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In this module, you will:

Define terms and purpose for requirements• 

Understand the • objectives of this workshop

Recognize the cost of bad requirements• 

Discuss the SDLC and how it applies to requirements work• 

Meet the facilitator and fellow participants• 

Review workshop logistics• 

Welcome to the Mastering the Requirements Process (MRP) workshop! In this course, you will 
learn a very practical approach to collecting and documenting requirements for any business 
system, either new, existing, or some combination of both.

This introduction module will define requirements and systems as well as their relationship with 
analysis and design work. It will also identify the objectives and logistics of the workshop. Get 
ready to sharpen your analysis skills and develop your professional knowledge.
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What is a Requirement?

Directions: The facilitator will assign your team one of the following questions. Please work  
  as a team to answer your assigned question and record your responses below.

What is a “requirement”?1. 

A requirement…

IS

IS NOT

What is a “2. system”?

A system…

IS

IS NOT
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What is a Requirement? continued
What is the relationship between analysis and requirements definition?3. 

What is the relationship between requirements definition and design?4. 
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Workshop Objectives

During this workshop, you will have the chance to explore and experience a systematic approach 
for understanding and documenting requirements. 

Specifically, by the end of this workshop, you will be able to:

Analyze a • system quickly, accurately, and completely

Use the most effective writing techniques to create quality requirements statements• 

Use various analysis techniques to gather and organize information and discover • 
requirements

Write and categorize business, • stakeholder, functional, and non-functional requirements

Develop a quality • requirements document

Validate requirements and obtain • sign-off approval

Apply all analysis and requirements activities to a real-world case study• 

Analysis Work

In this workshop, as in all analysis work, process improvement, or system redesign, it is 
important to address the following:

The MRP workshop will identify and address these points when documenting the current state 
process, identifying users’ needs, writing initial requirements, and creating the requirements 
document.
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International Institute of Business Analysis (IIBA) Business Analysis 
Body of Knowledge (BABOK) Competencies

Enterprise Analysis
Define business needs• 
Define solution scope• 
Define business case• 

Business Analysis Planning and Monitoring
Plan business analysis approach• 

Elicitation
Conduct elicitation activities• 
Document elicitation results• 
Confirm elicitation results• 

Requirements Management and Communication
Manage solution scope & requirements• 
Manage requirements traceability• 
Prepare requirements package• 
Communicate requirements• 

Requirements Analysis
Organize requirements• 
Specify and model requirements• 
Verify requirements• 
Validate requirements• 

Solution Assessment and Validation
Define transition requirements• 

Underlying Competencies
Business knowledge• 
Communication skills• 

Techniques
Data dictionary and glossary• 
Document Analysis• 
Non-functional requirements analysis• 
Requirements workshops• 
Scenarios and use cases• 
Scope modeling• 
Structured walkthrough• 
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Workshop Agenda

The MRP workshop will cover the following general topics:

Workshop Introduction1. —Understand the objectives, topics, and logistics for the 
workshop.
The 2. Requirements Process—Establish an understanding of the requirements work that 
needs to be performed to get from project initiation to the requirements documentation 
and sign-off. 
Requirements Essentials3. —Build the foundation of knowledge for the requirements 
process. Understand the difference between good and bad requirements, the language and 
grammar of quality requirements, and rewrite requirements statements to improve their 
usability. Differentiate statements of design from requirements statements, and  rewrite to 
define what the system shall do and not how it will be done.
Business Case4. —Learn to recognize and establish scope early in the project. Use a 
context diagram to represent the agreed scope. Write a business case explaining the 
current situation, problem statements, objectives, and benefits to lay the foundation of the 
project, set management expectations, and reduce potential project risks.
Stakeholder Requirements5. —Recognize the requirements audience and how to work 
better with various people. Discuss different elicitation techniques and facilitate a 
requirements workshop. Use proper questioning and interaction techniques to discover 
and document stakeholder requirements.
Functional Requirements6. —Understand system functions and discover where to find 
functional requirements. Learn about use cases to document a process scenario, as well 
as alternate and exception scenarios. Turn user requirements, use cases, and artifacts into 
functional requirements based on best practices.
Non-Functional Requirements7. —Recognize, write, and categorize non-functional 
requirements to support the stakeholder and functional requirements. 
Requirements Communication8. —Determine the target audience for the requirements 
review and validation process. Receive feedback necessary to correct, clarify, add, 
or delete requirements. Build a quality requirements presentation. Gain sign-off on 
requirements documentation.
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The Cost of Bad Requirements 

