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[bookmark: _Toc308567016][bookmark: _Toc96938582][bookmark: _Toc287366278]History Of Reviewers and Revisions	[VUL SECTION]
This document drew on:
requirements definition interviews and workshops (see Appendix 2[VUL XRBF] for list of interviewees);
research into best practise;
‘standard’ requirements for software selection.
The first version of this document (Version 1.0) was [ZZZ].
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[bookmark: _Toc96938583][bookmark: _Toc287366279][bookmark: Reviewing]A. Nature, Significance and Role Of This Document
And How To Use It
[bookmark: _Ref308538086][bookmark: _Toc308567018][bookmark: _Toc96938584][bookmark: _Toc287366280][bookmark: _Toc300229620][bookmark: _Toc300621483]What This Document Means
[Brief project summary]
This document has two major roles.
To state the requirements for the solution. These will allow evaluation and scoring of different solutions, and selection of the best fit. Requirements are shown in the ‘prime list’. An entry here means an ideal solution will have a facility to support this requirement.
To consult interested parties by offering a draft list of proposed requirements.
[bookmark: _Toc308567019][bookmark: _Toc96938585][bookmark: _Toc287366281]Reviewing The Requirements List
[bookmark: _Toc300229622][bookmark: _Toc300621485]Problems and Requirements
These requirements reflect what [Company] currently do, what problems [Company] have managing information (including how to resolve them) and what they want to do in the foreseeable future.
A problem perceived now, should be tackled by the new solution. A requirement is more of the ‘vision of Utopia’. The spirit of recording problems is positive and forward-looking, not negative or critical. It is simply easier for people to describe what they want by saying what is wrong with the situation now.
Recording a requirement is not at this stage a promise that it will be met. We are recording a full list of everything – both the essential and the desirable. No solution will meet all requirements – but we will have a clear understanding of the degree of fit because we start with a full list.
[bookmark: _Toc300229624][bookmark: _Toc300621487][bookmark: _Toc96938586][bookmark: _Toc287366282]Format of The Requirements List
The Requirements List is not grouped by individual or department. It is grouped into functional areas, such as ZZZ, to make it easier to see the whole view of the business needs. These functional areas are documented at Section B.[VUL XREF]
[bookmark: _Toc300229625][bookmark: _Toc300621488][bookmark: _Toc96938587][bookmark: _Toc287366283]Hint for Discussing the List with Others
When noting a requirement and later discussing it, quote its page number and reference number. The reference numbers are unique – as indeed are the requirement names, but the names are longer. Mentioning the page number helps other people find entries.

[bookmark: _Toc96938588][bookmark: _Toc287366284]B. Major Functions Used To Group Requirements
[bookmark: _Toc300229627][bookmark: _Toc300621490][bookmark: _Toc308567021][bookmark: _Toc96938589][bookmark: _Toc287366285]Role Of Major Functions
The major functional areas allow requirements that are alike to be ‘pulled together’.
[bookmark: _Toc300229628][bookmark: _Toc300621491][bookmark: _Toc96938590][bookmark: _Toc287366286]List Of Major Functions[VUL SECTION – CS WORDING – RESORT WITH HIDDEN PREFIX AFTER UPDATE]
	Introduction
	Introductory points that ‘set the scene’ for the IT selection project, the organisation or the current solutions. They are not scored during the detailed evaluation.

	Critical Information and Volumes
	This includes data content, capacities, volumes, formats and sizes. Suppliers should undertake to support current and projected volumes.

	
	ZZZ Your project’s specific categories of requirements

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	IT Technical
	These are requirements relating to the construction or internal operation of the solution. The computer solutions support or development staff often state them.

	IT Supplier Considerations
	Issues regarding the solution supplier, rather than the capabilities of the solution itself. For instance the training available, implementation support and licensing arrangements.

	Internal Project Notes
	These do not relate to the new computer solution itself, but to the IT selection project. They include policy and strategy decisions needed. These are project decisions that must be made. They do not affect the specification of the solution itself, but shape the organisation within which the solution operates. These are included as ‘reminders’, forming a separate Appendix. They are not scored.


