Checklist of Steps to Develop Good Requirements

	
	1. A documented requirements process will be used and continuously improved to guide requirements-related work activities.

	
	2. Requirements activities will reflect a joint effort of customers, users, and support staff.  All stakeholders will work in partnership to identify and satisfy customer needs.  A “joint vision” of the project objectives will be evolved and documented through discussions and collaboration.  The definition of “project success” will be explicitly defined, i.e., what is required in order for the project to be considered successful by the customer.

	
	3. Customers and users will be involved throughout project activities.  “Requirements Workshops” will be utilized to facilitate performance of requirements-related activities.

	
	4. Joint efforts (possibly utilizing a “joint team”) will include analysis of the stated requirements to identify the real requirements; and review of changes to requirements and new requirements to identify a growth path that best supports development efforts and ensures control of cost and schedule (e.g. use of builds, releases, versions, baselines, new products). 

	
	5. An intentional effort will be made to identify the minimum requirements that meet real needs in order to best support the probability of project success.

	
	6. Changes to requirements and new requirements will be limited consistently with additional budget and schedule made available by the customer.

	
	7. “Criteria of a Good Requirement” will be used to guide identification of the real requirements.  The “rationale” for each requirement (why it is needed) will be explicitly documented.  

	
	8. Requirements will be tracked and bi-directional traceability provided from requirement to design, code, verification, and system components and vice versa.  A Requirements Traceability Matrix (RTM) will be provided.

	
	9. Requirements will be prioritized to indicate high, medium, or low priority.

	
	10. A “requirements manager, analyst, or engineer” will be identified to advocate the use of effective requirements practices.

	
	11. A project “requirements briefing” will be provided at the beginning of each effort/project to facilitate all in supporting requirements-related activities. 

	
	12. Changes to requirements will be controlled.  Metrics will be used to track requirements-related activities, e.g., as of a specific date each month: 

· Total number of requirements

· Total stated requirements

· Total real requirements

· Number of added requirements

· Number of changed requirements

· Number of deleted requirements

· Requirements volatility (calculated as the number of new and changed requirements divided by total requirements)

Note: A target for requirements volatility for ongoing development efforts is .5% per month (6% per year) in order to facilitate control of projects.



	
	13. Project “Brown Bag Lunches” will be used to facilitate communications between and among the development team and customers.

	
	14. Information (“attributes”) will be maintained about each requirement, for example:

· Source (Who or what provided this requirement)

· History (When, why, and who changed the requirement)

· Unique ID

· Status (Rough, Accepted, Pending Approval, Rejected)

· Cost (H, M, L)

· Difficulty (H, M, L)

· Priority (H, M, L)

· Rationale (Why the requirement is needed)

· Assigned to (Developer or Portion of the System)

· Traced from

· Traced to

· Verification (where in the system is the requirement met)

· Verification Method (Test, Analysis, Demonstration, Inspection)

· Risk (H, M, L)

	
	15. Proactive efforts will be made to reduce rework by such activities as:

· Performing peer reviews of work products.

· Performing inspections of requirements-related work products.

· Carefully controlling new requirements and changes to requirements.

	
	16. A “project acronyms list” and “project glossary” will be maintained to facilitate communications among all stakeholders.

	
	17. A set of “Rules of Conduct” will be utilized to guide how all stakeholders will treat one-another.

	
	18. Requirements will be evaluated for their associated level of risk.  Discussions will be held with the customers to assure that they are comfortable with the associated risks.

	
	19. Trade studies will be performed to evaluate trade-offs.  Trade studies will be used as a mechanism to communicate, discuss, and collaborate with customers and users concerning needs, expectations, and requirements.

	
	20. An iterative process will be used throughout the life of the program to maintain the set of real requirements.  The “requirements repository” will consist of a set of work products, for example: 

· Customer and user statements of needs and expectations

· Project Vision and Scope Document

· Requirements database/attributes

· Requirements specification

	
	21. Requirements baselines will be maintained using effective configuration management policies, procedures, and tools.

	
	22. Requirements activities will be reviewed and audited by an independent quality assurance role.