When building a new system, whether automating a manual process, developing a new software 
interface, or creating a complex integrated business application, good requirements are essential. 
Often, a solution is defined before any analysis is performed or requirements have been 
identified. When this approach is taken, the end result is often a new system that does not meet 
the business or user’s needs, is difficult to use, and creates inefficiencies in the process.

The sources of defects diagram clearly shows that the majority of defects occur in or because 
of the requirements document. That is, most defects in a system result from incorrectly stated 
or missing requirements. This is easy to understand since requirements are what drive the 
design and development work, purchasing decisions, coding, testing, quality standards, and 
implementation.

Figure 2.1: Sources of Defects

Project deadlines, management decisions, budget constraints, indecisive users, and predefined 
solutions may override quality requirements. After an implementation is complete, users often 
state that the new system does not do what they expect it to, or worse that it no longer works 
the way it used to. This can lead to additional redesign, upgrades, process inefficiencies, and 
other workarounds that defeat the purpose of the system design. It is difficult for an analyst to 
overcome all these various challenges and still deliver a valuable end result.
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Often we hear the phrase “undocumented feature” to refer to defects or “bugs” in software. 
Defects are just as likely to occur in manual systems as well. 

The following characterize a defect: 1

The software/• system does not do something that the specification says it should do.

The software/• system does something that the specification says it should not do.

The software/• system does something that the specification does not mention.

The software/• system does not do something that the specification does not mention, but 
should.

The software/• system is difficult to understand, hard to use, slow, or will be viewed by the 
end user as just plain “not right.”

It is well established that the later the defect is found, the higher the cost of removing it. There is 
a direct relationship between cost and the time, effort, and people needed to fix a problem. This is 
depicted in the following graph:

Figure 2.2: Cost of Defect Removal

 
TIP: Define the correct requirements during the analysis phase and greatly reduce if not eliminate 
the costs associated with removing a defect later. 

1 Watts S. Humphrey, A Discipline for Software Engineering, Addison-Wesley, 1995.
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The System Development Life Cycle

It is helpful go about our work using some kind of structured approach or methodology, for 
example, a system development life cycle. From a graphical perspective, each component of the 
SDLC provides specific information and completes activities necessary to begin the next phase 
of work. Each phase usually requires some level of review and approval to proceed to the 
next phase of work.

There are several variations on the SDLC. Various organizations and consulting companies 
have built their own methods based on internal requirements and previous project experience. 
In addition, different project types might demand a different methodology based on criteria like 
complexity, size, visibility, user involvement, time frame, and management decision. However, 
the main phases in the SDLC and the ultimate objectives of any methodology are the same: 
initiate, analyze, design, develop, test, and implement a project.  

Approaches

There are two different approaches to the industry-recognized SDLC. They are as follows:

• Waterfall – Moving from project initiation through implementation and its related 
components. Waterfall indicates that the majority of requirements are usually gathered 
before design work is started.

• Spiral or Iterative – This approach focuses on smaller “chunks” of analysis, 
requirements development, and design work. It aims to produce individual modules of a 
system that will eventually interoperate as a whole. This approach indicates that only the 
requirements for any given component need to be identified at that time. Then the process 
is repeated for each additional phase of work.

Approvals

There are at least three points at which a business analyst commonly would seek approval to 
proceed. Each organization will have their own formal or informal process to document the 
project status and get the go-ahead to move forward or stop the project as appropriate. These 
approval checkpoints (often called approval gates) are used by management and the organization 
to make sure that the project work being undertaken is feasible, necessary, in line with the 
business objectives, prioritized, and that the project has expected value. 
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Workshop Logistics

Use the table below, if you like, to record the logistics for your particular workshop.

