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Business requirements checklist

This checklist helps TechScribe to understand your business requirements. Our experience shows that if you cannot answer most of these questions, you are not ready to start a documentation project.

Enter the information in the shaded areas:

· To select or to clear a check box, click the check box.

· To move to the next field or check box, use the Tab key.

If possible, please answer all the questions. We treat all your answers in strict commercial confidence.

After you have completed this checklist, complete the 'documentation requirements checklist'.

Project objectives

1. What is the name of the software?

___________________
2. What is the purpose of the software?

___________________
3. Typically, who uses the software?

___________________
4. What problems do you want to solve? (In other words, how will you know that the documentation is successful? What is your view of success?)

___________________
5. If you have preferences or ideas about how best to achieve your objectives, please describe them.

___________________
Expectations and constraints
6. What are your deadlines?

___________________
7. What technology constraints exist? (For example, is the software only partly complete?)

___________________
8. What possible problems with the project worry you?

___________________
9. Why are you thinking about TechScribe for this project?

___________________
10. Which other companies are you evaluating?

___________________
Cost-benefit analysis

11. What are the primary drivers for this documentation project? For example, financial, quality improvement, customer satisfaction.

___________________
12. Has your organisation established the business case for producing documentation?

 FORMCHECKBOX 

No

 FORMCHECKBOX 

Yes

13. Has a budget for the documentation project been approved?

 FORMCHECKBOX 

No

 FORMCHECKBOX 

Yes

14. What cost savings or additional revenue do you expect the documentation to produce? £______
15. Are you the person who will approve the spending on the documentation project?

 FORMCHECKBOX 

No

 FORMCHECKBOX 

Yes

16. If you answered 'No' to the previous question, who approves the spending, and how will you influence this person to supply funds for the documentation project?

___________________
Roles

17. Who are the stakeholders? (Please list everyone who will have input to, or comment on, the documentation.)

___________________
18. Who are the subject matter experts?

___________________
19. Who is the contact person for our questions?

___________________
20. Who will do documentation reviews?

___________________
21. Who has final authority?

___________________
Additional comments

Please supply us with all other information that will help us to evaluate your documentation project. Thank you.

_____________________
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