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Introduction to the Requirements Management Plan Template
Requirements management is a key component to managing projects successfully and includes the processes of gathering, analyzing, documenting, approving and managing requirements. The Requirements Management Plan is typically developed during the Planning Process Phase. A requirement is defined as "a condition or capability to which a system must conform". Requirements help define the purpose of a project and are the foundation of the project plan. Requirements will determine what is to be produced or achieved. They represent project capabilities by defining the scope of a project and help describe the criteria for project success. One of the primary reasons projects fail is because of incomplete or incorrect requirements. If requirements are inaccurate or incomplete, the project is likely to fail no matter what is done in subsequent phases. Requirements typically consist of the following characteristics: 
· A capability needed by a customer to solve a problem or achieve an objective
· A capability that must be met or possessed by a system to satisfy a contract, standard, specification, regulation, or other formally imposed document
· A restriction imposed by a Stakeholder
· Unambiguous - single interpretation
· Testable - verifiable
· Clear - concise, terse, simple, precise
· Correct - the requirement is technically correct
· Consistent - does not conflict with other requirements
· Understandable - well defined
· Feasible - can be accomplished within cost and schedule 
· Design Independent - does not impose a specific design solution
· Necessary - required to meet objectives
· Traceable – uniquely identified and tracked
Defining the term “requirement” is one thing. Identifying and clearly stating a requirement is quite another. In fact, defining user requirements – the needs of Stakeholders who directly interact with the system – is arguably one of the most difficult challenges in building complex systems.
The requirements management plan should outline the approach project team members will use to identify, analyze, document, and manage the project’s requirements. Many organizations use a standard approach for managing requirements, but based on the characteristics of each project, this approach may require some changes.   The plan removes ambiguity and clarifies roles and responsibilities for requirements management. It also defines activities and tasks to be performed as part of the requirements management effort. These include:
· The creation of a controlled and managed requirements repository
· Capturing approved project requirements within the project repository
· Assessing and controlling changes to baseline requirements
· Creation of metrics and reports to monitor activities related to requirements
This  template provides  a recommended structure for the Requirements Management Plan  and includes instructions, tips and hints on how to develop a proper Requirements Management Plan. This template can be tailored to fit the particular needs of your project. Reference the CA-PMF Planning chapter, Requirements Management section for more detailed information regarding Requirements Management.
Template style conventions are as follows:
	Style
	Convention

	Normal text
	Indicates placeholder text that can be used for any project.

	[Instructional text in brackets]
	Indicates text that is be replaced/edited/deleted by the user]

	Example text in italics
	Indicates text that might be replaced/edited/deleted by the user



As you complete the template, please remember to delete all instructional text (including this section) and update the following items, as applicable:
· title page
· version history
· table of contents
· headers
· footers
Update the document to a minor version (e.g., 1.1, 1.2) when minimal changes are made and a major version (e.g., 2.0, 3.0) when significant change are made.
Project Sample Library:
The CA-PMF has a Project Sample Library that contains real-world project artifacts from approved projects that you can reference to help you complete CA-PMF templates. Visit the CA-PMF website to access the Project Sample Library.


[bookmark: _Toc448929956][bookmark: _Toc448933968][bookmark: _Toc449591418]Introduction
[bookmark: _Toc448929957][bookmark: _Toc448933969][In the Introduction section of the Requirements Management Plan, describe the purpose and the scope of the Requirements Management Plan. The scope should include the processes and procedures to ensure proper requirements management including how requirements are gathered, analyzed, organized, approved and managed. Additional requirements management considerations include how to handle:
· Requirements Management Development Process
· Requirements Management Tools  
· Requirements Management Traceability Process
· Requirements Management Change Management Process
· Requirements Management Best Practices
Reference the CA-PMF Planning chapter, Requirements Management section for more detailed information.]
Example:
Requirements management has been described as a “systematic approach to eliciting, documenting, organizing, and tracking requirements and the changes that may occur.” The main objectives of the Requirements Management Plan are to determine and agree upon specific requirements-gathering processes, documentation of requirements, traceability, and testing expectations.
Initial requirements are defined during the Planning Process Phase and managed throughout the project lifecycle. This extends from high-level requirements, through detailed requirements, to design, build, and test. Projects often encounter major difficulties due to a lack of clearly defined, incomplete or properly documented requirements. Ill-defined requirements result in defects with consequences including:
· Expensive rework and cost overruns
· A poor quality product
· Late delivery
· Dissatisfied Stakeholders 
To minimize this risk, implementing a formal requirements management process for a given project helps ensure products, services, or other results meet Stakeholder needs and expectations.
[bookmark: _Toc449591419]Roles and Responsibilities
[bookmark: _Toc448929958][bookmark: _Toc448933970][Identify the project team member, their role and associated responsibilities as it pertains to performing various Requirements Management activities. Reference the CA-PMF Planning chapter, Requirements Management section for more detailed information.]
Example
	Name
	Role
	Responsibility