Instructor

Instructor’s email

Start/end times

Lunch (approximate)

Breaks

Facilities

Pagers/phones On “stun”

Your Role for this Workshop

You have been hired by Akmee Communications as a business analyst. Your responsibilities for 
the next few days include: 

Learn as much as you can about the organization, the business process, and systems • 
involved in the project

Facilitate user interactions to document requirements and other pertinent information• 

Develop business, • stakeholder, functional, and non-functional requirements for the future 
system

Review or create various models to support the requirements work• 

Sharpen your skills and add some new techniques to your analyst toolset along the way • 
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In this module, you will:

Define requirements and identify the various types of requirements• 

Differentiate between current state and future state analysis work• 

Understand discovery and iteration• 

Perform enterprise analysis overview on the case study project• 

Review requirements documentation and traceability• 

Properly identify and organization requirements• 

Build a dictionary of terms to be maintained throughout the analysis work• 

The MRP workshop uses a set of steps, documents, modeling techniques, and information-
gathering tools to discover requirements and develop analysts’ ideas for improvements. The MRP 
approach allows detailed analysis in a reasonably short period of time. The outcome is well-
documented requirements for designing a new system. 

Without proper analysis work, requirements are poorly defined or not identified at all. The end 
result is higher development costs, unsatisfactory solutions, disappointed users, and a system 
that needs to be redesigned again. By mastering the requirements process, you and your fellow 
analysts will prevent these issues and be more successful at doing things right the first time. 
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Requirements

Before we can identify business, stakeholder, functional, and non-functional requirements, we 
need to know what to look for. Here is a definition of a requirement.

Requirement

A condition or capability needed by a stakeholder (user) to solve a problem or achieve an 
objective.2

A statement of system functionality (a capability) that can be validated, and that must 
be met or possessed by a system to solve a customer problem or to achieve a customer 
objective, and is qualified by measurable conditions and bounded by constraints.3

A condition or capability that must be met or possessed by a solution component to 
satisfy a contract, standard, specification, or other formally imposed documents.4 

It is also important to remember when identifying requirements that they are statements of 
“what” is needed and not “how” it will be fulfilled. “How” is defined later in the design process.

2 IEEE Std 610.12-1990 (the word user has been replaced by stakeholder). Also quoted in the IIBA BABOK v2.0.
3 IEEE Std 1233, 1998 Edition (R2002), IEEE Guide for Developing System Requirements Specifications, IEEE, Inc., New York, 
reaffirmed 11 September 2002.
4 International Institute of Business Analysis (IIBA), Business Analysis Body of Knowledge (BABOK) version 2.0 © 2009.
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Types of Requirements

Requirements fall into various categories and are called different things respectively throughout 
the industry. Each organization will have their own perspective and definition as to a particular 
type of requirement, and how it is identified, how it is written, tracked, and validated. The 
following diagram shows the major categories of requirements and their relationship.

Business Requirements•	 —higher-level statements of the goals, objectives or needs of the 
enterprise. The reason for initiating the project and ways to measure success. 

Stakeholder Requirements—•	 statements of the needs of a particular stakeholder or class 
of stakeholders as well as how that stakeholder will interact with the solution.

Functional Requirements—•	 the behavior and information that the solution will manage, 
capabilities the system will be able to perform in terms of behaviors or operations.

Non-Functional Requirements—•	 describe environmental conditions under which the 
solution must remain effective or qualities that the system must have. Also known as 
supplementary or quality requirements.5

5 International Institute of Business Analysis (IIBA), Business Analysis Body of Knowledge (BABOK) version 2.0 © 2009.

EVALUATION COPY

Unauthorized reproduction or distribution is prohibited.



Module 2  |  17

The Requirements Process

Mastering the Requirements Process
MRP_V5

Developing Requirements—Where Do We Begin?

