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Project Initiation Documentation
[bookmark: _Toc250629489]Project Scope
[bookmark: _Toc8091735][bookmark: _Toc245361547][bookmark: _Toc250629490]Project Statement of Purpose
[bookmark: _Toc8091736][bookmark: _Toc245361548][bookmark: _Toc250629491]Objectives
	ID
	Objective

	OB1

	

	OB2

	

	OB3

	

	OB4

	

	OB5

	

	OB6

	



[bookmark: _Toc245361549][bookmark: _Toc250629492]

Project Problems/Opportunities
	ID
	Problems
	Opportunities

	PO1

	
	

	PO2

	
	

	PO3

	
	

	PO4

	
	

	PO5

	
	

	PO6

	
	


[bookmark: _Toc8091737][bookmark: _Toc245361550][bookmark: _Toc250629493]


Business Risks
	ID
	Business risk
	Prob-
ability
	Risk response
	Impact

	RI1
	



	
	
	

	RI2
	



	
	
	

	RI3
	



	
	
	

	RI4
	



	
	
	

	RI5
	



	
	
	



[bookmark: _Toc22027491][bookmark: _Toc245361551][bookmark: _Toc250629494]
Project Assumptions
	ID
	Assumptions

	AS1

	

	AS2

	

	AS3

	

	AS4

	

	AS5

	

	AS6

	



[bookmark: _Toc245361552][bookmark: _Toc250629495][bookmark: _Toc8091739]

Project Constraints
	ID
	Constraints

	CO1

	

	CO2

	

	CO3

	

	CO4

	

	CO5

	

	CO6

	





[bookmark: _Toc245361553][bookmark: _Toc250629496]External Interactions

[bookmark: _Toc245361554][bookmark: _Toc250629497]Context Level Dataflow Diagram



 <sample below was built using MS Word Draw>

[bookmark: _Toc8091740]

<project name>
<external agent>
<data coming into business area>
<data going out of business area>


[bookmark: _Toc245361555][bookmark: _Toc250629498]
Textual Context Level Dataflow
	ID
	External Agent
	Data Coming From E.A.
	Data Going To E.A.

	DF1
	


	
	

	DF2
	


	
	

	DF3
	


	
	

	DF4
	


	
	

	DF5
	


	
	

	DF6
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Dataflow Descriptions
	ID
	Dataflow Name
	Dataflow Description

	DD1

	
	

	DD2

	
	

	DD3

	
	

	DD4

	
	

	DD5

	
	

	DD6

	
	

	DD7

	
	

	DD8

	
	

	DD9

	
	

	DD10

	
	

	DD11

	
	

	DD12
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High Level Processes
	ID
	High Level Process

	HLP1

	

	HLP2

	

	HLP3

	

	HLP4

	

	HLP5

	

	HLP6
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[bookmark: _Toc245361558][bookmark: _Toc250629501]Items Out of Scope
The following items/areas will not be included in this project.
	ID
	Items Out of Scope

	OOS1

	

	OOS2

	

	OOS3

	

	OOS4

	

	OOS5

	



[bookmark: _Toc8091743][bookmark: _Toc8091733][bookmark: _Toc250629502]
Project approach or methodology 

[bookmark: _Toc250629503]Project stakeholders

	Name
	Title
	Role
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[bookmark: _Toc8091745][bookmark: _Toc250629504]Requirements rules/guidelines
[bookmark: _Toc8091770][bookmark: _Toc8091746]
1. 
2. 
3. 
4. 
5. 
6. 
[bookmark: _Toc245361559][bookmark: _Toc250629505]
Glossary

	ID
	TERM

	DEFINITION

	GL1
	

	

	GL2
	

	

	GL3
	

	

	GL4
	

	

	GL5
	

	

	GL6
	

	

	GL7
	

	

	GL8
	

	

	GL9
	

	

	GL10
	

	



[bookmark: _Toc245361560][bookmark: _Toc250629506]
Business Requirements
[bookmark: _Toc8091747][bookmark: _Toc250629507]Business Process Requirements
[bookmark: _Toc250629508][bookmark: _Toc245361561]Process workflows


[bookmark: _Toc250629509]Process decomposition diagram




[bookmark: _Toc245361562][bookmark: _Toc250629510]Process list

1. 
a. 
b. 
c. 
2. 
a. 
b. 
c. 
3. 
4. 
a. 
b. 


[bookmark: _Toc245361563][bookmark: _Toc250629511]Process text template
<Copy this table for each process>

	Process ID:
	


	Process Name:
	


	Detailed Description:
	






	External Agents Involved:
	



	What causes the process to occur?
	



