requirements and the project.  
[bookmark: _Toc529075708][bookmark: _Toc110737978][bookmark: _Toc110738499][bookmark: _Toc110739643][bookmark: _Toc110743173][bookmark: _Toc515438302] Out of Scope
Identify out of scope requirements or any exclusions that constrain the approach to satisfying the mandatory requirements.  
[bookmark: _Toc529075709][bookmark: _Toc110737979][bookmark: _Toc110738500][bookmark: _Toc110739644][bookmark: _Toc110743174][bookmark: _Toc514147695][bookmark: _Toc515438303]  Issues to be Resolved 
List known and possible issues that pertain to the project.
[bookmark: _Toc529075710][bookmark: _Toc110737980][bookmark: _Toc110738501][bookmark: _Toc110739645][bookmark: _Toc110743175][bookmark: _Toc514147696][bookmark: _Toc515438304]Impact Statement
Discuss the impact that implementation of the specified requirements will have on existing business processes, workflows, other applications and systems. 
[bookmark: _Toc529075711][bookmark: _Toc110737981][bookmark: _Toc110738502][bookmark: _Toc110739646][bookmark: _Toc110743176][bookmark: _Toc514147697][bookmark: _Toc515438305]Risk Statement
List and describe any risks pertaining to the risk of implementing these requirements, and/or the risk of not implementing them, and the impact to users if the changes fail to implement properly.
[bookmark: _Toc529075712][bookmark: _Toc110737982][bookmark: _Toc110738503][bookmark: _Toc110739647][bookmark: _Toc110743177][bookmark: _Toc514147698][bookmark: _Toc515438306]Appendix
Attach supporting documents as needed.
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