Your manager has just informed you that you have been assigned to a new project with the 
expected deliverable of a quality requirements document. Discuss your team strategy for 
developing and documenting requirements.

Some analysts want to start writing requirements immediately upon being assigned a project. We 
may be brought into an initial meeting with a project sponsor or manager and told that something 
needs to be fixed. We may hear complaints about a system, with demands for improvement. On 
a larger scale, maybe the project is to automate a manual system or migrate one computer-based 
process to another. 

Analysts often feel pressure to produce a solution quickly. They may feel they do not have the 
time to perform a thorough analysis of the existing system. Unfortunately, defining solutions 
too early in the process without specific requirements to back them up will ultimately lead to 
unsatisfactory results. 

A more systematic and detailed approach to developing requirements is essential to define them 
correctly the first time. This method will result in greater success for all projects. The overall 
goal of this workshop is to teach you that systematic approach so that your requirements on 
future projects will be accurate, clear and concise, validated, testable, and usable in developing a 
successful system.
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Current State versus Future State

When analysts work with users on real-life projects, they encounter two major challenges. First, 
analysts have to discover what users are currently doing. Before we can improve, change, or 
enhance a system, it is important to understand how the system that is already in place works. We 
refer to this as the current state case.

Analysts should ask the users how their existing processes and systems work, what they need, 
and what they think should be improved. Sometimes users do not have enough knowledge or 
understanding of an entire system to do that comfortably. Other times users cannot put into 
words the day-to-day tasks and processes that they perform frequently. Finally, they may not 
understand the difference between a need (must have) or a want (nice to have). They may ask the 
analyst for suggestions or say it is not their job to figure out how a system should work.

The second challenge for analysts is to identify ideas for improvements, changes, or 
enhancements to the system—what we call the future state—without imposing their ideas on 
the users. Of course users want analysts to help improve a system; that is why they request us to 
perform analysis in the first place. But the users are the true experts. Figuring out how to capture 
ideas and validate them without biasing the users can be tricky.

The analyst must use caution, because it is easy to go overboard on suggestions in an attempt to 
fix things and in turn imply solutions that may never get implemented. Also, it is crucial that the 
analyst not assume what the user needs, but instead ask them directly.

 
TIPS: 

Review the • current state to discover the issues and needs. 
Consider what to Keep, Remove, Add, and Change.• 
Write the requirements to define the • future state.

• Requirements work happens concurrently (current state and future state).
Requirements are developed iteratively, discovering new details with each pass.• 
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Discovery

Discovery is the process of illuminating what has been there all along.

Discovery is the opportunity to identify significant details about a process or system that have 
not previously been recognized. This can be somewhat frustrating when the “discovery” happens 
after much of the analysis work is complete.

Such a pitfall may result from lack of user involvement, assumptions the analyst makes, or 
details that are identified late in the project as the result of users’ errors or omissions. While such 
oversights may feel like a failure of the analyst, they are a natural part of the process. The key is 
to discover the details before any design or development is performed.

As analysts elicit and gather information, build various models, and document requirements, 
details will almost always emerge that change the analysts’ initial understanding or assumptions 
about the system or process. Using an iterative approach to analysis work is a very productive 
way to discover all the relevant details.

Some of the possible discoveries that analysts might experience include:

The • system or process is more complex than originally assumed or understood. 
Consequently, the associated documentation and models will have much more content 
than originally expected.

More than one person does the work and there are discrepancies in the way the work is • 
performed. This would require cross-checking and verifying the activities performed 
between a number of key employees. 

The work does not logically stop at the expected end of the process and may incorporate • 
what is considered another process. 

The work is much simpler than expected and may be nothing more than a single function. • 

Discussions with users lead to the • discovery of one or more completely new issues or 
areas of a process that were previously unknown. These would then be added to a list to 
be investigated later.

The discussions uncover details that affect previously documented models or • 
requirements.  

