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[bookmark: _Toc446506524]About The Standards
[bookmark: _Toc446506525]Scope
The following standards apply to requirements deliverables that are developed or maintained by vendors, staff, or consultants employed by, or contracted with, OIT.
[bookmark: _Toc446506526]Structure
Supporting details for each standard are included below. The supporting details provide standards that Applications Services staff have developed over the years. It also includes references, links, and techniques that can be used in conjunction with the referenced standards.   
[bookmark: _Toc446506527]Standards
All projects that include a requirements deliverable are required to follow these standards.  All projects that are subject to OIT oversight will be reviewed against these standards for compliance. All exceptions to these standards must be requested through the Standards & Technical Work Group (STWG), with final approval by the Application Services Manager. Please see the OIT Method & Practice entitled BSTWG Exception Request Process for detailed information regarding exception requests.


1.0 [bookmark: _Toc446506528]Requirements Deliverable Standards

1.1 [bookmark: _Toc446506529][bookmark: _Toc436114124][bookmark: _Toc436114118]General Information
All requirements deliverables must include a section that details general information and includes the following: 
1.1.1 [bookmark: _Toc436114125][bookmark: _Toc436118467][bookmark: _Toc446506530]Introduction
The Introduction section shall provide an overview of the project. This section shall explain why it was conceived, what it will do once it is completed, and the types of people that are expected to use it.
1.1.2 [bookmark: _Toc436114126][bookmark: _Toc436118468][bookmark: _Toc446506531]Scope of the Project
The Scope of the Project section shall include a brief narrative explaining the project.
1.1.3 [bookmark: _Toc436114127][bookmark: _Toc436118469][bookmark: _Toc446506532]Business Processes
The Business Processes section shall include descriptions and diagrams (where applicable) to explain the processes that are defined during the requirements gathering phases.
1.1.4 [bookmark: _Toc446506533]Stakeholders
The Stakeholders section shall provide a list of all stakeholders for the project.
1.2 [bookmark: _Toc446506534]Requirements Table
All requirements deliverables must include a table of all requirements with the following columns:
1.2.1 [bookmark: _Toc436114119][bookmark: _Toc436118472][bookmark: _Toc446506535]Requirement ID
All requirements must be assigned a unique identifier.
1.2.2 [bookmark: _Toc436114120][bookmark: _Toc436118473][bookmark: _Toc446506536]Requirement Type
All requirements must have a requirement type. See section 1.3 for a list of requirement types.
1.2.3 [bookmark: _Toc436114121][bookmark: _Toc436118474][bookmark: _Toc446506537]Requirement Name
All Scope Requirements must be given a requirement name. The requirement name must be in plain English.
NOTE: A requirement name may be assigned to each detailed requirement, but it is only required for Scope Requirements.
1.2.4 [bookmark: _Toc436114122][bookmark: _Toc436118475][bookmark: _Toc446506538]Requirement Description
All requirements must be given a requirement description. The description must be written in plain English and shall describe a specific requirement.
1.2.5 [bookmark: _Toc436114123][bookmark: _Toc436118476][bookmark: _Toc446506539]Priority 
`	All requirements must be assigned a priority. The priority of the specific requirement shall be displayed with the following priority types:
· Must Have – requirements labeled with this priority are critical to the final expected product and must be completed for the successful delivery of the project
· Should Have – requirements labeled with this priority are useful but not necessary to the implementation of the final expected product
· Could Have – requirements labeled with this priority are desirable but not necessary to the implementation of the final expected product
· Out of Scope – requirements labeled with this priority are desirable but out of scope for the project

EXAMPLE:
[image: ]

