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Purpose of the Business Requirement Report

The Business Requirement Report describes the major work completed during the Analysis Phase of the project. It is the place where you describe the high-level and functional business requirements, the solution acceptance criteria, process and data models, etc. All of the information in this document should be at a level where it can be reviewed and understood by the business client. As such, they should approve the document showing that they are in agreement with the content. .

Note that some of the sections in this document can be large. If so, they can be moved to appendices to make the document easier to read and review. 
(Remove this comment section from final document.)

Project Overview

Describe the background and context for the project and why it is being undertaken. Speak to the business value of the work being performed. This section can be copied from the Project Definition or another prior document. (Remove this comment section from final document.)

Glossary

Create a glossary of any terms that may not be familiar to the reader. Since the requirements could get very detailed in terms of specific business processes, not all of the readers may understand all of the terms. Don't define the obvious ones - just the ones that you think do not have a common meaning or will be unknown to some readers.   (Remove this comment section from final document.)

Requirements

This section describes the overall needs of the entire solution. Begin by briefly describing the general capabilities the solution must have to meet the objectives of the project.  For example, a general requirement might be that the solution must be available 24 hours a day. Specific functionality (not documented here) is that a financial control report must be created every month for the auditing department. (Remove this comment section from final document.)

General Business Requirements

Many times, it may not be clear whether a requirement is general or functional. In those cases, just be arbitrary and include them here. The requirements can be written as typical statements of features and functions, or they can be documented using use cases. 

The table below lists the general requirements. Each requirement has been ranked by relative importance as "H" (High), "M" (Medium), and “L" (Low).  High priority requirements are must-haves. The application cannot be delivered without it. Medium priorities are those that are important, but that can wait until later for implementation if necessary. In general, low priority requirements will not be addressed, but they are documented as nice-to-haves.  Given the general workload of most departments (lots of high and medium priority work), low priorities probably will never be addressed as a part of the final solution. 

Assign a unique number for each requirement so that it can be traced throughout the different phases of the software development life cycle. . 

Note that some of the parts of this section can be large. If so, they can be moved to appendices to make the document easier to read and review. (Remove this comment section from final document.)

	#
	Rank
	Requirements

	G1.0
	Enter Ranking (H/M/L)
	Describe the requirement in terms of the overall functionality the solution should have.

	G2.0
	Enter Ranking (H/M/L)
	Describe the requirement in terms of the overall functionality the solution should have.


Detailed Functional Requirements

This section describes the more specific needs of the various major functions of the solutions. The descriptions of the requirements are the same as the general case; however, these requirements only apply to portions of the final solution. For instance, in an Accounts Receivable system, the cash application may be a specific functional area, and the General Ledger feed may be a different functional component. 

The requirements can be written in typical statements of features and functions, or they can be documented using use cases.

The table below lists the general requirements. Each requirement has been ranked by relative importance as "H" (High), "M" (Medium), and “L" (Low).  High priority requirements are must-haves. The application cannot be delivered without it. Medium priorities are those that are important, but that can wait until later for implementation if necessary. In general, low priority requirements will not be addressed, but they are documented as nice-to-haves.  Given the general workload of most departments (lots of high and medium priority work), low priorities probably will never be addressed as a part of the final solution. 

Assign a unique number for each requirement so that it can be traced throughout the different phases of the software development life cycle.

Note that some of the parts of this section can be large. If so, they can be moved to appendices to make the document easier to read and review. (Remove this comment section from final document.)

	Business Requirements

	#
	Ranking
	Requirements

	D1.0
	Enter Ranking (H/M/L)
	Describe the requirement in terms of the overall functionality the solution should have.

	D2.0
	Enter Ranking (H/M/L)
	Describe the requirement in terms of the overall functionality the solution should have.


Business Process Model

The purpose of process modeling is to take all of the business requirements and put them together to precisely and accurately define the business process. All processes have inputs, some actions that transform the input, and an output or result. When doing process modeling, first look for the high level series of related activities that represent one logical process. Give this process a descriptive name – usually in the form of a noun. For instance, there may be a series of activities that describe a process called “Sales Order.” The process itself can be described in terms of a business definition, frequency of occurrence, relative importance, etc.

Look for all of the detailed activities that you uncovered that describe portions of this process. Some may be at a higher summary level, and others may be more detailed. However, first group them all together. 

