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1. Document Info

The purpose of this document is the identification of the requirements gathering analysis activities to:

· Ensure no sources are omitted.

· Identify weaknesses in the origination of requirements.

· Act as a catalyst for the identification of additional techniques and sources by conveying to stakeholders and teams items possibly relevant to requirements analysis.

Not all techniques and sources will be utilized in every business requirements analysis. The analysis scope should be tailored to meet the unique characteristics of each project.

2. Identification of Stakeholders

Stakeholders are organizations (other than DoITT) who have requested the application, must implement or use the application or who have an interest in the outcome of the application.  

For applications directed at public or non-organizational use, efforts should be made to identify and receive input from a representative of the group (i.e. for users who are small business owners, a representative stakeholder could be a small business owner organization).

	Organizational Stakeholder
	Contact Name/Info
	Description of Stake

	
	
	<i.e. Requestor, User, Implementer>

	
	
	


3. Interviews

One-on-one interviews with process participants, technical experts, users and stakeholders about:

· Current state experiences

· Current state strengths and weaknesses

· Future state needs

· Future state desires or proposed solutions

· Future state goals

	Name/Role
	Organization
	Interview Date
	Interviewer

	
	
	
	

	
	
	
	


4. Requirements Workshops

Requirements workshops are meetings with the relevant user roles which concentrate on the current and future processsz or systemz. These sessions facilitate quick gathering and alignment of key stakeholders’ requirements, business needs and priorities. They also help in achieving input and buy-in from a cross-section of stakeholders. They are useful in resolving and clarifying issues.
	Organization
	Attendees
	Date
	Facilitator

	
	
	
	

	
	
	
	


5. Documents Analyzed

Resources are existing process and technical documentation, memos, notes, research, diagrams, white papers or other resources relevant to the current or future state, needs, constraints, regulations or proposed technology.

	Document Name
	Description
	Document Date
	Reviewed By

	
	
	
	

	
	
	
	


6. Applications Reviewed

Current applications, interfaces with current and future state applications, or model applications for the future state which are reviewed in the analysis process.

	Application Name
	Description
	Review Date
	Reviewed By

	
	
	
	

	
	
	
	


7. Documents Generated in Analysis Process

These are documents generated in the requirements analysis process summarizing the relevant information from the items listed above. The information in these documents will form the basis of the requirements developed. Not every item reviewed need have a corresponding document generated.

	Document Type 
	Document Name 
	Document Date
	Hyperlink

	<JAD Meeting Notes, Interview Notes, Document Analysis Notes>
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