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UP Template Version: 11/30/06
Note to the Author

[This document is a template of a Business Analysis Plan Template document for a project. The template includes instructions to the author, boilerplate text, and fields that should be replaced with the values specific to the project.

· Blue italicized text enclosed in square brackets ([text]) provides instructions to the document author, or describes the intent, assumptions and context for content included in this document.

· Blue italicized text enclosed in angle brackets (<text>) indicates a field that should be replaced with information specific to a particular project.

· Text and tables in black are provided as boilerplate examples of wording and formats that may be used or modified as appropriate to a specific project.  These are offered only as suggestions to assist in developing project documents; they are not mandatory formats.

When using this template for your project document, it is recommended that you follow these steps:

1. Replace all text enclosed in angle brackets (i.e., <Project Name>) with the correct field values. These angle brackets appear in both the body of the document and in headers and footers.  To customize fields in Microsoft Word (which display a gray background when selected):

a. Select File>Properties>Summary and fill in the Title field with the Document Name and the Subject field with the Project Name.  

b. Select File>Properties>Custom and fill in the Last Modified, Status, and Version fields with the appropriate information for this document. 

c. After you click OK to close the dialog box, update the fields throughout the document with these values by selecting Edit>Select All (or Ctrl-A) and pressing F9.  Or you can update an individual field by clicking on it and pressing F9. This must be done separately for Headers and Footers.

2. Modify boilerplate text as appropriate to the specific project. 

3. To add any new sections to the document, ensure that the appropriate header and body text styles are maintained.  Styles used for the Section Headings are Heading 1, Heading 2 and Heading 3.  Style used for boilerplate text is Body Text.

4. To update the Table of Contents, right-click and select “Update field” and choose the option- “Update entire table”

5. Before submission of the first draft of this document, delete this “Notes to the Author” page and all instructions to the author, which appear throughout the document as blue italicized text enclosed in square brackets.]
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Introduction
1.1 Purpose of The Business Analysis Plan
[Provide the purpose of the Business Analysis Plan. This document should be tailored to fit a particular project’s needs.]
The Business Analysis Plan is used to document the necessary information required to effectively manage project requirements from definition, through traceability, to delivery.

The Business Analysis Plan is created during the Planning Phase of the project. Its intended audience is the project manager, project team, project sponsor and any senior leaders whose support is needed to carry out the plan.
2 Requirements pLAN 
2.1 rISKS/Assumptions/Constraints
Constraints 

1- We should integrate with the already existing “Electronic Books Inventory” System
2- We should deliver the whole project within 3 months. 

3- Sharepoint 2010 should be used in implementing the web interface 

Risks 

1- Payment requirements is not yet clear 

2- We have Only 2 weeks for the requirements elicitation and analysis activities defined in the estimate and we will need at least 4 weeks.

Assumptions

1- All the requirements elicitation sessions will be held in the main branch which means that  our analyst won’t visit the different branches of the library , the customer should avail  all the stakeholders needed in the different meetings in the main branch 

2.2 sTAKEHOLDERS lIST

	Name 
	Position 
	Role
	Contacts
	Comments

	Mrs. Mona Fathy
	Library Owner 
	Sponsor 
	
	

	Eng. Mohamed Ahmed 
	IT Manager 
	Client Project Manager 
	
	

	Mrs Noha Amin
	Librarian 
	End User 
	
	

	Mrs Ghada Farouk
	Publishers Relations 
	SME 
	
	


2.3 sTAKEHOLDERS RESPONIBILITIES 

	
	r
	a
	c
	i

	Requirements Planning 
	Analyst
	Analyst 
PM
	PM
EM

CPM

Quality

TL
	PM

EM

CPM

Quality

TL

	Requirements Elicitation 
	Analyst
	Analyst
	Sposor
SME

CPM

Librarian


	CPM
PM

	MOM’s Preparation 
	Analyst
	Analyst
	
	CPM

PM

	BRD Development 
	Analyst
	Analyst
	
	CPM

PM

	BRD Internal Review 
	Quality 

TL
	Quality 

TL
	Analyst 
	PM
Analyst

	BRD Sign Off 
	PM
	CPM
	
	CPM

	SRS Development 
	Analyst
	analyst 
	CPM
SME
	PM

	SRS Internal Review 
	Quality 

TL
	Quality 

TL
	Analyst
	PM

Analyst

	SRS Sign Off 
	PM
Analyst
	PM
Analyst 
	
	


2.4 Requirements aPPROACH
· The project lifecycle will be Waterfall
· The analyst will be allocated from the beginning of the project and his allocation will end by approving the detailed SRS from the client