1.3 [bookmark: _Toc446506540][bookmark: _Toc436114129]Requirement Types
All Requirements Deliverables must include all of the following requirement types unless otherwise specified in the procurement instrument or Project Plan:
1.3.1 [bookmark: _Toc436114130][bookmark: _Toc436118478][bookmark: _Toc446506541]Scope Requirements (High-level)
Scope Requirements shall provide specific details for the features and functions that characterize the product, service, or end result of the project. 
1.3.2 [bookmark: _Toc436114128][bookmark: _Toc436118470][bookmark: _Toc446506542][bookmark: _Toc436114131][bookmark: _Toc436118479]Business Rules (Detail)
The Business Rules section shall provide specific details for all rules that define or constrain some aspect of business for the project.
1.3.3 [bookmark: _Toc446506543]Functional Requirements (Detail)
Functional Requirements shall provide specific details for what the user expects to be able to do. 
1.3.4 [bookmark: _Toc436114132][bookmark: _Toc436118480][bookmark: _Toc446506544]Non-functional/Technical Requirements (Detail)
	Non-functional/Technical Requirements shall specify the overall system requirements that will govern the development and implementation of the system. This requirement type shall establish usability, reliability, performance, and stability. 
1.3.5 [bookmark: _Toc436114133][bookmark: _Toc436118481][bookmark: _Toc446506545]Interface Requirements (Detail)
Interface Requirements shall outline how databases and applications interact with each other. 
1.3.6 [bookmark: _Toc436114134][bookmark: _Toc436118482][bookmark: _Toc446506546]Data Requirements (Detail)
Data Requirements shall describe the data entities and their relationships.
1.3.7 [bookmark: _Toc436114135][bookmark: _Toc436118483][bookmark: _Toc446506547]Report Requirements (Detail)
Report Requirements shall specify the reports that the system will be required to produce.
1.3.8 [bookmark: _Toc436114136][bookmark: _Toc436118484][bookmark: _Toc446506548]Policy and Regulation Requirements (Detail)
Policy and Regulation Requirements shall detail all relevant laws, regulations, policies, and standards that will affect the operation of the project. This requirement type shall also include any relevant external regulatory requirements or constraints imposed by normal business practices.
[bookmark: _Toc436114138][bookmark: _Toc436118486][bookmark: _Toc446506549]1.3.9	Training Requirements (Detail)
Training Requirements shall provide specific details for the training that will be necessary for the end users. This requirements type shall outline the training requirements that will be essential for the end users to complete in order to be able to effectively function in the system.

1.4 [bookmark: _Toc446506550]Requirements Traceability
All requirements deliverables must include a Requirements Traceability Matrix that clearly shows the traceability of all detail requirements to a corresponding scope requirement. All detail requirements must be able to trace to at least one scope requirement.


EXAMPLE:
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1.5 [bookmark: _Toc446506551]References
All requirements deliverables must include a section that documents all references, appendices, and glossary terms that were used when defining the requirements. The References section should include all of the following:
1.5.1 [bookmark: _Toc436118489][bookmark: _Toc446506552]References
The References section shall provide a list of all sources of information that are referenced in the requirements document.
1.5.2 [bookmark: _Toc436118490][bookmark: _Toc446506553]Appendices
The Appendices section shall be used to append any documents that were used when creating the requirements document for the project.
[bookmark: _Toc436118491][bookmark: _Toc446506554]1.5.3	Glossary
The Glossary section shall be used to define all terms and acronyms required to properly interpret the requirements contained within the requirements document.

1.6 [bookmark: _Toc446506555]Document Revision History
All requirements deliverables must include a Document Revision History table. The Document Revision History table shall identify revisions to the document starting with the initial creation. This table shall be updated whenever a change or update is made to the requirements document. 
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Requirement

. Requirement Type Requirement Name Requirement Description priority
s1 Scope Establish/Maintain a Contract Provide the ability to establish/maintain a contract. Must Have

“The application shall provide the ability to load contracts for consultant evaluations.

- Functional Contract Types to include Professional Services, Design-Build, and others types including Must Have
Contractual Services Contracts.
‘The application shall load any contract where the Notice to Proceed (if available) or the

B11 Business Rule Execution Date s greater than or equal to a given date ff the contract does not already exist Must Have
in PSI.CE.
‘The application shall compare contract information for contracts that already exist in PSI-CE
to the same contract information in PSIS-CD to se If any updates need to be performed in

B12 Business Rule PSI-CE. Contracts with a status in PSIS-CD of 'A' (active) are the only ones that will be Must Have
compared.
The contract must be n the PSIS-CD application prior to being loaded into the application for

B13 Business Rule Must Have

‘a consultant evaluation.
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