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Instructions for documenting system change business requirements
OCFO Systems Change – Business Requirements Documentation
The OCFO Systems Change Business Requirements Documentation (BRD) details the customer needs and expectations and clarifies relative priorities of features and functionality. It is used to describe the business problem and desired change objectives, provide baseline written communication to BSA and IT regarding what a solution needs to do to satisfy your business needs, and to provide input into the next phase of the project.
OCFO Systems Change Process
The BRD is to be completed by the functional user.  It will be used as a starting point BSA to create the formal functional spec which will be used by IT to develop a solution.  The difference between a BRD and a functional spec is that the BRD tends to be more of an overview, whereas the functional spec is more detailed and typically describes what is needed by the system user as well as requested properties of inputs and outputs.
Instructions for completing the BRD
Section 1 -  Title, Revision Control, Approvals
1. Changes/Revisions
a. Date – the date the revision was made.
b. By – name of person.
c. Action – specify what was done to the file.
2. Review/Approve
a. Signature – digital signature of the person performing the action.
b. Action – specify which action was performed.
Section 2 - Business Case
Provide an overall description of the requirement and its purpose.  Reference system names and identifying information needed for implementation
1. BUSINESS PROBLEM: Describe the business problem or issue being addressed, including whether what is being requested represents new functionality or a change to existing functionality, and the primary business driver(s). Examples of business drivers include DOE mandate; compliance/audit/control corrective action; improved OCFO service model; significant process efficiency gains; etc.
2. OBJECTIVES: Specify your business objectives and desired outcomes noting which objectives are mandatory 
3. RELATED PROJECTS: Does this request need to be coordinated with any other projects?
4. DUE DATE: What is the desired or required implementation date
5. POINT OF CONTACT: Who is the primary functional point of contact with whom BSA can consult in defining more detailed functional specifications
6. ADDITIONAL DETAILS – SPECIFY OR LIST OF ATTACHMENTS: Where appropriate, provide additional details that would help clarify desired outcomes. Examples include process flow diagrams, annotated screen shots, layouts of information displays such as reports or dashboards, new data fields, process controls, and calculation logic.

Section 3 - Requirements; Use Cases; Assumptions; Definitions
1. BUSINESS REQUIREMENTS – Capture business requirements and specify detailed information about a particular enhancement/modification.  Define things such as system calculations, data manipulation and processing, proposed system location as necessary and other specific functionality or information needed.
a. Requirement ID – unique identifier to track major functionality.
b. Requirement Definition – indicate what is needed with as much detail as possible.
2. USE CASES – Describes test scenarios for the enhancement.  The scenarios should be comprehensive and should include desired results in text format.  These scenarios will be used for testing purposes to identify if the solution meets the requirement.
a. Requirement ID – unique identifier to track scenarios
b. Requirement Definition – indicate what is expected with as much detail as possible.
3. ASSUMPTIONS AND CONSTRAINTS – Provide a list of task level assumptions and/or constraints that are pre-conditions for the enhancement. Following are examples to consider.
a. Assumptions – future situations beyond the control of the project, whose outcomes influence the success of the project.  Examples:
i. Availability of technology
ii. Legal changes
iii. Policy decisions
b. Constraints – boundary conditions on how the system must be designed and constructed.  Examples:
i. Legal requirements
ii. Technical standards
iii. Strategic decisions
4. DEFINITIONS OF KEY TERMS – a glossary of terms or acronyms used that may not be clear to a person unfamiliar with the process.
a. Term – word(s) or acronym
b. Definition – in laymen’s terms what does this mean
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