	
	Project Sponsor
	· Approve the Requirements Management Plan
· Review and approve Functional Requirements Document 
· Provide overall business leadership to ensure the requirements baseline is maintained
· Ensure requests for requirement changes have followed the approved Change Management Process, and that approved changes to the baseline have been timely incorporated into the requirements baseline

	
	Project Manager
	· Lead a team in the development of the Requirements Management Plan
· Provide regular status and make approval recommendations for requirements
· Ensure the overall requirements management effort is being executed in accordance with the Plan
· Ensure the entire project team, state and contractor (if applicable) are following this Plan and ensure all other project processes that interact or provide input to the requirements management effort are being adhered to
· Ensure there are sufficient resources to execute this Plan and that requirements management activities are being performed in a timely manner

	
	Requirements Lead
	· Along with the Project Manager and Requirements Analyst, develop the Requirements Management Plan
· If available, report to the Project Manager; has overall responsibility managing processes and activities outlined in the Requirements Management Plan
· Responsible for the overall Requirements Management effort and the requirements repository containing the requirements baseline 
· Ensure requirements are organized, managed, and controlled as well as issues are identified and resolved in a timely manner in order to minimize rework
· Contribute to development of the Functional Requirements Document (or System Requirements Document for hardware/network projects) and the Requirements Traceability Matrix

	
	Requirements Analyst(s)
	· Assist in the development of the Requirements Management Plan
· Assist the Project Manager and Requirements Manager in the capturing, verifying, and communicating requirements

	
	Business Owner(s)
	· Review and recommend approval the Functional Requirement Document and the Requirements Traceability Matrix
· Participate in the requirements analysis status review
· Review requirements management reports to ensure the requirements baseline is complete, that all approved changes have been incorporated, and impacts caused by changes are identified within the repository

	
	Business Subject Matter Expert(s)
	· Participate in process to define Business and User Functional Requirements
· Review communications in accordance with the Communication Management Plan
· Work with the project team to identify and document all functional requirements
· Attend the Requirements Analysis and Development status reviews

	
	Contractor Project Manager
	· If applicable, ensure the vendor team is complying with the requirements management process and procedures within this Plan and in accordance with requirements in the vendor’s contract
· Perform reviews of the requirements management work performed by the vendor team and verify that work complies with the requirements management process described in this Plan and requirements in the vendor’s contract
· Identify issues to the Project Manager in a timely manner to minimize the amount of rework necessary for state and vendor teams