Analysts must be aware of these possibilities and be prepared to amend their documentation 
constantly until everyone is satisfied that the information captured and the associated 
requirements are complete and accurate. Remember that the best time to discover and document 
new details is in the analysis process, before the system has been designed or before a single line 
of code has been written. To be good at anything takes practice. To be accurate and thorough 
takes time and patience.
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Performing Enterprise Analysis

Before we begin analyzing a system, it is vitally important to gain agreement about the scope 
of the project. During this initiation activity, we strive to understand, as early and completely as 
possible, what the project is to include and what will be excluded. Unfortunately, this activity 
often gets overlooked in the rush to get into detailed analysis or when jumping directly to a 
solution.

Before discussing the specific project with the sponsor and/or key user(s), analysts must 
familiarize themselves with the organization, department, business partner, or customer group 
that is at the heart of the project. By investigating at a high level the core business in which the 
company, agency, or organization is engaged, analysts can begin to understand the context in 
which the project will occur.

Common sources of high-level information include:

Annual reports or 10-K filings• 

Company, agency, or departmental mission and • 
goal statements

Home pages on the organization’s web site and • 
other internet sites

Additional information about the company or • 
department that may appear on its intranet

Next, analysts should review preliminary information about the project, such as a work request 
or project initiation document. They should look for previous studies or projects that targeted the 
same area. 

It is also important for the analyst to understand what has changed to cause the system or 
process to no longer perform at an adequate level. For instance, are there new regulations which 
mandate specific reporting requirements, has the customer base or the volume of work changed 
dramatically, or is the company in a financial situation demanding that cost reductions take place 
immediately? By recognizing what has changed, the analyst can better align the future solution 
to meet the business case. 

 
TIP: The analyst should look 
for what has changed in the 
business to warrant changes 
to the system, process, or the 
organization as a whole. Also, 
the analyst should consider 
the business needs, not just 
technology solutions. 
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Requirements Documentation

What’s in a name? That which we call a rose by any other name would smell as sweet.
William Shakespeare

Requirements documentation is called various names from organization to organization, for 
instance, Business	Requirements	Document	(BRD),	Software	Requirements	Specification	
(SRS),	Requirements	Specification	Document	(RSD), Requirements Package, and others. As 
many names as it may have, there are also many formats and templates.

Learning to write quality requirements is more important than the name of the document or the 
format of the template used. Once you understand how to write a good requirement statement, 
it can be inserted into the document type and name selected by your organization. For this 
workshop, we will focus on two different requirements document components:

• Requirements Worksheet (Rough Draft)—This is a working document and rough 
draft of requirements used throughout analysis work. It is useful for capturing user 
issues, needs, requests, and suggestions, as well as your own ideas at the time they are 
discovered. A worksheet will also be used when discovering and writing functional and 
non-functional requirements. Not every requirement captured will be written into the final 
requirements document.

Final Requirements Document—•	 Much of the information captured on the requirements 
worksheet is rewritten as well-formed, quality requirements statements, organized and 
formatted into a selected template. The requirements document can also include other 
related information, like current state and future state models, dictionary of terms, 
artifacts, and anything else that is necessary to better understand the requirements 
statements. The final requirements document should be validated by stakeholders and 
management. It may go through a number of revisions before final acceptance and sign-
off.
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The Requirements Worksheet

As analysts begin to work with a business system and process, 
they need a method to capture and document user requests, 
needs, and ideas along the way. It is helpful to use a tool, such 
as the requirements worksheet as a rough draft.

The requirements worksheet is a working document. This 
means that analysts will add, change, or remove information as 
they perform their analysis of a given system. The worksheet 
is a simple tool for analysts’ use, but it can also be helpful 
for validating requirements informally with the users. Before 
rewriting the final requirements statements, the analyst can 
review what they have captured in draft form. All validated 
statements can then be formalized into the final requirements document. Once that is completed, 
the finalized requirements and their associated models and artifacts in the requirements document 
will be presented for approval to proceed to design and implementation.

Analysts may create a requirements worksheet for each interview, meeting, observation, or 
other interaction with stakeholders. The worksheet should include a date and name of the 
stakeholder(s) involved for traceability purposes.

