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Document Control

1.1 Amendment History

	Version No.
	Date issued
	Amended By
	Reason for changes

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


1.2 Associated Documents

It is recommended that the following documents are read as they provide support and context for the contents of this document.

	Title/Version
	Date

Issued
	Location/

hyperlink

	e.g. Business Case
	
	

	e.g. Web Process Flows
	
	

	e.g. Statement of Work
	
	

	
	
	

	
	
	

	
	
	


Review List

This document has been issued to the following for review.  Each individual is required to sign off their area of expertise.  A date will be entered into the ‘date’ column if the business area has responded and blank if not.  If the former case applies then exception numbers will be entered into the ‘Exception nos’ column if the business area has risks/issues to raise, and blank if not. The document will be then accepted to signed-off status on condition that the Risks/Issues are resolved.

Risks and Issues will not be detailed in this document but recorded within the Project Log and managed by the project manager.

	Name
	Business Area
	Reason for Inclusion
	Date
	Exception no’s

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Exception no.
	Description
	Status

	
	
	

	
	
	

	
	
	


1.3 Additional Distribution List

	Name
	Company

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Glossary of Terms

	Abbreviation/

Terminology
	Interpretation/Description

	
	

	
	

	
	


Purpose of this Document

This document is designed to

· define all specific quality standards necessary to ensure that the level of service delivered is at least that which the Customer is expecting to pay for

· define the high level functional requirements of this project

· provide all quality measurements appropriate to the various testing phases of the Project

· provide all quality measurements appropriate to determining the success or otherwise of the project post implementation

· act as the signed and documented agreement between supplier, and the Customer as to the business requirements that will be fulfilled

The level of detail provided will be sufficient to allow the Design Team to consider what technical options may be available to fulfil the requirements and to then recommend which of those options provides the best match.

This document will not

· assume, derive, discuss or lead to any particular technical solution

· summarise, derive or discuss the justification for the project

· document any requirements that cannot be definitively measured for proof of delivery

Once signed-off, it will only be amended by ‘Formal Review’ and signoff of a newer revised version.

Introduction

1.4 Background

The purpose of the project, and any important contextual information.
1.5 Objectives of this Project

1.6 Known Business Rules

1.7 Scope of this Project

The areas of functionality that are being covered in this project are:
Products within scope are:
1.8 Exclusions from Scope

This project does not cover:
Sometimes it helps to avoid confusion to make it clear what areas the project will not cover. E.g. if you are re-working the content of your site but don’t want to change the look and feel, state this here.

2 Business Requirements

2.1 Business Process Overview

It may be helpful to include a diagram of the business processes the project is implementing.
2.2 Detailed Business Requirements
Requirements gathering can be a tricky business – it’s tempting to put in every requirement you can think of, just in case you need the functionality later.  But overstuffing requirements is exactly how projects can become bloated and slow.  Ruthless prioritisation of requirements can help this.  In an agile approach all requirements are put in priority order from 1 to n and the most important requirements are developed first.  As the project develops or new requirements come along priorities are re-assessed.  The idea behind this is that the requirements that deliver the biggest benefit will be delivered as soon as possible and less important priorities will wait until the end of the project or be removed altogether.

In non-iterative project approaches e.g. waterfall you are likely to be delivering against all your requirements at the same time and you may not have the freedom to put some requirements on the back burner.  It’s still critical however to know up front which requirements are the must haves and which can be reviewed if implementation becomes impractical.  A simple scale as shown below can be helpful (Mandatory, Desirable, Optional, Removed).  
	Number
	Description
	Type
	Raised by

	1. 
	
	
	

	2. 
	
	
	

	3. 
	
	
	

	4. 
	
	
	

	5. 
	
	
	

	6. 
	
	
	

	7. 
	
	
	

	8. 
	
	
	

	9. 
	
	
	

	10. 
	
	
	


Type Key

M - Mandatory

D - Desirable

O - Optional

R - Removed

2.3 Data Requirements

2.3.1 Data Requirements

The following diagram shows the handoffs between business areas in terms of data.
2.4 MI Reporting Requirements

A weekly report will be available on 

· List your core metrics here
3 Non-Functional Requirements

	Number
	Category
	Requirements
	Type
	Raised by

	1. 
	Archiving
	e.g. All web transactions will have an audit trail stored against the customer record and will be kept for 3 years (DPA)
	
	

	2. 
	Availability
	
	
	

	3. 
	Continuity
	
	
	

	4. 
	Performance
	
	
	

	5. 
	Resiliency
	
	
	

	6. 
	Robustness
	
	
	

	7. 
	Volumes
	
	
	


3.1 Volume Model

It is estimated that x% of customers will purchase product y
BUILD CHART
3.1.1 Customer Experience

Do you have any requirements from the customer experience e.g. page download times? 
3.2 Search Engine Optimisation

Do you have specific requirements in terms of making your site more search friendly?

3.3 Maintenance

What are the key considerations for maintaining the website – does it need to be outsourced or do you require handover to internal teams?

3.4 Shelf Life

What longevity must the solution have?
3.5 Security requirements

3.6 Constraints

3.7 Integrity

3.7.1 Robustness

· What should happen if there is a failure in the system?
3.8 Compliance

3.8.1 Auditing

What audit trail is required for each transaction?
3.8.2 Legal

What legislation or legal guidelines must the solution comply with?
3.8.3 Internationalisation

3.8.3.1 Language Handling

Is there a requirement for pages/site to be multi-lingual or comply with legislation such as the Welsh Language Act?
3.9 System Operations

· System backup will occur xxx
· Archiving and Restore capability will occur xxxxxx
· Escalation procedures will occur xxxxxxx
4 Key Working Assumptions
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