[bookmark: _Toc449591420]Requirements Management Approach
[bookmark: _Toc448929959][bookmark: _Toc448933971][In the Requirements Management Approach section, describe the high level approach to requirements management including the requirements definition, types and assumptions and constraints. Define the Requirements Management Process clearly enough to identify the necessary steps, activities, and responsibilities to manage risk for the entire project life cycle. Reference the CA-PMF Planning chapter, Requirements Management section for more detailed information.]
Example:
The requirements management approach introduces the processes and procedures that make up the typical requirement management activities.  Requirements help define the purpose of a project and help determine what is to be produced or achieved.  They represent project capabilities to which a project outcome should conform by defining the scope of a project and what the system must do as well as the criteria for success. Requirements management is necessary to ensure that a given system, as implemented, conforms to defined requirements. Through proper requirements management, a project will have greater success in meeting the needs and expectations of its customers and Stakeholders.
Managing requirements is an integral part of a project’s overall System Development Life Cycle process.  Effective requirements management practices ensure that accurate requirements are readily available to all project team members and are only changed through the formal Change Control Process.  Effective requirements management also includes requirements that are agreed upon and approved by project Stakeholders to help ensure that business objectives are met. 
[bookmark: _Toc449591421]Requirements Definition
[Describe the process for requirements definition.  A well-orchestrated requirements definition provides clarity and a solid foundation. It provides a representative view of what the intended product must do and clear descriptions of how the product should perform. Requirements definition also provides a basis for design, and it serves as a foundation for testing and user acceptance. Requirements definition captures all levels of the project’s requirements and helps ensure that the project meets its stated objectives within agreed upon limitations for time, cost, scope and functionality.
The requirements definition is used to identify goals, needs, and objectives by asking questions such as:
· What problem are we trying to solve?
· What do we need to do to solve the problem?
· How do we accomplish solving the problem?
Typically, these requirements are called “user requirements.” User requirements are one of three types of requirements. The other two types are related to the mission or business, or describe the product itself.
User requirements define requirements from the user’s point of view, describing tasks users need to accomplish with the product and the users’ quality requirements. Users can be broadly defined to include not only people who access the system but also inanimate users such as hardware devices, databases, and other systems. In systems produced by government organizations, user requirements are usually spelled out in the Concept of Operations document or similar document. 
Business requirements are statements of the business rationale for the project. These requirements grow out of the product vision, which in turn is driven by mission or business goals and objectives. The product’s vision statement states a long-term view of what the product will accomplish for its users. It should include a Scope Statement to clarify what capabilities will and will not be provided by the resulting product.
Product requirements are detailed descriptions of all functional and nonfunctional requirements that must be fulfilled to meet business and user needs. Examples of nonfunctional requirements include software design constraints, external interfaces, and quality attributes such as performance, security, installation ability, availability, safety, and reusability. Product requirements, which are documented in a product requirements or system requirements specification document, establish an agreement among technical specialists and business managers on what the product must do. [Describe the approach and tools the project team will use to define project requirements specifications. This also includes describing any requirements tool repositories that are used. Explicitly describing project requirements promotes the correct and efficient development and delivery of that requirement.
The most important step in defining product requirements is talking with people. Communication between and within teams, and with other Stakeholders should be frequent, effective and efficient, reinforced by the Project Manager and other organizational leaders.]
[bookmark: _Toc449591422]Requirement Types
[bookmark: _Toc448929960][bookmark: _Toc448933972][Define the types of requirements that will be used for the project. These requirements types are used to help grouping requirements together for better understanding during the requirements gathering process.]
The table below defines the types of requirements that will be used:
	Requirement Type
	Definition

	User Requirements
	User requirements define requirements from the user’s point of view, describing tasks users need to accomplish with the product and the users’ quality requirements. Users can be broadly defined to include not only people who access the system, but also inanimate users such as hardware devices, databases, and other systems.

	Business Requirements
	Business requirements are statements of the business rationale for the project. These requirements grow out of the product vision, which in turn is driven by mission or business goals and objectives. The product’s vision statement is a long-term view of what the product will accomplish for its users. Normally captured in a project charter or scope statement, these are requirements that describe “what” the results should be once the system or application is designed and produced. It should also clarify what capabilities will not be provided by the resulting system or application.

	Product Requirements
	Product requirements are detailed descriptions of all functional and nonfunctional requirements that must be fulfilled to meet business and user needs. Examples of nonfunctional requirements include software design constraints, external interfaces, and quality attributes such as performance, security, installation ability, availability, safety, and reusability. Product requirements establish an agreement among technical specialists and business managers on what the product must do.



[bookmark: _Toc449591423]Requirement Assumptions and Constraints
[Define the requirements assumptions and constraints. The table below is provided as a tool for capturing requirements assumptions and constraints. Possible areas to consider are organizational, cultural, political, physical, security, policies, standards, etc.]
The table below identifies requirement assumptions and constraints:
	Name or Title
	Type
 (Assumption or Constraint)
	Description

	
	
	

	
	
	

	
	
	



