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Template Instructions
This is a template for the Business Drivers and Requirements Specification. This page should be removed prior to publication of the specification. The template is a guide for the enterprise and should not be blindly followed. The organization should

· Review the chapter in the book that refers to the template to understand its use.

· Examine the template outline and determine what additions might be necessary based on unique organizational needs.

· If absolutely necessary, remove any sections that will not apply. (The authors strongly discourage this practice.)

· Save the template for future use.

· Begin to develop the document.

Guidance is given for preparation of the document throughout the template.

· Text shown as normal text should be used in the document. It may be modified as necessary.

· Text shown in pointed brackets is either instructional guidance in the application of the document or a description of the type of information to be added and should be removed prior to publication.

Headers and footers should be customized as necessary as a final step in the completion of the document.
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Introduction

The Business Drivers and Requirements Specification is the document that defines the drivers, goals, scope, and metrics that measure success, potential business benefits, and ROI of the investment.

<The introduction should be a short executive overview of the specification. In addition, any special aspects of the project should be addressed, including the sponsoring organizations and business champion. A history of the initiative would be helpful as well. At the end of this section the reader should have an understanding of how the business drivers and requirements evolved.>

1. Scope

<This section defines the scope of the Business Drivers and Requirements Specification, specifically whether it is enterprise wide, or for a specific business unit or business initiative.>

2. Key Participants

<This section identifies all stakeholders in the requirements process, including business managers, the sponsoring organizations and business champions, and the owner of the proposed initiative.>

3. Statement of Purpose

<The Statement of Purpose is a succinct specification used to communicate the business goals and functions of the initiative. It makes the business case for the initiative. It does not include implementation of technology.> 

	Business Initiative

<Name of business initiative>

	Business Drivers

<Include only one or two drivers; keep initiative focused> 

	Business Strategy

<For example, automate business processes, reduce operational redundancies, etc.> 

	Functional Scope

<List all business processes included in the scope of the initiative>

	Business Goals

<Define the business benefits the initiative will provide, such as decrease business cycle times, decrease errors, etc.>

	Organizational Impact

<Impact to the organization once the initiative is complete. Large initiatives will have major impacts that will transcend the technology and impact how people work. Many projects fail because the corporate culture was not ready for the change.>


4. Cost Estimates

<This section lists high-level costs and an estimated time frame. Costs at this point should be a rough order of magnitude and used for budgeting purposes and estimating ROI. It must be understood that these will be refined in the follow-on phase with the next level of detail.>

	Costs
	Total
	Description

	Project management
	$7,5000
	This is the cost of a project manager for the project for nine months.

	Hardware
	<value>
	<description>

	Software 
	<value>
	<description>

	Development
	<value>
	<description>

	Consulting
	<value>
	<description>

	<Category #1>
	<value>
	<description>

	<Category #n>
	<value>
	<description>


5. ROI

<This section documents the potential or expected ROI for the business initiative under consideration.You can use the template to guide your assessment of an ROI for the integration initiative.>

	Reduce personnel costs
	Reduce head count
	<calculation of estimated savings>

	
	Reduce training costs
	<calculation of estimated savings>

	
	Reduce customer support costs
	<calculation of estimated savings>

	
	Other
	<calculation of estimated savings>

	Reduce IT costs
	Reduce error rates
	<calculation of estimated savings>

	
	Reduce cost of fixing errors
	<calculation of estimated savings>

	
	Eliminate rekeying of information
	<calculation of estimated savings>

	
	Reduce system support costs through integration
	<calculation of estimated savings>

	
	Other
	<calculation of estimated savings>

	Reduce business costs
	Reduce the cost of implementing change
	<calculation of estimated savings>

	
	Reduce costs through optimized business processes
	<calculation of estimated savings>

	
	Other
	<calculation of estimated savings>

	Increase revenue
	Increase revenue from existing customers
	<calculation of estimated increased revenue> 

	
	Attract new customers by rapid response to emerging opportunities
	<calculation of estimated increased revenue> 

	
	Create new opportunities through integration with partners and suppliers
	<calculation of estimated increased revenue> 

	
	Create new opportunities by bringing products and services to market
	<calculation of estimated increased revenue> 

	
	Create new sales or distribution channels
	<calculation of estimated increased revenue> 

	Other
	Other
	<calculation of estimated increased revenue> 


6. Metrics

<Metrics are used to measure the success of the initiative and are created by turning business goals into measurable KPIs. For each goal there can be more than one metric.>

	Business Goal
	Metric Name
	Metric Value
	How to Collect
	Frequency
	Owner

	Decrease time between order and shipment
	Delivery time 
	Days 
	Business activity monitoring solution
	On shipment of each order
	Line of business manager

	Decrease transaction errors
	Transaction errors
	Number of errors
	Exception handling log
	Weekly
	Operational manager

	<goal>
	<metric>
	<value>
	<collection>
	<frequency>
	<owner>


7. Risks

<The risks are a collection of everything that can or might go wrong. It may also include a list of assumptions that might be wrong or need further information to be validated. With each risk should be associated a plan to mitigate the risk and the owner of the risk.>

	Significant Unknown

	<issue>
	<description>
	<mitigation>
	<owner>

	Organizational Issues

	<issue>
	<description>
	<mitigation>
	<owner>

	Cultural Issues

	<issue>
	<description>
	<mitigation>
	<owner>

	Technical Issues

	<issue>
	<description>
	<mitigation>
	<owner>

	Management Issues

	<issue>
	<description>
	<mitigation>
	<owner>

	Ability to Achieve Results

	<issue>
	<description>
	<mitigation>
	<owner>


8. Conclusions and Commentary

<This section should provide any final comments on requirements. It should include any known constraints or other business factors that could affect architecture, design, and implementation decisions.>

Appendix A: References

<The appendix should list any reference documents used in the creation of the document so that its contents can be traced back to their sources if necessary. This should be broken down into internal documents and external documents. Internal documents are those that belong to the organization. External documents are items such as articles, whitepapers, Web sites or product documentation.>
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