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I.
Introduction

This document contains a high level overview of the contents of each of the documents that comprise SEP process.  The information contained herein can be used as a reference point for the information that can be found in each of the SEP documents.
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1 Introduction

1.1 Purpose of this Document

This document is designed to allow users to submit requirements regarding a prospective product to the Enterprise management team.

Each section below identifies many of the typical subjects that need to be addressed before a decision can be made to undertake a development project.  While all of these subjects may not need to be addressed in every case, please review each section and respond as appropriate based on your request.

The user/requester is encouraged to be as descriptive as possible and not limit their comments.  The examples provided in some sections can be used as guidelines for the type of information being requested.  All examples use the “Block Quotation” style and can be identified by its gray shading and italicized text.

1.2 Copyright

This document is the sole property of Enterprise, Inc.  No unauthorized reproduction in any form, or by any means is permitted without the express prior written permission of the copyright holder.  Contents of this document are proprietary intellectual property and must not be disclosed to persons outside of Enterprise, Inc. and associated companies.

1.3 Intended Audience

Specify the intended audience of this document.

1.4 Inputs to this Document

Briefly describe the inputs to this document – previous documents (i.e. marketing concept document, user-generated white paper), people, research, etc.

1.5 Outputs from this Document

The output of this document should be the User Interface Requirements document followed by the Functional Specifications Document.  A Detailed Marketing Strategy document may also be required.

1.6 Distribution List

The following is a list of all individuals who were copied on the initial release of this version of the document (you may add others, but these individuals must be included):

· Customer Contact - Customer Contact Position

· <project sponsor>, – Enterprise, Inc.

· Core Team Members

· …

2 Executive Overview

2.1 Project Objective Statement

Provide a clear, unambiguous vision statement or mission statement for this project.  The vision statement should not exceed 50 words and should be identical to the Project Objective Statement included in the Project Binder.  The Project Objective Statement should be a clear, concise statement of exactly what the project will accomplish.

2.2 Fundamental Problem to be Solved

Briefly describe the customer and market problems that need to be solved.  Include relevant background information.  Briefly describe the ultimate purpose and goals of the product being proposed and documented in this User Requirements Document.

[SAMPLE] The proposed product should provide a single source for Support Agent to find all of the technical-related product information required to perform their jobs.

2.3 Product Summary

List the key features of this product.  Briefly describe how each of these features address the customer and market problems that need to be solved.

2.4 Financial Summary

Provide a summary of the financial figures as it relates to projected revenues, estimated cost of effort necessary to complete this project and other financial costs and benefits.

Details of financial issues should be available in the Financial section of this document.

2.5 Schedule

The Executive Overview should contain two dates – the Beta Release Date and Software Production Release (SPR) Date.

The definitions of “Beta Release” and “Software Production Release (SPR)” are a company standard; descriptions can be found in ENTERPRISE Standard Definitions for Development Activities document in this binder.

2.5.1 Beta Release Date

Provide the Beta Release Date.

2.5.2 Software Production Release (SPR) Date

Provide the Software Production Release (SPR) Date.

3 Background

3.1 User’s Current Mode of Operation

Describe how the user currently operates.  Include descriptions of current hardware and software tools in use as well as manual tasks and any forms used to sustain the process.

[SAMPLE] The users are presently using several Windows-based applications, each containing different, sometimes conflicting information.  Additionally, other users are presently using printed copies of product specific literature in cases where information is not available electronically.

3.2 Related/Dependent Projects

Describe any other projects that are dependent on this one.  What other project’s results/progress can improve/hinder the progress on this project?  What other dependencies can you identify?

4 System Requirements

4.1 General

4.1.1 Key Features

List the key features of this product.  Describe in detail how each of these features address the customer and market problems that need to be solved.  Each key feature must be itemized using the “Heading 4” style.  This will ensure unique identification of each feature in the Requirements Traceability Matrix (RTM).

[SAMPLE]
4.1.1.1 Translation Pairs

Marvel must translate e-mail messages bi-directionally between the following language pairs:

· English/French

· English/German

· English/Spanish

4.1.2 Environment

Describe the environment that must be taken into account with the product.

Identify the customer and other affected parties – who requested and will use the product?  Identify all groups affected by this product – customers, end-users, and other departments/divisions.

[SAMPLE]  The employees are scattered across three buildings that are located about 10 miles from each other.  The buildings are not wired with cables other than standard telephone lines.

4.1.3 Ease of Use

Describe the needs related to ease of use to be addressed.

[SAMPLE]  Due to current turnover rates and limited time allowed for formal training, the operation and function of the proposed tool must be very easily understood (almost intuitively) by the intended users (Support Agent) with limited or no experience using the tool.  Emphasis should be on a solution that requires minimal help from support personnel.  The education level of the employees resides mostly in the range of high school to master’s degrees.  Seventy percent of employees are college graduates.

