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Gaps in Observation Tool Requirements


This document is a rough draft of missing information that is needed in v1.0 of the MCESA Observation Tool requirements documentation in order to provide an appropriate level of clarity and definition of the business needs with subsequent application functionality.

Identified as Missing
1. Traceability
For purposes of Requirements Traceability, each section of the document should be outline numbered using Microsoft Words’ built-in Heading styles, e.g. Heading 1, Heading 2, Heading 3, etc. The headings will likely be modified slightly for cosmetic clarity and readability. (See Headings on page 3 of the existing document for an example.)
2. Formatting
a) For tables spanning multiple pages, heading rows should repeat (see Revision History on pages 3-4 for an example).
b) More white space is needed for readability
c) The first instance of acronym usage should be written out, immediately followed by the associated acronym enclosed within parentheses (see paragraph 3, page 3, last sentence – “Arizona Department of Education” is missing the acronym ‘ADE’, which appears on page 4 as ‘ADE’ only).

3. Confidentiality
Add a confidentiality statement to the footer area of each page within each requirements document.

Included and Useable
4. Revision History
Recommendation: The document should be treated as a ‘living document’, meaning that all subsequent application modifications necessitating a change to the requirements document content will be captured in the original document. This requires that specific, detailed changes be logged accordingly in the Revision History section of the document, preferably with hyperlinks to the associated place in document where the change was made. A reliable versioning tool is critical to this recommendation so that the former state of the document is retained and available whenever needed for reference or rollback.
5. Reference Documents
Editorial Note for Consideration: The existing document contains embedded reference documents. This is very reader friendly and ensures that the exact version of the document that was referenced at the time the document was written is available. However, one thing to consider is the impact this has on the overall size of the saved document over time, especially if it is to be a ‘living document’. This becomes a problem when distribution via email is needed. This can be overcome by some degree by zipping the document; but, eventually, the document can become so large that a zip splitting utility is required for external distribution.
Following is a list of sections that I typically include in Requirements documentation. It should be noted that every section listed below may not always be applicable to the focus deliverable, depending on size and scope. When this is the case, the section remains visible in the document, but a sentence will appear beneath the Heading section explaining that the section does not apply 

In addition, the decision to consolidate business and system / functional requirements into one document (BSRD) is sometimes more efficient when the scope is small to medium in size, particularly when the client will be approving both documents. Please keep these facts in mind when reviewing the following list:
Table of Contents
· Auto generated from Heading levels 1-4
Revision History

· Uses draft numbering standards until approved (.01, .02, .03, etc. | then 1.0, 1.1, 1.2 and so on for final). Revision History will become more detailed with specific changes to existing, approved documentation in order to serve as a quick reference by users for locating explicit functionality.
Approvers and Reviewers
· List of requirements document approvers representing business partners and appropriate ADE personnel
· List of requirements document reviewers representing ADE IT personnel involved in the design and development of the application
Project Overview
· Recap of the larger Project and its goals
Scope of Work
· In Scope
Traceable (using appropriate level of Heading hierarchy) work stream deliverables or high-level functionality that IT will solution to satisfy this iteration of the overall project.
· Out of Scope
Traceable (using appropriate level of Heading hierarchy) functionality that IT will not solution for this iteration of the overall project, but could be related in some manner to the In Scope deliverables for this iteration in the minds of the business partners. If a change request will be required to implement, this should be stated; or, if the Out of Scope item will be delivered later in the project, this should be stated.
Purpose

· This is the business case for the deliverables being defined by these requirements.
Assumptions

· Traceable (‘AS’ + <space> + section sub-heading at the appropriate level, e.g. AS 2.1.1)

· Propositions relative to the requirements (business needs) that are taken for granted, or, presumed to be true. Without them, the project would be at risk.

               Example:

	AS ID
	Assumption

	AS 2.1.1
	MCESA will provide a list of users to be granted access to the REIL DSS application a minimum of one month prior to the agreed upon ‘go live’ date.

	AS 2.1.2
	Users will have an approved AZ Department of Education logon User ID and password as required by the REIL DSS application.

	AS 2.1.3
	The infrastructure will support role-based security based on logon User ID and password (see AS 2.1.2).