[bookmark: _Toc449591424]Requirements Development
[In the Requirements Development section, describe the requirements development process used for the project including the steps for requirements elicitation, analysis, specification, validation. Additional processes are needed for the management, traceability, and change control of requirements. Reference the CA-PMF Planning chapter, Requirements Management section for more detailed information.
Requirements Development involves requirement elicitation, analysis, specification and validation. In elicitation, requirements sources are identified, and requirements are solicited from those sources. Requirements elicitation relies on appropriate Stakeholder involvement and is one of the most critical elements for project success.
The goal of requirements analysis is to sufficiently understand and define requirements so that Stakeholders can prioritize which requirements are satisfied first. Specification involves distinguishing between functional and nonfunctional requirements and checking that the requirements are documented unambiguously and completely. Validation examines requirements to ensure they will satisfy user’s needs.
Elicitation and analysis are crucial early activities that require intense Stakeholder involvement. To analyze elicited requirements, it is a good practice to create requirements models (also referred to as analysis models). These are user requirements represented by text such as tables, lists, or matrices, diagrams, or a combination of text and graphical material. These models help promote communications with Stakeholders about requirements.
As the project team elicits requirements from Stakeholders and represents the requirements using models, those models should be verified to ensure internal consistency. Once requirements are validated as complete, formally document these requirements, seek approval from key Stakeholders in the project, and then freeze the requirements to prevent scope creep later in the project. Additionally, don’t forget to prioritize the list of agreed-to requirements. With active user involvement, analyze trade-offs among requirements to establish their relative importance.]
[bookmark: _Toc449591425]Requirements Elicitation
[Gathering requirements includes those activities that are associated with the collection and identification of the project requirements from various sources such as the Project Charter (which includes project scope information), business process documents and from the Stakeholders themselves. It is a process of helping Stakeholders understand and articulate their requirements so they can make it known what results are precisely desired.
The project team will need to determine which of the various requirements gathering methods available best fits the project.  These methods include interviews, focus groups, facilitated workshops, questionnaires, surveys, brainstorming, focus groups, product prototypes, modeling, and cognitive and contextual techniques. Best practices dictate that the selected method(s) heavily involve the project Stakeholders to ensure all requirements are captured.
The first step in ensuring that the requirements for the project are well defined is to have a thorough definition of the scope of the project. The scope is intended to provide boundaries for the project.  A well-developed scope will help the project team determine what requirements are needed and how they will be defined and validated.
The more detailed scope statement, the easier it will be for the team to determine the requirements. From the scope, the requirements create a template or a structure for the project work. This structure will eventually become the outline or work breakdown structure for the project.  The resulting outline of requirements will provide input to the project schedule.   Ideally, the requirements are defined, by the project team before an end date to the project is chosen.  
The project team also identifies the project objectives and goals, and then examines the requirements necessary for meeting those goals. This may require the review of existing documentation like As-Is System Functionality as well as soliciting information from appropriate Subject Matter Experts (SMEs) and project Stakeholders to define a set of draft requirements.  The team evaluates the resources that they have for meeting the requirements, identifies any obstacles that may exist and proposes solutions. During this early stage of requirements management, much of what is being structured is tentative. It is inevitable that requirements will shift as the process moves forward, so this investigative phase of requirements management is just a starting point.
Tips for gathering requirements include:
· Involve the users from the start.
· Define and agree on the scope of the project.
· Ensure requirements are specific, realistic and measurable.
· Gain clarity if there is any uncertainty.
· Confirm your understanding of the requirements with the customer. Do not assume that you know what they want.  
· Avoid technology or solutions until the requirements are fully understood.
· Create a clear, concise and thorough requirements document and share it with the customer.
· Get the requirements agreed to with the Stakeholders before the project starts.]
[bookmark: _Toc449591426]Requirements Analysis
[Analyzing requirements are those activities associated with the determination of what the requirements actually mean and which Stakeholders’ requirements take priority. It essentially determines which requirements should be addressed in this project. The objective is to ensure that the requirements are complete, correct, feasible, necessary, prioritized, unambiguous and verifiable. This is a large undertaking; however it critical to project success and helps to minimize potential defects. The costs associated with rectifying defects later in the process are far greater than the cost of time and resources to ensure that the requirements are valid at an earlier stage in the project.
Requirements define capabilities or conditions possessed by a system or a component needed to solve a problem or achieve an objective. They can be divided into two categories, functional and nonfunctional. Functional requirements describe what a system should do in response to a specific stimulus (e.g., when the user selects the download button, the system will perform the standard data download.) Nonfunctional requirements include performance and system constraints that affect development and design. They include categories such as performance, reliability, implementation, support, and security.  Requirements are generated through analysis of user needs and should specify what is to be done, not how it is to be done.]
[bookmark: _Toc449591427]Requirements Specification
[Requirement specification starts with generating draft requirements that identify all of the criteria for system success.  This should include not only the description of how something works but needs to include what has to happen to make that something work.   Review the requirements for consistency, completeness, grammar and clarity.  This includes resolving any contradictions and duplications in requirements statements.     
The next step is to review and approve the requirements with the objective of baselining them.  The main objective of this step is to ensure that all the Stakeholders agree on what requirements the project is going to address and what is in scope for the project. This step should include a review of every requirements so that if there are any problems they are identified early in the process. This is accomplished through ‘Review and Inspection’ that is time consuming as it generally involves a majority of Stakeholders reviewing all of the requirements.  Any issues that arise should be captured in an issue log. Some may be resolved at that time, however, others will need to be referred to specialist for clarification. This means that this process is iterative and ay go through iterations before all issues are resolve.
