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Standardised Workflows in the Requirements Management Process

# Workflow  
Activity

Quick Fix Engineering
Feature Cloning Green Field

Change Request Consolidation

1 Project Initiation.

A Work request is received using 
one of the standardised forms or 
templates.

Change Request Form (CRF) 
received.

This is a standard Template which 
captures both Functional and  
Non-Functional Requirements,  
as well as Classifying and  
Prioritizing the work request.

The number of complexity of  
interim software releases reaches  
a point where the software’s 
business integrity - coherence  
and cohesion - is questioned.

The Business Analyst gathers all  
of the interim Change Request 
Forms  (CRFs) into a Project 
Initiation Document (PID).

Project Initiation Document  
(PID) received. 

This is a standard Template.

Project Initiation Document  
(PID) received.

This is a standard Template.

2 Validate Work Request

The Business Analyst validates 
“initial completeness” of the  
work request.

The Business Analyst inserts 
structured questions into any 
incomplete or unsatisfactory 
sections, and returns the work 
request to its originator.

Business Analyst validates 
“completeness” of the CRF using 
document review technique. 

The Business Analyst inserts 
structured questions into any 
incomplete or unsatisfactory 
sections and returns the PID  
to the business.

N/A Business Analyst validates 
“completes” of the CRF using 
document review technique.

The Business Analyst inserts 
structured questions into any 
incomplete or unsatisfactory 
sections, and returns the PID  
to the business.

Business Analyst validates 
“completes” of the CRF using 
document review technique.

The Business Analyst inserts 
structured questions into any 
incomplete or unsatisfactory 
sections, and returns the PID  
to the business.

3 Ensure Shared Vision

It is the business Analyst’s role to 
ensure that the stakeholders agree 
upon a  common shared “vision” 
of what business value the system 
will provide and what features will 
provide that value.

N/A If available, the Business Analyst 
assists the stakeholders to update 
the existing Vision document to 
incorporate the new features; 
otherwise, a new document is 
created.

If available, the Business Analyst 
assists the stakeholders to update 
the existing Vision document to 
incorporate the new features; 
otherwise, a new document is 
created. However, in many Cloning 
(or Feature Replication) project, 
the Business Analyst will need to 
request the services of a Systems 
Analyst or Software Engineer to 
Reverse Engineer the software 
features from the code base.

Consider use of Concept and Actor 
identification techniques (borrowed 
from Conceptual Modelling 
and Use Case Analysis) as a way 
of identifying features and who 
benefits from them.
 

The Business Analyst assists the 
stakeholders to create a Vision 
document which encapsulates 
their shared vision for the business 
benefits and features the new 
system will provide.

4 Ensure Traceability 
of Requirements

The Business Analyst needs to 
ensure that there is a uniquely 
traceable record of what happens  
to each proposed Requirement. 

The Business Analyst enters a  
short description of each  
proposed Requirement into  
the Traceability Matrix.

The Business Analyst verifies that 
there is a short description of each 
proposed requirement in  
the Traceability Matrix.

The Business Analyst enters a  
short description of each Feature 
(a.k.a. proposed Requirement) into 
the Traceability Matrix.

The Business Analyst enters a  
short description of each  
proposed Requirement into  
the Traceability Matrix.

5 Organise Requirements 
into Cohesive Structure

The Business Analyst runs an 
Ishikawa Fishbone Diagraming 
Workshop to establish the structure 
and cohesion of the proposed 
Requirements Set, with special 
reference to identifying the 
Business Requirements.

N/A The Business Analyst runs an 
Ishikawa Fishbone Diagraming 
Workshop to establish the 
structure and cohesion of the 
Requirements Set.

In particular, the Business analyst 
needs the stakeholders to 
identify and confirm the Business 
Requirements.

If the the stakeholders have 
difficulty in defining the main 
“fishbones” (representing Business 
Requirements). then the Business 
Analyst may find it useful to run a 
few Card Sorting Workshops to 
establish any relationships between 
the proposed Requirements.  
(The card sorting will also reveal  
any potential problems with 
different stakeholder perceptions  
of each Requirements.)

The Business Analyst runs an 
Ishikawa Fishbone Diagraming 
Workshop to establish the 
structure and cohesion of the 
Requirements Set. 

In particular, the Business Analyst 
needs the stakeholders to 
identify and confirm the Business 
Requirements.

If the stakeholders have 
difficulty in defining the main 
“fishbones” (representing Business 
Requirements), then the Business 
Analyst may find it useful to run a 
few Card Sorting Workshops to 
establish any relationships between 
the proposed Requirements.  
(The card sorting will also reveal  
any potential problems with 
different stakeholder perceptions  
of each Requirement).