Information to record on the requirements worksheet might include:

User requests discovered during interviews, meetings, • facilitated sessions, or observations

Requirements provided in various written formats like email and memos• 

Analyst ideas as they are performing analysis work• 

One of the best ways to begin any analysis work is to start with a blank requirements worksheet. 
If the analysts already have a sense of any user’s needs (for example, things they heard during 
the project initiation), they should add them to the worksheet right away. Also, some very 
creative analysts begin to develop their own ideas for system enhancement as soon as an analysis 
project is assigned. We encourage using the worksheet as a sort of “parking lot” to ensure that 
creative ideas are not lost in the rigorous process of requirements discovery.

 
TIP:  
WRITE IT DOWN! Analysts should keep a working requirements worksheet handy at all times 
throughout the entire analysis process. They should write down anything that sounds like a 
business requirement, user need, system function, quality characteristic or constraint, as well as 
their own ideas. This way, requirements and ideas are not forgotten and can be validated and 
rewritten later in the requirements document. 
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Requirements Attributes for Traceability to the Source

Requirements have a group of relevant attributes that describe the requirement’s characteristics. 
Some examples of requirement’s attributes include:

Source or Owner—•	 The individual stakeholder or department that defined the 
requirement or made the request. Source can also represent the owner of the process. 
This is helpful when decisions must be made about the requirement’s priority or when 
clarification is necessary.

Date and Time•	 —The time frame that the requirement was captured. This helps identify 
when requirements are current, exceeded a timely implementation, or have expired all 
together. Another attribute could be added that explicitly states an expiration point.

Analyst & Author•	 —The person or team that wrote the requirement. This identifies the 
writer for clarification in instances where there is a misunderstanding or ambiguity. 

At the simplest level, a requirement should be traceable to the person or people that requested it. 
Having knowledge of the requirement requestor can be helpful in the following situations:

There are issues that need to be fixed• 

The • requirements wording needs clarification

Questions must be answered to proceed• 

More detail is necessary to understand the expected outcome• 

The • requirements must be validated for their accuracy 

Contradictory • requirements must be resolved

An easy way to establish a connection back to a person, group of stakeholders, or a department 
is to add a header to the top of a requirements worksheet which includes the names of the people 
that participated in an interview or requirements discussion. A date and time is helpful to get a 
better understanding of the time period for the requirements statements. On a lengthy project, 
requirements that were collected more than a few months ago will need rigorous review to make 
sure they are still relevant.
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Requirements Identification

Requirements should have some form of unique identification. This is necessary to track and 
trace requirements and potential changes in the process. It is also helpful when referring to 
requirements during writing, the review process, validation, and development.

There is more than one way to identify requirements. Review your company’s requirements 
document and standards, or if none are defined, the analyst can determine the most appropriate 
method. Below are some suggestions for identifying requirements:

Numbers•	 —A linear numbering scheme can be useful and simple. 

Letter(s) and number(s) combination•	 —This identification scheme can be useful to 
represent the type of requirement as well as its number. 

S.1-S.#: For • stakeholder requirements

F.1–F.#: For • functional requirements

NF.1-NF.#: For • non-functional requirements

Hierarchy—•	 There are times when a second level numbering scheme is appropriate. This 
can help establish a hierarchy between a parent or primary requirement and a group of child 
or secondary requirements. If depicting hierarchy and relationship between requirements is 
necessary, a suggested format is as follows:

F.1: Parent requirement• 

F.1.1: first child requirement• 

F.1.2: second child requirement, and so on• 

The same could be done with the general numbering scheme without any leading letter.

Requirement Name•	 —Using a short descriptive name is another possibility. It takes more 
creativity, more words, and more space on the page, but does not have a renumbering 
problem. As for quick reference, this is not the fastest method since you would have to look 
through the list to find a specifically named requirement. You could potentially list them 
alphabetically to reduce the locating time, but then any relevant grouping would be lost.

Auth.access—The • system shall authorize all user IDs before allowing access to the 
application.