The review and approval step should also ensure that all the Requirements are structured properly. This process should involve the following project resources: 
· Reviewers – Resources that review requirements for content and structure and provide feedback. They are your subject matter experts, the users, quality assurance, etc.
· Approvers – Resources whom have the authority to formally agree on the “scope” for the benefit of the project. Typically, these people have the authority to accept this change and to allocate resources to the project. This group should include the business owner(s), senior management, project manager, etc.
· Project Team – Resources who will accept this document as their problem definition statement. The group should include your programmers, architects, etc. This is for information only to allow them to start thinking about the project.
The activity of reviewing and approving requirements benefits from good planning and should contain the following steps: 
1. Determine distribution list of Reviewers, Approvers and Project Team.
2. Distribute Requirements document to distribution list. 
3. Solicit feedback and document responses. 
4. Incorporate specific responses that do not impact other Stakeholders. 
5. Plan and schedule Requirements Approving Workshop. 
6. Conduct Requirements Approving Workshop. 
7. Address all responses received from Step 3 above. 
Once all the requirements have been reviewed and signed off, they must be “base-lined”.  Base lining is the first official version of the project requirements. Any change to the requirements will require a change request. The baseline requirements are essentially an approved plan that maps out the development that is going to take place leading to delivery of the product. It is the basis of the project design and implementation phases. 
Best practices are that the following documentation should be included in the baseline documentation: 
· A vision and scope document – This document is typically written by the project manager at the start of the project and generally identifies the problem that needs to be addressed and the vision for the solution.  
· Use cases – Individual scenarios that describe the user’s requirements. 
· System Requirements Specification – A structured collection of information that embodies the requirements of a system. A business analyst, or system analyst, is typically responsible for analyzing the business needs of their clients and Stakeholders to help identify business problems and propose solutions.  
· Data dictionary – The definition of all data items and structures so that all Stakeholders consistently use the same terminology and understand it. 
· Analysis models – Graphical analysis models such as class diagrams, entity-relationship diagrams, state-transition diagrams, object diagrams, domain model and/or data flow diagrams. 
Once approved, the baselined document becomes the foundation of the requirements management process and is a finite agreement between the project team and the business. Any changes needed after the baseline is established are subject to change control and any changes required will be subject to agreement by both sides. The documentation should also be subject to rigorous version control in order to ensure that all Stakeholders are working on the same version of the document.] 
[bookmark: _Toc449591428]Requirements Validation through Traceability
[With approved business requirements in hand, a project is able to proceed with the process of managing the requirements, which involves the six key phases of the Systems Development Life Cycle (SDLC): 
1. Analyze - Project requirements are defined and evaluated for feasibility.
2. Design - Design the specific details of the product or service.
3. Build - The first version of the product or service is produced.
4. Test - The validation of the product or service.
5. Deploy - Installation and activation of the approved product or service.
6. Support - Ongoing monitoring and maintenance of the product or service. 
The Requirements Traceability Matrix (a table that correlates any two base-lined documents that require a many-to-many relationship to determine the completeness of the relationship) depicts the relationships between the six SDLC phases listed above and the project requirements. Traceability, allows Stakeholders to track and manage a project's requirements life cycle from beginning to end.  
Managing requirements through a process called traceability provides input whether compliance, completeness, coverage and consistency are met. Traceability is one of the essential activities of good requirements management. Traceability is used to ensure that the right products are being built, to help trace the progress of the development and to reduce the effort required to determine the impacts of requested changes.  
The Institute of Electrical and Electronic Engineers (IEEE), a standards’ based organization dedicated to advancing technological innovation and excellence defines traceability as “the degree to which a relationship can be established between two or more products of the development process, especially products having a predecessor-successor or master-subordinate relationship to one another.”
[IEEE-610] ’Traceability is used to track the relationship between each unique product-level requirement and its source. For example, a product requirement might trace from a business need, a user request, a business rule, an external interface specification, an industry standard or regulation, or to some other source.
Traceability is also used to track the relationship between each unique product-level requirement and the work products to which that requirement is allocated. For example, a single product requirement might trace to one or more architectural elements, detail design elements, objects/classes, code units, tests, user documentation topics, and/or even to people or manual processes that implements that requirement. Good traceability practices allow for bidirectional traceability, meaning that the traceability chains can be traced in both the forwards and backwards directions.’
Traceability is a good practice for a number of reasons.  The Software Engineering Institute (SEI) Capability Maturity Model Integration® (CMMI®) states that the purpose of the process area in “Requirements Management is to manage the requirements of the project’s product and product components and to identify inconsistencies between those requirements and the project’s plans and work products.” 
One of the specific practices under the Requirements Management process area is to ‘Maintain Bidirectional Traceability of Requirements.’  Forward traceability ensures proper direction of the evolving product (i.e. that we are building the right product) and indicates the completeness of the subsequent implementation, whereas backwards traceability helps ensure that the evolving product remains on the correct track with regards to the original and/or evolving requirements (that we are building the product right). The objective is to ensure that we are not expanding the scope of the project by adding design elements, code, tests or other work products that are not called out in the requirements. If there is a change needed in the implementation or if the developers come up with a new technical solution, that change or solution should be traced backwards to the requirements and the business needs to ensure that it is within the scope of the desired product.  This forward and backward traceability provides bi-directional requirements traceability, which provides the ability:
1. To analyze the impact of any change
· All work products affected by a changed requirement
· All requirements affected by a change or defect in a work product