	What happens after the process is complete?
	



	Business rules:
	



	 
	Data (attributes):

	CRUD

	Source

	
	

	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Additional notes:
	


	Information source:
	




	

Functional Requirement – AS IS

	List the group(s) that currently perform this process.

	

	How is the process currently performed?
	


	Who uses the output?
	


	Metrics (only required if the process is a candidate for re-engineering):
	

	How often is the process performed currently? (i.e. daily, weekly, monthly)

	

	How many occurrences of the process are completed within the above time frame?

	

	How long does it take to perform the process in the current environment? (specify minutes or hours)
	

	Efficiency rating (1 to 5, 1 is lowest)
	

	
Functional Requirement – Suggestions/notes for TO BE

	Anticipated future changes?
	



	List the group(s) that may perform this process.
	



	Desired time to complete process? (specify minutes or hours)
	

	Anticipate future volumes?
	

	Implemented in Use Case ID(s):
	




[bookmark: _Toc8091750][bookmark: _Toc250629512]
Business Data Requirements
[bookmark: _Toc8091751][bookmark: _Toc245361564][bookmark: _Toc250629513]Entities
	
ID
	
Entity Name
	
Unique Identifier
	Number of Occurrences
	Owner/Author

	
	
	
	Current
	Future
	

	EN1

	
	
	
	
	

	EN2

	
	
	
	
	

	EN3

	
	
	
	
	

	EN4

	
	
	
	
	

	EN5

	
	
	
	
	

	EN6

	
	
	
	
	

	EN7

	
	
	
	
	

	EN8

	
	
	
	
	



When more than one attribute is included in parenthesis they represent concatenated unique identifiers.


[bookmark: _Toc245361565][bookmark: _Toc250629514]Entity Relationship Diagram
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[bookmark: _Toc8091752][bookmark: _Toc245361566][bookmark: _Toc250629515]Attributes
Legend:
U – Unique (Y or N)
M – Mandatory (Y or N)
R – Repeating (Y or N)
<Copy this table for each entity>

Entity Name: 

	
NAME
	U
	M
	R

	Data-
Type/
Length
	Valid values
	Default value
	
Owner
	
Definition

	Unique ID: 

	
	
	
	
	
	
	
	

	

	
	
	
	
	
	
	
	

	

	
	
	
	
	
	
	
	

	

	
	
	
	
	
	
	
	

	

	
	
	
	
	
	
	
	

	

	
	
	
	
	
	
	
	

	

	
	
	
	 

	

	
	
	
	

	

	
	
	
	


[bookmark: _Toc8091753]
[bookmark: _Toc245361567][bookmark: _Toc250629516]Valid values/Default values
	Attribute name
	Valid values

	

	

	

	

	

	



[bookmark: _Toc245361568][bookmark: _Toc250629517][bookmark: _Toc8091754]Relationships 
	ENTITY PAIR
	
	BUSINESS RULE
	AT LEAST
	AT MOST
	
	COMMENTS

	


	

	
	
	
	
	

	
	

	
	
	
	
	

	


	

	
	
	
	
	

	
	

	
	
	
	
	

	


	

	
	
	
	
	

	
	

	
	
	
	
	

	


	

	
	
	
	
	

	
	

	
	
	
	
	

	


	

	
	
	
	
	

	
	

	
	
	
	
	

	


	

	
	
	
	
	

	
	

	
	
	
	
	

	


	

	
	
	
	
	

	
	

	
	
	
	
	

	


	

	
	
	
	
	

	
	

	
	
	
	
	


[bookmark: _Toc8091756]
[bookmark: _Toc250629518]
Business Rule Requirements

[bookmark: _Toc245361569][bookmark: _Toc250629519]Textual business rules

	ID
	Business Rule 
	Related requirements components

	BR1


	


	

	BR2
	


	

	BR3


	
	

	BR4


	
	

	BR5


	
	

	BR6


	
	





[bookmark: _Toc245361570][bookmark: _Toc250629520]Decision tables


[bookmark: _Toc245361571][bookmark: _Toc250629521]Decision trees


[bookmark: _Toc245361572][bookmark: _Toc250629522]Decision Models™


[bookmark: _Toc245361573][bookmark: _Toc250629523][bookmark: _Toc8091757]Design Area Scope
[bookmark: _Toc250629524]Initial design plan


	ID
	Requirement Description
	Business
Priority
H,M,L
	Technical
Priority
H,M,L
	Estimate
(i.e. cost, time)
	Phase

	IDP1
	

	
	
	
	

	IDP2
	

	
	
	
	

	IDP3
	

	
	
	
	

	IDP4
	

	
	
	
	

	IDP5
	

	
	
	
	




[bookmark: _Toc8091760]Design Phases
The software will be designed and constructed in ______  phases. 

