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Requirements Management Procedure
Systems Engineering Discipline:
Requirements Management

Description:
The intent of requirements management is to manage the requirements of the project’s products and product components and to identify inconsistencies between those requirements and the project’s plans and work products.  Requirements Management is a process to ensure all requirements, including technical, non-technical, and organizational requirements are well managed.  Develop Customer Requirements Procedure, Develop Product Requirements Procedure, and Analyze and Validate Requirements Procedure are closely tied to this procedure and may be performed concurrently.

The project must ensure that the agreed-upon set of requirements is managed to support the planning and execution of the project.  The requirements provider and the project team must ensure that the requirements are clearly understood before incorporating them into the project’s plans.  Changes to requirements are managed as they are updated and any inconsistencies with plans and work products must be resolved.
Requirements Management includes documenting changes and their rationale.  Requirements Management also includes maintaining traceability between high-level requirements and low-level requirements as well as between requirements and related products (e.g. Design Document, Test Plans, Test Cases, Interface Requirement Agreements, etc.).
Entry Criteria:
Complete the following before beginning this procedure:

· New requirements or updated requirements
· Requirements Documents
Procedure Steps:  (These steps are not necessarily sequential.)

1. Project Configuration Manager:  Place requirements under configuration control.
Place any new requirement (in the form of a Requirements Document) from an approved provider under configuration control.
2. Requirements Analyst:  Obtain a clear understanding of requirements.

Develop an understanding with the requirements providers on the meaning of the requirements.  As a project matures and requirements are derived, additional requirements are received.  Implement the subpractices below to ensure an understanding of the requirements.
· Establish criteria for determining acceptable sources for requirements.  To avoid requirements creep, establish official sources from which to receive requirements.
· Establish objective criteria for the acceptance of requirements.  Absence of acceptance criteria often results in inadequate verification, costly rework, or customer rejection.  Examples of acceptance criteria are:  The requirements are clearly and properly stated, unambiguous, complete, consistent, uniquely identified, appropriate to implement, verifiable (testable), and traceable.
· Perform an analysis of the requirements to ensure they are feasible, compatible, and all stakeholders share the same meaning of the requirements.
· Reach an understanding with the requirements provider so the project participants can commit to them.
3. Requirements Analyst.  Document requirements.

After requirements are understood, document them using an approved requirements management tool.
4. Requirements Analyst:  Manage requirements changes.

The Requirements Analyst will do the following: 
· Capture and document, in the requirements management tool, all requirements changes that the project receives. 
· Maintain the source of the change, the change history, and the rationale for the change.
· Document the impact of requirement changes from the standpoint of relevant stakeholders.  Refer to Requirements Change Form Template.
· Make the requirement change data available to project members.

5.  Requirements Analyst:  Maintain traceability of requirements.

The intent of this step is to maintain traceability of requirements for each level of product decomposition.  The Requirements Analyst maintains traceability from the requirements to the project plans and work products.  Traceability is particularly needed in conducting the impact assessment of requirements changes on project plans, work breakdown structure, and work products.  Specifically do the following:
· Maintain traceability from high-level to low-level requirements and back to source.  Maintaining requirements traceability ensures that the source of lower level (derived) requirements is documented.  Bi-directional traceability helps determine that all source requirements have been completely addressed and that all lower level requirements are traceable to a valid source.

· Maintain requirements traceability from a requirement to its derived requirements as well as to its allocation of functions and work products.
· Maintain horizontal traceability from function to function and across interfaces.  Traceability can also cover the relationships to other entities such as intermediate and final work products, design documentation, test plans, and work tasks.  The traceability should also cover relationships across interfaces.
· Generate the requirements traceability matrix.  Refer to Requirements Traceability Matrix Guide and Requirements Traceability Matrix Template.
6. Requirements Analyst:  Identify inconsistencies.

Identify inconsistencies between the project artifacts and the requirements.  Specifically, do the following:
· Review the project artifacts for inconsistency with the requirements and document any inconsistencies found.

· Identify sections of artifacts that need to be changed to make them consistent with the requirements and document the rationale.

· Notify the Project Manager that corrective actions need to be taken.
7.  Project Manager:  Obtain commitment to requirements 

This step deals with agreements and commitments between those who carry out the activities to implement the requirements.  As requirements evolve, ensure project participants commit to the current, approved requirements and the resulting changes to project artifacts.  The Project Manager will ensure the following are accomplished:

· Assess impact of requirements on existing commitments and evaluate the impact on the project participants when a requirement is added, deleted, or changed.

· Assess the risks associated with the requirement and update the risks in the risk and issue management tool.

· Negotiate any changes to existing commitments before project participants commit to the requirement. 

· Document any participant’s decisions or commitments in the requirements tool.

· Submit the Configuration Control Board approved requirements to the Project Configuration Manager for incorporation into the appropriate baseline.  Refer to Baseline Establishment Procedure and Baseline Management Procedure.

Exit Criteria:
The following work products are a result of completing this procedure:

· Documented requirements
· Documented changes
· Updated appropriate baseline

· Requirements Traceability Matrix
· Documented inconsistencies between requirements and project artifacts
· Updated risks
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