[bookmark: Prime][bookmark: _Toc300229629][bookmark: _Toc300621492][bookmark: _Toc308567022]
[bookmark: _Toc96938591][bookmark: _Toc287366287]C. Prime List: Requirements, Grouped By Function
[bookmark: Intro][bookmark: _Toc96938592][bookmark: _Toc287366288]Introduction
[bookmark: _Toc287366289]Purpose Of Section
These introductory points ‘set the scene’ for the IT selection project, the organisation or the current IT estate. They are not scored during the detailed evaluation, so are not part of the basis of decision. However, they give the context and intended use.
[bookmark: _Toc96938593][bookmark: _Toc287366290][bookmark: _Toc399745031][bookmark: _Toc399745032][bookmark: _Toc399745040]Description Of Business	I–01
[Company] is ZZZ
[bookmark: _Toc439870549][bookmark: _Toc96938594][bookmark: _Toc287366291]Other Introductory Aspects	I–02
ZZZ
[bookmark: _Toc287366292][bookmark: _Toc96252085][bookmark: _Toc96938615][bookmark: _Ref101653574][bookmark: _Ref106602106][bookmark: _Ref160069616][bookmark: _Toc96252067][bookmark: _Toc96252051]Current Software	I–03
The current main solution is ZZZ. See Appendix 3 for full list of incumbent solutions.
[bookmark: _Toc287366293]Scope Of Project	I–04
The project covers ZZZ. See Glossary entries at Appendix 4 for more background information on these.
[bookmark: _Toc287366294]Not Required (Outside Scope)	I–05
The following topics were discussed and rejected as unnecessary for the solution to support.
ZZZ.
[bookmark: _Toc287366295]Objectives Of The New Solution	I–06
The solution should deliver the following advantages and tackle the following issues:
ZZZ
ZZZ.
[bookmark: _Toc287366296][bookmark: _Toc96938880]Commitment To Off-The-Shelf Solution Not Bespoke	I–07
Note the IT project has not made, and is not expected to make, a formal ‘make/buy’ decision on the software. It will be an off-the-shelf solution – [Company] will not go to tender for a bespoke solution.
· However, [Company] may need integration work at the solution boundaries.
[bookmark: Info][bookmark: _Toc287366297]Critical Information and Volumes
[bookmark: _Toc287366298]Purpose Of Section
To give sample sizing metrics, to safeguard against a solution that demonstrates well on small volumes, but becomes too slow to use when the database is filled with production volumes.
[bookmark: _Toc96938619][bookmark: _Toc287366299][bookmark: _Toc404508850][bookmark: _Ref308538492][bookmark: _Toc308567026][bookmark: _Toc399745093][bookmark: VolumesGroup]Business Volumes – Current	0001
	Metrics On Business Size and Complexity – Now
	

	[bookmark: OLE_LINK11][bookmark: OLE_LINK12]Number of ZZZ
	999

	
	

	[bookmark: _Toc332563854][bookmark: _Toc300229635][bookmark: _Toc300621498]Current IT Solutions
	

	Number of concurrent users on the network
	999

	Number of ZZZ
	

	
	



[bookmark: _Toc96938622][bookmark: _Toc287366300]Business Volumes – Expansion / Future	0002
The volumes will grow significantly. The solution should be able to accommodate the following expansion.
	Indicators Of Annual Business Growth
	

	Number of ZZZ per year
	

	
	

	Size/Sophistication of New IT Solution(s) – After Installed 12-24 Months
	

	Number of ZZZ [Draw on Sizing Spreadsheet – see Chapter 3.]
	

	
	

	Metrics On Business Size and Complexity – In 5 Years
	

	[bookmark: OLE_LINK13][bookmark: OLE_LINK14]Number of ZZZ [Draw on Sizing Spreadsheet.]
	

	
	

	Size/Sophistication of New IT Solution(s) – In 5 Years
	

	Number of ZZZ [Draw on Sizing Spreadsheet.]
	

	
	