 
TIP: Use caution when deleting or inserting new requirements. Word processing software may 
automatically renumber the requirements and potentially lose their traceability. 
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Organizing Requirements

Templates are a good place to start when building a Requirements Document. They are usually 
created with major category headings and suggestions for filling in the template. 

With many templates, the categories are broad and general, so it is helpful to create additional 
levels of organization or hierarchy to group similar requirements together. The following 
suggestions can help when organizing requirements:

Stakeholders, department, or business unit•	 —Representing requirements discovered 
from a group of stakeholders in interviews, meetings, facilitated sessions, or observations. 
The requirements that come from those interactions all have a similar context, scenario, 
and relationship to people. This keeps the relationship intact. For example, Human 
Resources, Accounting, and Payroll.

System module•	 —Groups of requirements may be centered around a particular part of 
the system, its specific functionality, and non-functional needs. An example of system 
modules could include employee records, timecards, and payroll. 

Features or functions•	 —Sometimes grouping requirements by like functionality can 
be useful when different programmers specialize in different system capabilities. For 
example, printing, queries, sorting, and user interface.

Use case•	 —Requirements can be separated by the associated use case. The requirements 
define the system functions, and the use case defines the context and the process scenario 
around which the system will work.
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Requirements Exclusions – Out of Scope

Requirements documentation should have a section for scope and requirements exclusions. This 
area covers the things that were analyzed and are not currently feasible, lack adequate resources, 
or are determined to be unnecessary. 

It is very common for analysts to hear more requirements than are possible to implement in even 
the most expensive, well-planned systems. Therefore, the requirements must be prioritized and 
selected as appropriate, to provide the most benefit for the user and business based on associated 
cost. When requirements are not planned for implementation, it is still a good idea to document 
that they were defined and considered but excluded from the entire project or just a particular 
phase. Defining the excluded requirements will prevent backtracking and issues that could 
happen when asked, “Why didn’t we get this, that or the other thing?” 

Along with identifying the excluded requirements, it makes sense to describe the reasoning 
behind the exclusions, like return on investment (ROI) figures, feasibility studies, time and 
efficiency analysis, or plain and simple out of scope.

The Phased or Iterative Approach

Many organizations find value in breaking complex projects into smaller units, modules, 
iterations, or phases. Requirements and associated documentation may be developed for that 
segment of the project. The project can move forward into implementation, and analysts can 
begin investigating the next project phase. This allows the organization to realize benefits, reduce 
risk, fix issues quickly, be more responsive, and make sure that the requirements are fresh and 
completely accurate. It also allows for amending problems along the way. 

If a phased or iterative approach is planned, then a proper scope and phase plan needs to be 
defined. The scope will identify the entire project area and then each phase or iteration needs to 
be outlined individually. The expectations for what requirements will be elicited, documented, 
and implemented are narrowed to that particular area. 

In some instances, requirements may be gathered during the analysis work that may not be 
planned until a later phase or iteration. These requirements can be included in the requirements 
document, organized under an appropriate header for future consideration. In this way, an 
expectation is set in advance that not all requirements will be addressed the first time around. 
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Dictionary of Terms

Business language is filled with a multitude of specialized terms, acronyms, initializations, and 
abbreviations. This can create confusion for an analyst who may only be working with a business 
unit, functional area, or stakeholder for a short period of time on a particular project. It can also 
create confusion for the other people who have to work with a requirements document and its 
associated documentation after the analyst is done. For instance, the developer that receives 
the requirements may have questions about terms that are used throughout the document if the 
meaning of the word is not defined. In addition, acronyms are used so frequently that eventually 
their original meaning or the words that they have replaced may become lost. 