Also in cases where the business 
value is unclear, it may be worth 
observing (with Structured 
questioning) the user community’s 
use of each feature.
 

The Business Analyst runs an 
Ishikawa Fishbone Diagraming 
Workshop to establish the 
structure and cohesion of the 
Requirements Set.

In particular, the Business Analyst 
needs the stakeholders to 
identify and confirm the Business 
Requirements.

If the stakeholders have 
difficulty in defining the main 
“fishbones” (representing Business 
Requirements), then the Business 
Analyst may find it useful to run a 
few Card Sorting Workshops to 
establish any relationships between 
the proposed Requirements.  
(The card sorting will also reveal  
any potential problems with 
different stakeholder perceptions  
of each Requirement).

6 Justify & Prioritize the Business 
Value of each Requirement

The Business Analyst needs the 
stakeholders to assign/agree 
the degrees of importance each 
proposed Requirement has in 
meeting the Business Objectives.

N/A
(Priorities were captured on the  
CRF, under the categories: 
Mandatory (xx day), Primary, 
Secondary, or Desirable.)

The Business Analyst runs a 
Moscow Workshop in which the 
stakeholders prioritize:
a) each of the Fishbone diagram’s 
Business Requirements, and
b) each of User Requirements  
(in their role of supporting the 
Business Requirements).

If the stakeholders have difficulty 
in assigning priorities to the 
Requirements, the Business Analyst 
may require the proposer of each 
Requirement to Justify its inclusion 
and priority in the Requirements 
Set.
 

The Business Analyst runs a 
Moscow Workshop in which the 
stakeholders prioritize:
a) each of the Fishbone diagram’s 
Business Requirements, and
b) each of User Requirements 
(in their role of supporting the 
Business Requirements).

The Business Analyst runs a 
Moscow Workshop in which the 
stakeholders prioritize:
a) each of the Fishbone diagram’s 
Business Requirements, and
b) each of User Requirements  
(in their role of supporting the 
Business Requirements).

If the stakeholders have difficulty 
in assigning priorities to the 
Requirements, the Business Analyst 
may require the proposer of each 
Requirement to Justify its inclusion 
and priority in the Requirements 
Set.

7 Risk Analysis

In addition to identify each 
Requirement’s business priority, it 
is essential for the project to assess 
the Risk which each Requirement 
poses to the success of the 
project. That is, to identify what 
might prevent the development 
team’s implementation of each 
Requirement and, where possible, 
to predefine mitigations against the 
Risk materializing.

Within the Adaptive methodology 
the project is protected by having 
the Highest Risk, “Must Have” 
and “Should Have” Requirements 
developed in the earliest iterations.

N/A N/A The Business Analyst must arrange a 
Risk Analysis Workshop, attended 
by key members of the technical 
development team, to identify and 
propose mitigations for any likely 
Risks.

The Business Analyst must arrange  
a Risk Analysis Workshop, 
attended by key members of the 
technical development team, to 
identify and propose mitigations  
for any likely Risks.

8 Capture Detailed Description of 
each Functional Requirement

The Business Analyst needs 
to capture the detail of each 
requirement. In particular, what 
are the pre- and post- conditions 
of each Functional Requirement, as 
well as what they must do in terms 
of their Main (“success”) workflow 
scenario and what they must do 
to handle predictable Alternative 
(“exception” or “failure”) scenarios.

The Business analyst creates an 
extended Use Case model from the 
supplied CRF, wireframes, etc.

Each Use Case should contain 
a contextual UML Use Case 
Diagram, in addition to the Main 
and Alternative Flow Scenarios 
captured in a standard Use Case 
Modelling Template.

Use of UML Sequence Diagrams 
and Operational Contracts may 
assist the Business Analyst in 
capturing details of each scenario, 
including pre- and post- conditions.

The Business Analyst must take 
care to verify whether the original 
use Case model (from the interim 
implementation) is still valid, or 
whether the stakeholders wish 
to refactor several of the original 
Change Request Requirements into 
more coherent new features.

Refactoring may be achieved 
by resurrecting the Ishikawa 
Fishbone Diagram and holding 
a Refactoring Workshop. Any 
changes or decisions made in the 
workshop must be recorded in the 
Traceability Matrix. The Business 
Analyst must also create any new 
Use Case Models, using  
the standard template.

The Business Analyst creates an 
extended Use Case model by 
capturing details of the Actor 
roles associated with the Use Case 
(the contextual UML Use Case 
(the contextual UML Use Case 
Diagram) as well as using interviews 
(structured questioning) 
observation, and ‘hands-on’ 
exploring of the system, to capture 
the Main and Alternative Flow 
scenarios.

