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Requirements Checklists Guide
Introduction

This guide covers two requirements checklists, “Project Requirements Quality Checklist” and “Requirements Statement Quality Checklist”.  Both of these checklists are used to detect defects in requirements after the requirements have been elicited.  They can be used after gathering the initial set of requirements and after requirements have been refined by the acquirer (customer or Project Management Office (PMO)) and supplier (developer or project integrator)) of a system.  Projects with a significant set of requirements often go through iterations where requirements are refined and modified and then passed between the acquirer and supplier.  These checklists can be used during iterations to provide a measure of the quality of the requirements.  The checklists can also be used to prepare for formal reviews such as the System Requirements Review, System Functional Review and Define Need Review.  In addition, whenever requirements are modified during the life cycle of a project, these checklists can be used to examine the modification proposal to prevent defects from being introduced by the modification.
Motivation

The objective of these checklists is to find requirements defects as early as possible to reduce the costs of fixing the defects and prevent the wasted effort from satisfying, testing, integrating and implementing defective requirements.  The earlier requirements defects are found, the less they will cost to find and fix.  
These checklists make the identification of requirements defects more objective and provide a more definitive rationale to explain what makes a requirement defective.  Since measurement usually changes behavior, the generators of requirements should improve the quality of the requirements once they understand our checklists.
We can continuously improve our checklists based on: identifying changes in our checklists to detect requirements defects that we have missed to make our BES Process Directory (BPD) more effective and identifying checklist questions we can eliminate to make our checklists more efficient.
Checklist Overview

Both checklists have questions that leave room for interpretation by the reviewer.  The key to making these checklists useful is to have more than one reviewer so that any requirements defects detected represent a consensus of opinions.  On the other hand, some quality issues require unanimity.  For example there are quality issues that are stated: “If ten reviewers examine this requirement, would they all agree that it just has one interpretation”?  So in that case, if two reviewers thought there was one interpretation and a third reviewer determined that there was more than one interpretation, the probable consensus is that this is a defective requirement.

Requirements Statement Quality Checklist

The “Requirements Statement Quality Checklist” examines each individual requirement statement.  This checklist investigates the quality of the requirement in three areas; attributes defined, written well and good quality.  The attributes defined section determines if the requirement statement has all the attributes defined in the General Requirements Specification Template Guide.  The written well section examines the requirement statement for the presence or absence of certain phrases or words, whether the requirement represents one or more ideas and whether the requirement is written in the active voice.  The good quality section examines the requirements statement for more subjective issues such as ambiguity, conciseness and verifiability.
Project Requirements Quality Checklist

The “Project Requirements Quality Checklist” examines the project requirements as a group to determine if all the issues associated with the requirements have been exposed and if relationships between requirements are clear.  This checklist determines if all requirements and related information have been developed.   The “Project Requirements Quality Checklist” examines the project requirements in a group in four areas: background and assumptions, project issues, requirements viewed as a group and completeness of requirements.  The background and assumptions section determines if the reasons for the project and the assumptions for the solution are clear.  The information in this section is usually described in a concept of operations.  The project issues section determines if the project has taken steps to address requirements within the organization and planning.  The requirements viewed as a group section addresses requirements relationships, organization and management.  The completeness of requirements section examines various areas where requirements may arise to ensure all the requirements and related information has been identified.  The purpose of this section is to cause the reviewers to consider areas that are sometimes inadvertently left out and it utilizes sections of the General Requirements Specification Template in the BPD.
Tailoring

These checklists have been created primarily considering general projects that are gathering their initial set of requirements.  Projects in sustainment and particular projects that gather requirements in specialized areas develop requirements heavily influenced by interfaces or COTS services and having other unique project requirements should tailor these checklists to make them more effective and efficient for their individual projects.  Keep in mind that the main idea is that there should be a systematic review of your requirements based on a checklist that makes sense for your project.
The PMO should tailor these checklists by adding new questions to the end of the checklist and extending the numbering for the questions that are added.  If there are questions in the checklist that do not apply to your project, mark the N/A box for those questions.  The PMO may also eliminate the text for the questions that they marked N/A.  However, do not renumber the questions that are left and do not change the text of existing questions.  
Checklist Improvement

In order to improve the checklists, data is needed to determine whether particular questions are used and how often they surface in the detection of requirements defects.  Other interesting data are questions the PMO eliminated and what questions the PMO added to determine how we can improve these checklists.  Any lessons learned on the use of these checklists such as: modifications the PMO made to the checklists, reviewers results using the checklists, requirements defects that were found due to these checklists and requirements defects that were missed by these checklists are of interest.  Submit the “Lessons Learned” via the PIB Mailbox (pib@gunter.af.mil ) on the BES Process Directory (BPD) website.
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