2. To assess current status of the requirements and the project
· Identify missing requirements
· Ensure that nothing has been added that is not a part of the originally intended product or service
Utilizing a traceability matrix allows bidirectional tracing of requirements. It can be used at varying stages during project development to ensure nothing is missed. With a traceability matrix, requirements can be traced back to their origin as well as traced forward to the functionality produced.  
Once the baseline has been set, the traceability matrix is established. There are various tools that can be used like spreadsheets, such as Microsoft Excel and the table function in a word processor such as Microsoft Word.  For a fully comprehensive traceability matrix, each requirement should potentially be correlated to: 
· Use case/source 
· The architectural/design documents
· Software Requirement Specifications
· System components 
· Software modules 
· Test cases 
· Verification documents 
Forward traceability looks at:
· Tracing the requirement’s sources to their resulting product requirement(s) to ensure the completeness of the product requirement specification.
· Tracing each unique product requirement forward into the design that implements that requirement, the code that implements that design and the tests that validate that requirement, and so on. The objective is to ensure that each requirement is implemented in the product and that each requirement is thoroughly tested.
Backwards traceability looks at:
· Tracing each unique work product (e.g., design element, object/class, code unit, and test) back to its associated requirement. Backward traceability can verify that the requirements have been kept current with the design, code, and tests.
· As a tool to assist with the management of the scope of the project. 
· As a tool to assist with the change control process. 
· As a road map linking all the documentation for each requirement. 
· As a verification and validation of the full implementation of the requirements. 
· It highlights whether or not all requirements have been met and whether or not there is any additional unauthorized functionality creeping in. 
· Can be used as the foundation for test planning. 
Due to the comprehensiveness of the list above, a cross-functional effort will most likely be needed in order to keep the data up to date. Best practice dictates that the Requirements Analyst establishes the traceability matrix with the unique identifier for each requirement. Then as each stage in the development and testing phases is underway, the relevant Stakeholders can update the remaining data.
In summary, completing a traceability matrix will help ensure that the requirements are complete. It will also ensure that all the requirements elicited can be traced back and justified to business and functional requirements. The matrix lays the foundation for checking bidirectional traceability between the requirements, test cases, source code and design. As a helpful tool, a Requirements Management Checklist is available in the appendices of this plan to assist with determining if requirements are complete, correct, feasible, necessary, prioritized, unambiguous and verifiable. 
[Describe the approach and tools the project team will use to trace requirements throughout the project lifecycle. The approach chosen should enable the project team to deliver against project requirements exactly as specified.]
[Requirements Traceability is an activity that is part of the overarching requirements management practice and extends from requirements definition through to implementation. The initial tracing activity outcome is a documented record (Requirements Traceability Matrix (RTM)) of agreed upon tracing or linking of objectives (from the Project Charter, FSR, etc.) to requirements to work packages (scope statement and WBS items) and ultimately to the developed product, service or other result.]
[bookmark: _Toc449591429]Requirements Change Management
[There are many reasons why requirements might change during the lifecycle of a project. Even if some of the change requests can be denied as being outside of scope, they still need to be documented and analyzed to determine that this is so. Having a robust process in place for managing the requirements after the baseline is set is essential to proper requirements management.
Change control in requirements management is the process by which any changes needed to the requirements baseline are managed. Whether the change is large and complex or small and simple, it still needs to flow through the same change control process. 
The Change Control Process should be documented and established before the baseline is finalized.   The process should be streamlined, efficient and transparent in order to obtain buy in from the Stakeholders. Change requests can be a highly sensitive topic. It is important to make sure that the project sponsor is involved in the process to ensure compliance. It is recommended to have a Change Control Board in place so that a group of Stakeholder representatives makes the ultimate decision about the authorization or rejection of a change request.