Start laying out the underlying activities in order, based on what happens first, second, third, etc. Each of these activities should be action oriented, and they are usually described in phrases beginning with a verb. This is not too much different than when you created the network diagram for the workplan. In some cases, activities can be done in parallel. In other cases, one activity must wait until another activity is completed. If you find that an activity is expressed at a summary level, it should be broken down into its more fundamental components. 

Modeling tools allow you to document the underlying processes, tie the activities together, keep track of inputs and outputs, etc. If you are using a process-modeling tool, place some comprehensive and easy-to-read reports and diagrams in this section. 

If you are using a modeling tool, see what types of diagrams are available to represent the major business processes. Include the process models here. If you created any process models manually, include them here as well. 

Note that some of the parts of this section can be large. If so, they can be moved to appendices to make the document easier to read and review.  (Remove this comment section from final document.)

Context Diagram 

A context diagram depicts how your solution interacts and interfaces with the outside world. The context diagram emphasizes the integration between systems and is a reminder that when your application changes, the interface may need to change as well. The context diagram also assists people in understanding how the project fits into the overall system environment. 

To develop the context diagram:

Place the current application in the center of the diagram in a box. Use additional boxes around the main application to represent all major external interfaces. These may be other applications, external companies or organizations, groups that are providing input or receiving output, etc.

For each interface, provide some details and description. For instance, describe whether the interface is internal to your company or external, whether it is providing or receiving information, what the interface is (web, paper, tape, files, etc.). (Remove this comment section from final document.)

Process Decomposition  
Process decomposition shows the breakdown of high-level processes into the lower level activities that make up the process. A process modeling tool may provide a nice report for this type of information. Otherwise, the basic format could be as simple as the following information. (Remove this comment section from final document.)

Overall process 1


Major activity #1



Detailed activity #1

Detailed activity #2
Detailed activity #3

Major activity #2
Major activity #3

Process Descriptions  

Describe each of the high-level processes defined previously (not the activities, just the processes). Typical information to include for each process is defined below. (Remove this comment section from final document.)

*

	Process Name
	Same name as defined earlier in the process decomposition.

	Purpose
	Why is this process performed? What is the business value?

	Description
	Describe the overall process in words.

	Business Priority
	(High / Medium / Low)

	Estimated Frequency / Duration
	Are there any obvious metrics or expectations for the process? For instance, does it need to be completed within a certain timeframe?


Events

Events are occurrences that cause a process to be initiated. The event may be external to the company or to the department that is performing the process. The event may also be time based. For instance, many financial processes are triggered by the closing of the financial period on a monthly and yearly basis. If it looks like a process is triggered by the completion of another process that is internal to the company or to the group, it is likely that the process you are looking at is part of a larger process and not one that stands on its own. (Remove this comment section from final document.)

	Process Name
	Event Name
	Event Description
	Frequency

	Same name as defined earlier in the process decomposition.
	Name of the event
	Describe the nature of the event that triggers the process. Is it an external event or a time-based event?
	How often does the event occur?

	
	
	
	


Business Data Model

There are two fundamental purposes for formal data modeling. First, it provides a precise language and syntax to represent the relationships between data entities. If the modeling is done broadly enough, all the important data utilized by the company can be represented this way. As an example, how difficult would it be for your company to agree on the precise definition of a customer? At some companies, it takes months to define what a customer is, agree on the common attributes, and gain a common understanding of how the customer relates to various other entities. 

The other important aspect of data modeling is that it is used to define entities and relationships in ways that can be used to store the underlying business data. This leads us to be able to define files and databases in a way that will allow business applications to process the information correctly. As an example, you may discover that many customer attributes are relatively static. You may also realize that one customer may generate many orders. These simple facts allow you to create two database tables – one to hold the customer attributes and one to hold order information. Each can be keyed on a common customer number. This saves storage space, allows for faster processing and makes the data easier to maintain. 

Note that some of the parts of this section can be large. If so, they can be moved to appendices to make the document easier to read and review. (Remove this comment section from final document.)

Data Models

If you are using a modeling tool, see what types of diagrams are available to represent the major data relationships. Include the data models here. If you created any data models manually, include them here as well. (Remove this comment section from final document.)

Data Descriptions  

Include all the major data elements and a description. There may be thousands of data elements in the final application. Use this section to define the major elements that are at the core of the solution. (Remove this comment section from final document.)

	Data Element Name
	Attributes
	Data Description

	Name of the element. Use the name consistently in documentation and the solution.
	Are there obvious attributes from a business perspective? i.e. Character, numeric, length, default value, etc.
	Describe the precise meaning of the element. If this major element is made up of other minor elements, list those minor or related elements here.
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