[bookmark: _Toc96938623][bookmark: _Toc287366301][bookmark: _Toc332563856]Business Volumes – Retention Of Information	0003
The solution should be limited only by hardware when holding reference data such as ZZZ information indefinitely, and volatile data such as ZZZ for a variable period.
Normally, the solution should archive ZZZ data ZZZ months after ZZZ. However, the solution administrator should control the retention period in the main database.
Some areas may require transactional data to be held indefinitely.
It should be possible to ‘bring it back’ on request into the main solution, so normal analysis tools are available.
[bookmark: _Toc96938624][bookmark: _Toc404508853][bookmark: _Toc300229644][bookmark: _Toc300621507][bookmark: _Toc300229634][bookmark: _Toc300621497][bookmark: _Toc332563858][bookmark: _Toc340381091][bookmark: _Toc340381115][bookmark: _Hlk534212716][bookmark: _Toc404508849][bookmark: _Hlk57976155]The solution should also have facilities for the safe disposal of data.
[bookmark: _Toc287366302]Critical Field Lengths and Formats	0004
The following items are critical for accommodating current data:[VUL ALL CLIENT SPECIFIC]
ZZZ – minimum length of ZZZ;
more specific formats.
[bookmark: Sales][bookmark: OLE_LINK3][bookmark: OLE_LINK4][bookmark: _Toc287366303][bookmark: _Toc96938644][bookmark: _Toc399745070][bookmark: _Toc521539573][bookmark: _Toc300229703][bookmark: _Toc300621567][bookmark: _Toc308567097]Project-Specific Category A
[bookmark: _Toc287366304][bookmark: _Toc96938818][bookmark: OLE_LINK18]Project-Specific Business Requirement	0005
The solution should ZZZ
[bookmark: _Toc287366305]Project-Specific Business Requirement	0006
The solution should ZZZ
[bookmark: _Toc287366306]Project-Specific Category B
[bookmark: _Toc287366307][bookmark: _Toc96938811][bookmark: _Toc96938661][bookmark: OLE_LINK15]Project-Specific Business Requirement	0007
The solution should ZZZ
[bookmark: _Toc287366308]Project-Specific Business Requirement	0008
The solution should ZZZ
[bookmark: _Toc96938834][bookmark: _Toc287366309]IT Technical
[bookmark: _Toc287366310][bookmark: _Toc96938835]Project-Specific Technical Requirement	0009
The solution should ZZZ
[bookmark: _Toc287366311]Project-Specific Technical Requirement	0010
The solution should ZZZ
[bookmark: _Toc96938861][bookmark: _Toc287366312]IT Supplier Considerations
[bookmark: _Toc89161127][bookmark: _Toc287366313][bookmark: _Toc96938862]Reference Sites	0011
The solution should have at least ZZZ commercial customers in the UK and at least ZZZ worldwide.[VUL CLIENT NUMBERS]
The supplier should be able to give reference sites. These sites should include organisations:
in a business similar to [Company];
of a similar size to [Company];
using a similar combination of modules.
[bookmark: _Toc287366314][bookmark: _Toc96938864]Project-Specific Requirement Of Supplier	0012
The solution should ZZZ
[bookmark: _Toc89161141][bookmark: _Toc287366315][bookmark: _Toc364833716][bookmark: _Toc369438565][bookmark: _Toc375407973][bookmark: _Toc521539593][bookmark: _Toc364833719][bookmark: _Toc369438568][bookmark: _Toc375407976][bookmark: _Toc96938866]Indicative Costs	0013
Suppliers should quote details of standard list prices, price breaks and details of any discounts for special purchases.
In a modular product, these should include all modules necessary to meet the requirements list.
Pricing should cover the main solution and any supporting infrastructure, such as license costs for an application server and/or web server.
· Cover maintenance costs for the main and supporting solutions.
[bookmark: _Toc96938908][bookmark: _Toc287366316][bookmark: AppxNbrStdConsid]Appendix 1:
Standard Considerations During The Evaluation
[bookmark: _Toc300621568][bookmark: _Toc308567098][bookmark: _Toc96938909][bookmark: _Toc287366317]Notes To Suppliers Receiving This Document
This document is supplied subject to the conditions listed below.
[bookmark: _Toc300229704][bookmark: _Toc300621569][bookmark: _Toc96938910][bookmark: _Toc287366318]Confidentiality, Non-Disclosure and Contacts	S–01
Potential suppliers will be required to sign the [Company] confidentiality agreement.
This requirements document is confidential. Its circulation must be controlled within supplier organisations. Its contents must not be passed to anyone outside your organisation, or anyone within it not involved in responding to the requirements.
· By extension, conversations and additional material supplied are also confidential.
Project contacts are limited to these people at [Company] – ZZZ.
[bookmark: _Toc300229705][bookmark: _Toc300621570][bookmark: _Toc96938911][bookmark: _Toc287366319]Supplier Charges	S–02
This document will become part of an invitation to tender. Suppliers are not expected to charge for compiling their response.
[bookmark: _Toc300229706][bookmark: _Toc300621571][bookmark: _Toc96938912][bookmark: _Toc287366320]Obligations To Purchase	S–03
Releasing this document to a supplier does not imply an obligation to buy from them.
[bookmark: _Toc300229707][bookmark: _Toc300621572][bookmark: _Toc96938913][bookmark: _Ref101654144][bookmark: _Toc287366321][bookmark: ReqtNbrSignifToContract]Significance To Contract	S–04
The supplier response to this document will become part of the contract between buyer and seller. Specifically, attachments to contract will include:
(a) this requirements document;
(b) the scoring spreadsheet – showing the rating of the solution’s capability by the evaluation team;
(c) the ‘linking definitions’ between (a) and (b) above – showing the basis of allocating points for capability, and therefore the specification of capability needed to reach the score awarded at (b).
[bookmark: _Toc300229708][bookmark: _Toc300621573][bookmark: _Toc96938914][bookmark: _Toc287366322]Basis Of Prices	S–05
When quoting costs, suppliers should assume fixed price contracts. State aspects where this is not possible, and indicate basis of charging – such as per copy, per person or per day. Exclude taxes.
[bookmark: _Toc300229709][bookmark: _Toc300621574][bookmark: _Toc96938915][bookmark: _Toc287366323]Expiry Date Of Supplier Proposals	S–06
Suppliers should indicate how long prices and other details of their proposal are valid.
[bookmark: _Toc300229711][bookmark: _Toc300621576][bookmark: _Toc96938916][bookmark: _Toc287366324]Discussion Of Present Version	S–07
The evaluation cannot recognise future versions or features. The capabilities of the current, commercially available (‘shipping’) version determines the score. This limit to the current version applies to the capabilities of the current program code. Where the use of the solution will be affected by user-defined set-up or tailoring features, say so.
[bookmark: _Toc300229712][bookmark: _Toc300621577][bookmark: _Toc96938917][bookmark: _Toc287366325]Discussion Of Future Releases	S–08
Although they will not affect the scoring, descriptions of future extensions and plans are welcome.
When discussing futures, discriminate between a statement of intended direction and a product announcement. The latter should have an associated version number, price and a firm release date.
Appendix 1:
Standard Considerations During The Evaluation	Detailed requirements document format | Template
[bookmark: _Ref308538257][bookmark: _Toc308567116][bookmark: _Toc96938918][bookmark: _Toc300229713][bookmark: _Toc300255992][bookmark: _Ref307760793][bookmark: _Ref307761219][bookmark: _Ref307848770]
[bookmark: _Toc287366326][bookmark: AppxNbrInterviewProgramme][bookmark: Iview]Appendix 2:
Interview Programme
[bookmark: _Toc323302177][bookmark: _Toc96938919][bookmark: _Toc287366327]List Of Interviewees
ZZZ [VUL INTERVIEWEES & DATES]
[bookmark: _Toc287366328][bookmark: _Toc439870766][bookmark: _Toc96938924][bookmark: _Ref101632950][bookmark: _Ref101633101][bookmark: _Ref342466131][bookmark: CurrentSystems][bookmark: c][bookmark: AppxNbrCurrSys]Appendix 3:
Current Technical/IT Environment
[bookmark: _Toc287366329]Summary Of Main IT Solutions In Current [Company] Infrastructure
	Solution
	Function
	Notes