Use of UML Sequence Diagrams 
and Operational Contracts may 
assist the Business Analyst in 
capturing details of each scenario 
including pre- and post- conditions.

Note: the Business Analyst must 
take care to verify whether the 
feature is simply being cloned 
(replicated) or enhanced.

Each Use Case is captured in a 
standardised Use Case Modelling 
Template.

The Business Analyst creates an 
extended Use Case model by 
capturing details of the Actor 
roles associated with the Use Case 
(the contextual UML Use Case 
(the contextual UML Use Case 
Diagram) as well as using interviews 
(structured questioning) 
observation, and ‘hands-on’ 
exploring of the system, to capture 
the Main and Alternative Flow 
scenarios.

Use of UML Sequence Diagrams 
and Operational Contracts may 
assist the Business Analyst in 
capturing details of each scenario 
including pre- and post- conditions.

Each Use Case is captured in a 
standardised Use Case Modelling 
Template.

9 Conceptual Modelling

The Business Analyst needs to 
Requirements modelled in the Use 
Cases are capable of delivering the 
essential “business value” of the 
(typically Non-Functional). Business 
Requirements.

N/A For complex interactions between 
cohesive Functional Requirements, 
the Business model to develop 
an analysis from of the UML Class 
Diagram, known as a Conceptual 
Model. Then hosts a CRC card 
Workshop to validate the 
completeness of the Conceptual 
Model’s software architecture by 
role playing the Use Case scenarios. 
In particular, it is essential to 
validate that the Conceptual Model 
describes all of the required data 
Attributes and Services.

The Business Analyst uses the 
Use Case model to develop an 
analysis form of the UML Class 
Conceptual Model. Then hosts a 
CRC Card Workshop to validate the 
completeness of the Conceptual 
Model’s software architecture by 
role playing the use case Scenarios. 
In particular, it is essential to 
validate that the Conceptual Model 
describes all of the required data 
Attributes and Services.

The Business Analyst uses the 
Use Case model to develop an 
analysis form of the UML Class 
Conceptual Model. Then hosts a 
CRC Card Workshop to validate the 
completeness of the Conceptual 
Model’s software architecture by 
role playing the use case Scenarios. 
In particular, it is essential to 
validate that the Conceptual Model 
describes all of the required data 
Attributes and Services.

10 Software Requirements 
Specification (SRS)

The SRS brings together all of the 
artefacts necessary to communicate 
the Software Requirements to the 
development team.

This is a standard Template. This is a standard Template. This is a standard Template. This is a standard Template.

11 Requirements QA

Even though the Business Analyst 
will have applied S.M.A.R.T. 
quality checks throughout the 
Requirements Process, at this point 
it is essential that the Business 
Analyst will Utilize his or her peers 
in a formal Review to ensure that 
the formal Software Requirements 
Specification (SRS) is fit-for-purpose.

Each Requirement must be checked 
for compliance with  S.M.A.R.T.

•   Specific - using  
Document Review.

 •  Measurable - check Test Plan and 
write Test Scripts.

•   Attainable through Prototyping.
•   Realisable - through  

risk analysis.
•   Traceable - in  

Traceablility Matrix and 
Statement of Requirements 
(SOR).

The Requirements Set must be 
re-checked for compliance with  
S.M.A.R.T.

•   Specific - using  
Document Review.

 •  Measurable - check Test Plan and 
write Test Scripts.

•   Attainable through Prototyping.
•   Realisable - through  

risk analysis.
•   Traceable - in  

Traceablility Matrix and 
Statement of Requirements 
(SOR).

Card Sorting may be used to verify 
Completeness of the Requirements 
Set.

Each Requirement must be checked 
for compliance with  S.M.A.R.T.

•   Specific - using  
Document Review.

 •  Measurable - check Test Plan and 
write Test Scripts.

•   Attainable through Prototyping.
•   Realisable - through  

risk analysis.
•   Traceable - in  

Traceablility Matrix and 
Statement of Requirements 
(SOR).

Card Sorting may be used to verify 
Completeness of the Requirements 
Set.

Each Requirement must be checked 
for compliance with  S.M.A.R.T.

•   Specific - using  
Document Review.

 •  Measurable - check Test Plan and 
write Test Scripts.

•   Attainable through Prototyping.
•   Realisable - through  

risk analysis.
•   Traceable - in  

Traceablility Matrix and 
Statement of Requirements 
(SOR).

Card Sorting may be used to verify 
Completeness of the Requirements 
Set.

One Requirements Process Delivering Four Workflows