	Phase
	Description of work

	1
	


	2
	


	3
	





[bookmark: _Toc250629525]Use case diagram


[bookmark: _Toc250629526]User classes/actors

	ID
	User Class
	Tasks
	Concerns

	UCL1

	



	
	

	UCL2
	



	
	

	UCL3
	



	
	

	UCL4
	



	
	


[bookmark: _Toc245361574][bookmark: _Toc250629527][bookmark: _Toc8091761]Functional Requirements
[bookmark: _Toc250629528]Functional Process Requirements
[bookmark: _Toc245361575][bookmark: _Toc250629529]Workflows

[bookmark: _Toc8091763][bookmark: _Toc245361576][bookmark: _Toc250629530]System use case description

<copy this table for each Use Case>
	Use Case ID
	

	Use Case Name
	

	Created By
	

	Date Created
	

	Actors
	

	Description
	


	Preconditions
	


	Post conditions
	


	Priority
	

	Frequency of Use
	

	Primary Path
	

	
	Actor Actions











	System Responses




	Alternate Path 1
	

	
	Actor Actions








	System Responses


	
	
	

	Post conditions
	

	Alternate Path 2
	

	
	Actor Actions




	System Responses


	
	
	

	Post conditions
	

	Alternate Path 3
	

	
	Actor Actions




	System Responses



	Post conditions
	

	Additional Notes
	


	Revision History
	Description of Change 
	Made by 
	Date 

	
	
	
	

	
	
	
	



[bookmark: _Toc250629531][bookmark: _Toc245361577]
Functional Data Requirements

Note:  ERD and Attribute templates may be extended/finalized during development of Functional Requirements.  If data requirements were not developed during Business Requirements phase, they should be developed during the Functional Requirements phase.

[bookmark: _Toc250629532]ERD

[bookmark: _Toc250629533]Attribute templates
[bookmark: _Toc250629534]Data mapping 

	Physical
	Business

	Table
	Column
	Entity
	Attribute

	

	
	
	

	

	
	
	

	

	
	
	


[bookmark: _Toc250629535]Data transformation

	Source Data Element

	Target Data Element
	Notes

	
	
	

	
	
	

	
	
	

	
	
	



[bookmark: _Toc250629536]
Detailed data transformation
Repeat table for each data element

	
	Source
	Target

	Element Name
	
	

	Data type
	
	

	Data length
	
	

	Location (database/file)
	
	

	Owner
	
	

	Conversion rules
	
	

	Frequency of update
	
	

	Triggering event for update
	
	

	Other transformation rules:



[bookmark: _Toc250629537]
Functional Rule Requirements
Note:  Business rules may be extended/finalized during development of Functional Requirements.  If business rules were not documented during Business Requirements phase, they should be documented during the Functional Requirements phase.

[bookmark: _Toc250629538]Textual business rules

[bookmark: _Toc250629539]Decision tables

[bookmark: _Toc250629540]Decision trees

[bookmark: _Toc250629541]Decision Models™
[bookmark: _Toc250629542]
Functional Interface Requirements
[bookmark: _Toc250629543]Screen prototypes

Screen ID:
Screen Name:
Screen Purpose/Description:

<Insert Screen Prototype here>

	Screen Field
	Attribute and Edit Requirements

	
	


	
	


	

	



	Screen Function
	Description

	
	


	

	

	

	



[bookmark: _Toc250629544]
Report prototypes

Report ID:
Report Name:
Report Purpose/Description:

<Insert Report Prototype here >

Report Data:
	Description of the data
	Table/column name (if known)
	Notes

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



Query/Filter criteria:
Only list contacts with zip codes that are less than 5 digits. 

Sort order:
Contact last name

Report breaks:
None

Totals:
Not required

Timing:
One time only

Output:
Output should be exportable to MS Excel or a pdf file.