Constraints

· Traceable ‘CON’ +<space> + section sub-heading at the appropriate level, e.g. CON 5.1.1)
· List of potential or known bottlenecks to successful delivery within budgetary and time-to-market expectations of the business.
Dependencies

· Predecessor
Upstream dependencies required to be available to or occur before the application or process under design
· Successor
Downstream dependencies that require the availability or occurrence of processes or capabilities associated to the deliverables for the iteration being defined by the requirements.
Reference Documents
· Table of all documents referenced by the author(s) of the requirements document.
Business Process Flow diagrams (as appropriate)
· Create activity / business process diagrams when doing so will aid the developer’s understanding of how their deliverables will be used by the business
Business Requirements with Rules
· Traceable (‘BR’ + <space> + section sub-heading at the appropriate level, e.g. BR 4.1.2)
· Singular statements of business needs for the product or capability under design – usability

               Example:
	BR ID
	Requirement

	BR 4.1.1
	User will log on to the REIL web application with Windows User ID and password

	BR 4.1.2
	User will have limited visibility to displayed options based on log on


· Associated business rules are included in the same cell as the Requirement to which they apply.
· Should answer who, what, and when only…never how. No statements related to ‘the System’ should appear in the Business Requirements. Each need should be focused on the user.
Data Requirements

· BRD
Provide a list of all logical data objects required to meet the business needs for the deliverable being defined by the requirements. This list includes business definitions for all logical data elements, as well as applicable rules.
· SRD
Provide a data map of each logical data object from the BRD to its existing, physical counter-part in the database. Includes the existing data structures, which serves to force a review of the schema in the event changes or additions are required.
Data flow diagrams are particularly useful and should be included to aid in identifying upstream and downstream impacts.
Reporting Requirements (if required)
· High-level identification of transactional reporting requirements of the business. Detailed reporting requirements would be covered in a separate document due to the unique focus of these documents.
Analytics Requirements (if required)

· High-level identification of dashboard, scorecard, and other summary analytics requirements of the business. Detailed requirements would be covered in a separate document for the data warehouse / business intelligence build team.
User Education / Training

· High-level business expectations for end user education in using the tool
· Stays in document, but contains a statement such as, “End User education is not required.”
System Requirements (in BSRD or SRD only)
· Traceable (‘SR’ + <space> + section sub-heading at the appropriate level, e.g. SR 3.1.2.1)

· Singular statements of system response required to ensure the success of each identified Business Requirement.

               Example:

	BR ID
	SR ID
	Requirement

	BR 4.1.1
	SR 8.1.1
	BR: User logs on with Windows ID and password
a) System validates login parameters using Single Sign On (SSO) LDAP capability;
b) System displays Welcome Page of REIL DSS web application if validation successful; or
1) System displays Error Message popup on Logon using natural language wording of the cause of the failed logon and recommended next steps for end user;
A. User clicks on ‘OK’ button to acknowledge error;
B. System closes Error Message popup and remains on Logon screen.
2) <Another alternate flow would go here if applicable>

	BR 4.1.2
	SR 8.1.2
	BR: User will have limited visibility to displayed options based on login
a) System validates display options against established role-based security capability using user login criteria;

b) System opens to the Welcome Page of REIL DSS web application and displays only those navigation options for which the user’s role allows

	BR 4.1.2
	SR 8.1.3
	BR: User will have limited visibility to displayed options based on log on
a) <Interaction with an external system or process may be required in order to enable the successful fulfillment of this same BR 4.1.2. In this case, because ‘the system’ refers only to the new application under development, a different SR identifier is required that specifically names that system or process.>


· Associated business rules are included in the same cell as the Requirement to which they apply.

· When a single Business Requirement (BR) requires more than one System Requirement in order to satisfy the need, then the BR identifier repeats in a new cell immediately following the related BR of the same identifier. In the case, the SR identifier of the second identical BR instance would be a new SR, consecutively numbered SR identifier.  Please see rows one and two in the table examples immediately above.
Non-functional Requirements (aka Technical Requirements)
· Traceable (‘TR’ + <space> + section sub-heading at the appropriate level, e.g. TR 8.1.1)

· System inputs, including source, accuracy, range of values, format and frequency
· System outputs, including destination, accuracy, range of values, format and frequency
· Minimum system requirements for user equipment accessing the tools
· Internal and external hardware and software interfaces
· Communication interfaces (handshaking, error handling, and communication protocols)
· User-expected response times for all required operations
· Other timing considerations, such as processing time, data transfer timing, and system throughput
· Security expectations, e.g. role-based security for user log on parameters
· Service Level Agreement (produced by AZed Service Manager – external to MCESA REIL Team)
Future Growth Opportunities

· This section contains ‘parking lot’ deliverables that include ‘nice-to-have’ requirements
Requirements Traceability Matrix

· BRD
Recorded log of all requirements in the documents, grouped by type, e.g. Assumptions, Constraints, Business, etc. This serves to provide a cohesive listing of requirements for use by Project Management and Development in formulating tasks and assigned resources.
· SRD
Recorded log of business requirements and each related functional / system requirement defined as the response to be implemented to fulfill each stated business need. This serves to provide a cohesive listing of requirements for use by Project Management and Development in formulating tasks and assigned resources.
APPENDICES
· Glossary (Acronyms and Terms specific to the document)

· Screen Captures / Wireframes
· Other Supporting Documentation
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