	Solution A
	Function performed
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



[bookmark: _Toc287366330][bookmark: Glossary][bookmark: AppxNbrGlossary][bookmark: g]Appendix 4:
Glossary Of Terms
[bookmark: _Toc96938899][bookmark: _Ref101632955][bookmark: _Ref101646939][bookmark: _Toc287366331]Glossary Of Selected Terms With Links To Reference Information	
	Term A
	Or refer to separate organisational or project document.

	
	

	
	

	
	

	
	

	
	


*** Supplier copies deliberately end here – remainder of document of internal interest only ***
[bookmark: _Toc96938926][bookmark: _Toc287366332][bookmark: AppxNbrReqtDel][bookmark: Deleted][bookmark: d][bookmark: _Hlk7171911]Appendix 5:
Requirements Changed During Reviews
[bookmark: _Toc287366333][bookmark: _Toc441867461][bookmark: _Toc252033799][bookmark: _Toc265710834][bookmark: _Toc96938927]Changes For Versions ZZZ (Produced After Event ZZZ)	
[bookmark: _Toc287366334]Requirements Added or Changed[VUL]
If a number appears, the requirement was revised for one of these versions. By exception:
some are additionally marked as new;
some are the result of a split (if they were spun out from a larger, but pre-existing, requirement);
any requirement number marked merged was the ‘destination’ of a merge and absorbed another entry that previously stood alone.
	Introduction
	ZZZ

	Critical Information and Volumes
	ZZZ

	
	

	
	

	IT Technical
	ZZZ

	IT Supplier Considerations
	ZZZ

	Internal Project Notes
	None



[bookmark: _Toc287366335]Deleted – Regarded As Unnecessary During Reviews Of Prior Versions
The items below have been removed from the prime requirements list. The requirements numbers are ‘frozen’ at the value in the draft, and prefixed by the RD version they last appeared in. This section allows reviewers to lobby for reinstatement if they believe the requirement is legitimate.
[The reason for removal is shown in square brackets.]
[bookmark: _Toc287366336][bookmark: _Toc96938796][bookmark: _Ref101625517]Draft-Specific Removed Requirement	99-9999
ZZZ Old requirement wording.
[ZZZ Reason for removal.]
	Detailed requirements document format | Template
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[bookmark: _Toc287366338][bookmark: _Toc96938929]Project Notes and Internal Issues – Not Released To Candidate Suppliers
[bookmark: _Toc287366339]Project-Specific Project Note	P–01
ZZZ
[bookmark: _Toc287366340]Project-Specific Project Note	P–02
ZZZ
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