Calculations:
None


[bookmark: _Toc250629545]
System error messages

	ID
	Error Message Text

	EM1

	

	EM2

	

	EM3

	

	EM4

	

	EM5

	

	EM6

	




[bookmark: _Toc250629546]
Non-Functional Requirements
[bookmark: _Toc245361579][bookmark: _Toc250629547]Performance requirements

	ID
	Performance Requirement

	NFP1
	

	NFP2
	

	NFP3
	

	NFP4
	

	NFP5
	

	NFP6 
	



[bookmark: _Toc250629548]Security requirements

	ID
	Security Requirement

	NFS1
	

	NFS2
	

	NFS3
	

	NFS4
	

	NFS5
	

	NFS6 
	


[bookmark: _Toc250629549]
Quality requirements


	ID
	Quality Requirement

	NFQ1
	

	NFQ2
	

	NFQ3
	

	NFQ4
	

	NFQ5
	

	NFQ6
	


[bookmark: _Toc250629550]
Reliability requirements

	ID
	Reliability Requirement

	NFR1
	

	NFR2
	

	NFR3
	

	NFR4
	

	NFR5
	

	NFR6
	


[bookmark: _Toc250629551]
Compatibility requirements

	ID
	Compatibility Requirement

	NFC1
	

	NFC2
	

	NFC3
	

	NFC4
	

	NFC5
	

	NFC6
	


[bookmark: _Toc250629552]
Maintainability requirements

	ID
	Maintainability Requirement

	NFM1
	

	NFM2
	

	NFM3
	

	NFM4
	

	NFM5
	

	NFM6
	



[bookmark: _Toc250629553]
Usability requirements

	ID
	Usability Requirement

	NFU1
	

	NFU2
	

	NFU3
	

	NFU4
	

	NFU5
	

	NFU6
	



[bookmark: _Toc250629554]Transferability requirements

	ID
	Transferability Requirement

	NFT1
	

	NFT2
	

	NFT3
	

	NFT4
	

	NFT5
	

	NFT6
	


[bookmark: _Toc250629555]
Other non-functional requirements

Consider other categories such as:
· Industry Standards
· Corporate policies
· Government regulations
· Safety
· Legal
· Internationalization
· Data integrity
[bookmark: _Toc245361582]

[bookmark: _Toc250629556]Transition Requirements

	ID
	Transition Requirement

	TR1

	

	TR2

	

	TR3

	

	TR4

	

	TR5

	

	TR6

	




[bookmark: _Toc250629557]Technical Requirements

<insert technical requirements here>
[bookmark: _Toc8091765][bookmark: _Toc245361583][bookmark: _Toc250629558]
Appendix
[bookmark: _Toc8091766][bookmark: _Toc245361584][bookmark: _Toc250629559]Change control process
The change control process is a procedure used by the project team to keep the project on track. 

The process includes the following steps:
1. A team member formally recommends a change to the project scope.
2. The team member documents why the change is recommended.
3. The team estimates the impact of the change in terms of:
· Number of hours required to complete
· Project time schedule
· Project quality
· Project budget
· Project risks
4. The team identifies alternative solutions.
5. The project sponsor decides whether the recommendation will be incorporated into the scope.
6. If the change is approved, the project scope document(s) are updated to reflect the change.
[bookmark: _Toc8091767][bookmark: _Toc245361585][bookmark: _Toc250629560]
Change control form

Requested Change:
	Change Request ID:
	

	Change request date:
	

	Requester Name:
	

	Requester Department:
	

	Description of the change:

	

	

	

	Reason for the request:

	

	



Impact of change on the project:
	Estimated number of hours:
	

	Change to implementation date:
	

	Resources required:
	

	Risk/Quality impact:
	



Approval of change:

Project Sponsor: ___________________________________

Date of approval: ______________________________

[bookmark: _Toc8091768][bookmark: _Toc245361586][bookmark: _Toc250629561]
Revision log
	Description of Change

	Made by
	Date

	Initial Draft
	B2T Training
	Jan 2003

	Added to Project Initiation Section:
· Project Problems and Opportunities 
Added to Process Template:
· Added Additional Notes
· Implemented in Use Case ID(s)
Added to Entity Template:
· Entity ID
Added to Business Rules
· Business Rule ID
Added to Initial Design Plan:
· Business Priority
· Technical Priority
· Estimated Cost
· Use Case ID
Added to Use Case Catalog
Added to Use Case Description:
· Revision History
· Additional Notes
Added two Screen Templates

	B2T Training
	Jan 2004

	Revised business risk table headings
	B2T Training
	June 2005

	Revised and combined all stakeholders into one template

	B2T Training
	Aug 2006

	Updated to be consistent with:
· Essential Skills v8.0
· Detailing Business Data Requirements v5.6
· Use Case Modeling and Solution Requirements v1.1
· Business Process Analysis v1.3

	Kathy Claycomb
	January 2014
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Approved abbreviations and acronyms

	Abbreviation
	Full Name

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	



[bookmark: _Toc8091771][bookmark: _Toc245361588][bookmark: _Toc250629563] Outstanding questions/issues 
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