Creating a dictionary of terms, also called a glossary, is a very simple step in the process. All 
that is needed is a blank piece of paper or a word processing file that gets updated on a regular 
basis. It may be helpful to create an enterprise-wide dictionary and then build a supplemental 
dictionary with terms specific to the project. Additions can be made in the following instances:

Business terms•	 —words specific to a job function or business unit, for example:

Credit limit = A dollar value assigned to a customer based on their credit worthiness.• 

Acronyms•	 —lettered abbreviations that replace a group of words, spoken as a made-up word, 
for example:

CSOC = (pronounced C-sock) The customer sales order cycle represents the functions of • 
entering the sales order, picking the order, packing the order, invoicing the customer, and 
receiving a payment.

Initializations•	 —lettered abbreviations that replace a group of words, and are spoken as 
individual letters, for example:

SOS = (sales order system) represents all the activities performed by an Order Entry • 
Specialist involved in entering a sales order at the Denver sales office.

Abbreviations•	 —a shortened version of a longer word or phrase, for example:

Rev. = (Revision) indicates the revision level of a product.• 

• Synonyms—words which are found through various requirements and modeling documents 
that are used interchangeably, for example:

Finished Goods = A product that our company sells to the customer. • Synonyms include: 
products, inventory, goods, items.
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•	 Data	Definitions—a representation of data elements and their associated attributes. The 
attribute names should be used consistently throughout all documentation, for example, 
product number should not be referenced as part number, item number, part # or inventory 
item number. Available quantity should not be referenced as quantity on hand, inventory 
amount, product quantity, etc. Additional data models like Class Models and Object 
Definitions are often created to define the characteristics of complex data elements commonly 
stored as records in a database or other data repository. Each attribute would represent a field 
of that record. An example of a data dictionary entry would be:

Product = Product number + product name + product description + price + discount + • 
rev. + available quantity + location + weight + dimensions

 
TIP: Develop and maintain a dictionary of terms throughout the project. This will reduce 
misunderstanding and help clarify the meaning of words for modeling and requirements 
documentation. It will assist everyone involved in the requirements process to have the same 
interpretation for the words being used. 
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Planning Requirements Work

Once a project has been initiated, there is a lot of work that needs to be performed. The 
SDLC gives some structure as to how that work should be executed, but the high-level work 
components need to be broken down into more specific tasks. This will help keep the analyst(s) 
on track when performing the work and it will also offer a guideline as to where we are in the 
project and where we still need to go. Here are a few suggestions when planning requirements 
work:

Plan the work and then work the plan•	 —Select and estimate your work based on 
industry-recognized practices, previous experience, and the methodology selected before 
you get started. This will help keep you focused. It can also work as a task list, and can be 
useful after the work is done for future estimates and time justifications.

Check for any earlier studies that may have been done recently•	 —Why repeat work?

Try	to	get	written	information	first.•	  It will help provide a better understanding of the 
existing system and identify gaps or questions to follow up with the stakeholders.

Perform interviews, facilitate meetings, or observe•	 —This is used to verify or validate 
the written information we collected earlier. It gives the analyst a chance to interact with 
the stakeholders and identify stakeholder, functional, and non-functional requirements. 
Observing a procedure will give the analyst firsthand knowledge of how it really works.  

Work	from	general	to	specific,	high	level	to	detailed•	 —Analysis is most useful when 
we recognize the big picture first and then work toward more detailed levels of analysis. 
This helps put things in perspective, guides the overall vision of the analysis work, and 
lays the foundation for the project.

Plan for •	 iteration—Remember that the best requirements are not discovered at first 
glance. It takes time, patience, and multiple passes to develop a good understanding of 
the current state system(s) and process(es). An iterative approach allows the analyst to 
discover important information and write quality requirements.

Plan time for requirements communication, review, and •	 approval—An important 
way to keep the project in check and ensure the quality of requirements is through 
requirements communication. Multiple review sessions can be held with users, managers, 
subject matter experts, or anyone that has a stake in the project to discuss requirements 
statements and related information. The requirements should be revised and reviewed 
until everyone is in agreement. Sign-off approval authorizes the requirements to move 
into the design phase.
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Consider the work that needs to be performed in the following requirements areas:

Tasks

Business Requirements

Stakeholder Requirements

Functional Requirements

Non-Functional 
Requirements

Requirements 
Communication
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