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Procedure for Requirements Management

1.0
Purpose

The requirements Management procedure defines how product requirements are managed; requirement traceability matrix is prepared and allocated to components, subsystems, and units of subsystems. It also includes obtain commitment of requirements and Management of requirement changes

2.0
Responsibility

The Business Analyst and BA head are responsible for managing the requirements, establishing requirements traceability matrix,  and implement the requirement change procedure.
3.0
Description of Activity
3.1
The Business Analyst communicates with the customer to develop understanding and meaning of the requirements and list the criteria for evaluation and acceptance of requirements against the criteria

3.2 
They identify requirements using the following criteria:
· Identify functions and capabilities of the product

· Identify business and user requirements

· Identify security, interface and operations requirements

· Identify design constraints and quality factors

3.2 Requirements are documented in the Functional Requirements Document and/or Project Charter document. The requirement traceability matrix allows projects to trace from the high level requirements to the design through the developed components and to the as-built product.  

3.3 Maintain bi directional traceability of requirements

Bi-directional traceability is achieved by tracing the as-built and tested requirements back to the high level requirements to ensure that all requirements have been addressed and satisfied and it is maintained with the help of RTM sheet..
3.4 Evaluate requirements in accordance with the peer review procedure and record evaluation results.
3.5 To ensure that all project stakeholders understand the requirements a peer review is conducted using the requirement review checklist and commitment to requirement is taken by getting sign off of the stake holders.

3.6 Stakeholders sign-off on requirements, using the requirements sign-off sheet as a part of obtaining the commitment to the requirements, after successful completion of the peer review, which establishes the initial baseline of requirements. 

3.7 Manage requirements changes

After that is any additional requirements are identified by us or from client side then it is discussed with the customer and accordingly agreement is taken with all the concern. In such cases the procedure is again followed to revise the FRD as well as all applicable documents which had impact due to such changes. The revised document is changed and record of Change request form is made as well as  re review and sign off is again taken for revised requirements. For each proposed change to a requirement, a change request should be initiated. Changes to requirements follow the change request procedure in the Support Activities procedures book
3.8 Ensure alignment between project work and requirements

The PM will ensure that there is consistency between project management plan and project requirements. He will review the WBs and identify in consistency if any between project management plan and FRD. He put such details in the issue register and take necessary corrective actions.

4.0
Reference
4.1
Process flow Document

4.2
Procedure for Requirement development

4.3
Procedure for project planning

4.4
Procedure for change request

5.0
Forms / Records

5.1 Project charter

5.2 Functional requirement document

5.3 Requirement Sign-off sheet
5.4 Project management plan

5.5 Requirement review minutes of meeting

5.6 Functional Requirement review checklist

5.7 Requirements traceability matrix( RTM)[image: image1.png]
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