· The elicitation techniques that will be used are:

· Interviews

· Questionnaires

· Focus Groups

2.5 Requirements scope

· Studying of existing “Electronic books inventory” system will be totally out of the scope of the analysis 

· Alef bookstore has to provide our analyst with the integration points needed with “Electronic books inventory” system
· Studying of any existing documentation about internal processes & policies of library will be out of scope 
	Task 
	Resource
	Start Date
	End Date 
	Number of days 

	Prepare BA Plan
	
	
	
	

	Deliver BA Plan
	
	
	
	

	Update & Resend BA Plan 
	
	
	
	

	Requirement Elicitation 
	
	
	
	

	· Online  Library Back End
	Samah
	1/1/2014
	Pr1/2/2014
	

	· Online Library Front End 
	
	
	
	

	Develop BRD
	
	
	
	5

	Review BRD
	
	
	
	2

	Deliver BRD
	
	
	
	

	Review & Update BRD 
	
	
	
	

	Detailed Analysis 
	
	
	
	

	· Develop Online SRS 
	
	
	
	

	· Review Online SRS
	
	
	
	

	· Deliver SRS
	
	
	
	

	· Develop Onsite SRS
	
	
	
	

	· Review Onsite SRS 
	
	
	
	

	· Deliver SRS
	
	
	
	

	Requirements Handover to Tech. Team
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2.6 rEQUIREMENTS ACTIVITIES 

2.7 rEQUIREMENTS cOMMUNICATION PLAN 

	Deliverable
	Sent To
	Means
	

	MOM
	CPM
	Email
	

	BRD
	CPM

Sponsor 
	Email

Meeting 
	

	SRS
	CPM


	EMial

Meeting
	


2.8 Requirements Traceability
[Describe the approach and tools that the project will use to trace the project requirements throughout the systems life cycle.  The approach that is followed should enable the project team to ensure that the project delivers the project requirements exactly as specified and that they fulfill the project requirements. Appendix D is for a Requirements Traceability Matrix that the project team can adapt and populate for this purpose. (Use the CDC UP Requirements Traceability Practices Guide as reference to complete this section.)]

2.9 Change Management

[Describe the process by which problems and changes are submitted, reviewed, and resolved. This should include the process for negotiating requirements changes with customers, and any contractual processes, activities, and constraints.
Describe the membership of the Change Control Board (CCB) and procedures for processing change requests and approvals to be followed by the CCB.]

Business Analysis Plan Approval
The undersigned acknowledge they have reviewed the <Project Name> Business Analysis Plan and agree with the approach it presents. Changes to this Business Analysis Plan will be coordinated with and approved by the undersigned or their designated representatives.

[List the individuals whose signatures are required.  Examples of such individuals are Project Sponsor, Business Steward, Technical Steward and Project Manager.  Add additional signature lines as necessary.]

	Signature:
	
	Date:
	

	Print Name:
	
	
	

	Title:
	
	
	

	Role:
	
	
	


	Signature:
	
	Date:
	

	Print Name:
	
	
	

	Title:
	
	
	

	Role:
	
	
	


	Signature:
	
	Date:
	

	Print Name:
	
	
	

	Title:
	
	
	

	Role:
	
	
	


Appendix A: References

[Insert the name, version number, description, and physical location of any documents referenced in this document.  Add rows to the table as necessary.] 

The following table summarizes the documents referenced in this document.

	Document Name and Version
	Description
	Location

	<Document Name and Version Number>
	[Provide description of the document]
	<URL or Network path where document is located>


Appendix B: Key Terms

[Insert terms and definitions used in this document.  Add rows to the table as necessary. Follow the link below to for definitions of project management terms and acronyms used in this and other documents.

http://www2.cdc.gov/cdcup/library/other/help.htm
The following table provides definitions for terms relevant to this document.

	Term
	Definition

	[Insert Term]
	[Provide definition of the term used in this document.]

	[Insert Term]
	[Provide definition of the term used in this document.]

	[Insert Term]
	[Provide definition of the term used in this document.]


Appendix C: Requirements Definition Template
[Visit the CDC UP website for the most updated version of the CDC UP Requirements Definition Template. http://www.cdc.gov/cdcup/]

Appendix D: Requirements Traceability Template

[Visit the CDC UP website for the most updated version of the CDC UP Requirements Traceability Template. http://www.cdc.gov/cdcup/]

[Insert appropriate Disclaimer(s):


E.g.: For Internal CDC Use Only, Sensitive But Unclassified] 
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