The following are some key considerations when it comes to requirements change control:
· Many small changes can have the same impact as one complex or large one.
· All decisions at each stage of the process must be communicated and documented via a central communication method/system so that all the Stakeholders have access to them. 
· Every request should be reviewed in terms of impact: cost, time and quality.
Impact analysis is a formal approach that is adopted to identify any possible risks associated with a change request. The analysis only takes place once the change request has been reviewed by the Change Control Board. This is because an impact analysis can require a considerable amount of resources (time), and therefore cost to the project.
Impact analysis should only be carried out by project team members who possess an in-depth knowledge of the project to ensure that nothing is missed.  Incorporating an impact analysis as part of your change control process is a recommended best practice because many major incidents that occur during a project can be directly traced back to the change control process.
Requirements management tools can reduce the time needed to perform an impact analysis while improving accuracy.  Requirements Management Tools are discussed later in this document. However, if no requirement management tool is available, the basic analysis is a simple process that can be carried out using a simple checklist, or a spreadsheet. It consists of three stages:
· In-depth investigation to define the extent of the proposed change. This includes defining the extent of the request and the impact that it will have on the baseline and other pending change requests. A holistic view is taken of the project in order to confirm all dependencies that are affected, the consequences of making the changes, the risks associated with the implementation, and the effect on the resources already allocated for the project, while taking into account cost, time and quality implications.
· Identification and analysis of all the tasks needed to effect the change.
· Analysis of the resources required to implement the change.  Once all the data is gathered, a detailed estimate must be made of the effort required to implement the change. 
· An evaluation of whether or not the change falls within the project’s critical path.
The impact analysis is then forwarded to the Change Control Board so that the Change Control Board can make a well-informed decision on whether or not the change request should receive final approval.
Describe the how requirements changes will be handled during the project. If the plan is to use the project’s Change Control process then reference that process. Reference the CA-PMF Planning chapter, Requirements Management section for more detailed information.]
[bookmark: _Toc449591430]Recommend Requirements Best Practices
[Identify any additional recommended practices that may be specific to your project and organization.] 
Best practices consist of incorporating the following into the Requirements Management Process:
· Manage requirements as a Configuration Item 
· Establish a process to clarify and decompose baseline requirements during the functional design phase – (this process will establish the next requirements baseline)
· Baseline and control versions of requirements
· Document and maintain change history
· Track requirements status
· Establish criticality for each requirement 
· Identify order of implementation if phased
· Use an enterprise-level requirements management tool
· Establish each requirement’s traceability (forward and back) at each development lifecycle phase to an approved artifact within the Requirements Management tool
· Requirements that define the functions and attributes of a product in a specific environment should address:
· Functionality (“what”, not “how”)
· External interfaces (legacy systems, user interfaces)
· External interface characteristics (simple/moderate/complex, inputs, outputs, media, format, timing/frequency, protocols, standards, transaction rates/volumes)
· Performance characteristics and benchmarks
· Attributes such as reliability, availability, maintainability, portability, usability, upgradability, security
· Data conversion requirements
· Logical database requirements (data entities and relationships, data integrity requirements, and data retention) 
· Disaster recovery and business resumption requirements
Requirements should also be:	 
· Clear, Correct and Concise
· Unambiguous (only has a single interpretation)
· Complete (for functionality in scope, including performance, external interfaces, known design constraints, and without unbounded TBDs)
· Consistent across all project artifacts (does not conflict with other requirements or specifications)