4.1.4 Performance

Describe the performance-related needs.  Be specific.

[SAMPLE]  The solution must operate with an efficiency that leaves the user with the perception that almost no time is spent waiting for the computer program in use to respond.

4.1.5 Quality

Describe the quality-related needs.

[SAMPLE]  The solution must be reliable to the extent that data is never lost and that backup procedures exist to restore back-level files and continually and automatically save work being performed.

4.1.6 Compatibility/Migration

Describe any compatibility and migrations needs related to existing tools and processes.

[SAMPLE]  The solution must be compatible with most of the software currently being used in the organization.  Where compatibility is not possible or reasonable, then careful consideration should be made for migrating existing databases and other computer data to the solution.

4.1.7 Service and Support

Describe the support-related needs as they pertain to the solution being proposed.  In other words, what will it take to support the solution being proposed?  When should support for this solution be available?

[SAMPLE]  The solution should allow an in-house trained person to resolve most questions and problems.

4.1.8 Standards/ISO Compliance

Describe any needs related to corporate, industry or government standards.  Also include any justifications related to ISO compliance.  Confer with the local ISO Manager for details.

4.1.9 Product Integration

Describe any needs related to integrating the solution to existing or planned products.

4.2 Software

This section should include all the specific requirements of the software. Each specific requirement must be itemized using the “Heading 3” style.

4.2.1 Minimum Software Configuration

Provide the minimum software configuration that the product must support while still meeting all the requirements in this document.  This includes operating systems and third party software.

4.3 Hardware

4.3.1 Minimum Hardware Configuration

Provide the minimum hardware configuration that the product must support while still meeting all the requirements in this document.  This includes CPU, hard-disk space, RAM, video-cards, processor speed and network cards.

4.4 Architecture

4.4.1 Security

Describe the security-related needs.

[SAMPLE]  The product must allow all employees access to data that has common uses across the organization (such as letter templates, databases and application software) but must protect each employee’s private data from access by others.

4.4.2 Internationalization

Describe any international needs.  It should also be explicitly stated that the solution must be completely internationalized to facilitate possible future localization.

[SAMPLE]  The solution must be usable in each of the global markets in which the company has a presence.  Therefore, the solution must be able to support foreign language fonts, including European and Asian languages.

4.4.3 Y2K (Year 2000) Support

All internal and external handling, storage and display of dates must adhere to the four-number year representation.  Refer to the latest ENTERPRISE policy letter regarding Year 2000 Support.

5 Financial

5.1 Business Case

It is important that the product have a business case that details the business benefits (direct and indirect) and how the benefits will be measured. 

5.1.1 Benefits/Savings

Describe the financial gains expected as a result of this product.  Projected financial amounts should be provided.

[SAMPLE]  The proposed solution will eliminate the need to maintain three other existing databases and therefore eliminate those associated costs.  Additionally, the improved searching capabilities of this solution will reduce an agents average handle time by ten seconds per call.

5.1.2 Return on Investment (ROI)

Provide projected Return on Investment figures.  Use the ENTERPRISE worksheets included in the Project Binder.

5.2 Project Budget

Provide the project budget.  Describe how the project budget was created.  Details of the project budget should be attached to this section (i.e. Excel spreadsheet) or provided in the appendix.  The details must include cost allocation.  Use the Budget Template in the Project Binder.

6 Productization

6.1 Publications

Describe any publications related needs, including user manuals, guides and marketing communications literature.

6.2 Packaging

Describe any packaging related needs.  This includes describing how the product will be packaged, description of the box (i.e. color requirements), whether the product will be shrink-wrapped, etc.

[SAMPLE]  The product should be available on a personal computer with a 3.5” floppy drive, a CD-ROM or an Internet connection.  Will the product be packaged as one unit, or will it consist of multiple, individually packed units?

6.3 Additional Components

Describe any additional components such as Installers, On-line help, readme and other configuration tools.  Each additional component must be itemized using the “Heading 4” style.

6.4 Technical Support

Describe any requirements to provide technical support and/or services after commercial release of the product.

6.5 Competitive Offerings

Describe any existing or in-development competitive offerings that satisfy a portion or all of the problems and needs.

6.6 Pricing/Licensing

Describe the pricing and licensing needs to be addressed.  This is not required for applications internal to Enterprise, Inc.

[SAMPLE]  Quantity discounts must be available for hardware and software purchases.  Terms and conditions of licensing must allow multiple employees to use the same software applications.

6
vi
Confidential
Page 
12/14/2001

[image: image2.png][image: image3.png][image: image4.png]Program
Management Office Intranet

e



[image: image5.png]BOWNE
Global Solutions



