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[bookmark: _GoBack]Grey 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.
Grey 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
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 text is Normal. Any part of source code should use style Code. Use Caption style to describe images, figures etc.
To update the Table of Contents, right-click and select “Update field” and choose the option- “Update entire table”
Guidelines for naming files:
[bookmark: _Toc296157964][bookmark: _Toc343961816][bookmark: _Toc343962404][bookmark: _Toc294963967][bookmark: _Toc294964475][bookmark: _Toc346982363]Introduction
[bookmark: _Toc294963968][bookmark: _Toc294964476][bookmark: _Toc296157965][bookmark: _Toc343961817][bookmark: _Toc343962405][bookmark: _Toc259715174][bookmark: _Toc346982364]Project Purpose 
[Sentences/Bullet Points: What business need does this project satisfy. What is the current state? What is the proposed state/method (future mode of operation)? What criteria determine success to the business stakeholders? Describe goals and aims]
[bookmark: _Toc74736319][bookmark: _Toc296157966][bookmark: _Toc343961818][bookmark: _Toc343962406][bookmark: _Toc439994673][bookmark: _Toc346982365]Definitions and Acronyms

[bookmark: _Toc296157967][bookmark: _Toc343961819][bookmark: _Toc343962407][bookmark: _Toc346982366]Planning
[bookmark: _Toc294964481][bookmark: _Toc296157968][bookmark: _Toc343961820][bookmark: _Toc343962408][bookmark: _Toc346982367]Audience overview
[General information about target audience and potential users]
[bookmark: _Toc296157969][bookmark: _Toc343961821][bookmark: _Toc343962409][bookmark: _Toc346982368]Deliverables
[bookmark: _Toc294963969][bookmark: _Toc294964477][bookmark: _Toc296157970][bookmark: _Toc343961822][bookmark: _Toc343962410][bookmark: _Toc346982369]Requirements
[bookmark: _Toc294963970][bookmark: _Toc294964478][bookmark: _Toc296157971][bookmark: _Toc343961823][bookmark: _Toc343962411][bookmark: _Toc346982370]Business Requirements
[Describe here the business requirements that the project work will fulfil and how and/or where the completed project product will fit into any existing systems. Assign a unique ID number to each requirement.]
[bookmark: _Toc294963971][bookmark: _Toc294964479][bookmark: _Toc296157972][bookmark: _Toc343961824][bookmark: _Toc343962412][bookmark: _Toc346982371]Functional requirements
[Functional requirements capture and specify specific intended behaviour of the system being developed. They define things such as system calculations, data manipulation and processing, user interface and interaction with the application, and other specific functionality that show how user requirements are satisfied. Assign a unique ID number to each requirement.
The requirements set out here are ranked in “MoSCoW”[footnoteRef:1] order:
M – Must Have 
S – Should Have 
C – Could Have 
W – Won’t have] [1:  Practice based on software development process - Dynamic Systems Development Method] 

[bookmark: _Toc294964480][bookmark: _Toc296157973][bookmark: _Toc343961825][bookmark: _Toc343962413][bookmark: _Toc346982372]Non-functional requirements
[In addition to functions required, describe the characteristics of each interface between the product and its users (e.g., required screen formats/organization, report layouts, menu structures, error and other messages, or function keys)]
[bookmark: _Toc294964482][bookmark: _Toc296157974][bookmark: _Toc343961826][bookmark: _Toc343962414][bookmark: _Toc346982373]Potential risk
[Identify possible threats. Split risk into: EXTERNAL - factors outside of the project and outside of your control, INTERNAL - factors internal to the project and under your control or can be influenced by you]
[bookmark: _Toc294964483][bookmark: _Toc296157975][bookmark: _Toc343961827][bookmark: _Toc343962415][bookmark: _Toc346982374]Testing strategy
[Describe testing objectives, guidelines roles and responsibilities. Outline a mechanism for handling and responding to feedback from stakeholders on testing progress and outcomes]
[bookmark: _Toc294964484][bookmark: _Toc296157976][bookmark: _Toc343961828][bookmark: _Toc343962416][bookmark: _Toc346982375]Resources and tools
Describe needed/assigned resources to the project: people, equipment, facilities, funding, or anything else capable of definition required for the completion of a project activity.
[bookmark: _Toc294964485][bookmark: _Toc296157977][bookmark: _Toc343961829][bookmark: _Toc343962417][bookmark: _Toc346982376]Team
[bookmark: _Toc294964486][bookmark: _Toc296157978][bookmark: _Toc343961830][bookmark: _Toc343962418][bookmark: _Toc346982377]Tools
[bookmark: _Toc294964487][bookmark: _Toc296157979][bookmark: _Toc343961831][bookmark: _Toc343962419][bookmark: _Toc346982378]Methodology on approach
[Describe project management tools and overview of the process or methodology]
[bookmark: _Toc294964488][bookmark: _Toc296157980][bookmark: _Toc343961832][bookmark: _Toc343962420][bookmark: _Toc346982379]Project plan
[Insert timescale, milestones, task breakdown and assigned resources. If possible create Gantt Chart[footnoteRef:2]].  [2:  A Gantt chart is helpful when monitoring a project's progress. A Gantt chart is a type of bar chart that illustrates a project schedule. Gantt charts illustrate the start and finish dates of the terminal elements and summary elements of a project.] 


[bookmark: _Toc294964489][bookmark: _Toc296157981][bookmark: _Toc343961833][bookmark: _Toc343962421][bookmark: _Toc346982380]Design and Development
[bookmark: _Toc294964490][bookmark: _Toc296157982][bookmark: _Toc343961834][bookmark: _Toc343962422][bookmark: _Toc346982381]Design
[Insert here any wireframes, prototypes, screenshots and any other related information]
[bookmark: _Toc296157983][bookmark: _Toc343961835][bookmark: _Toc343962423][bookmark: _Toc346982382]Visual style
[bookmark: _Toc296157984][bookmark: _Toc343961836][bookmark: _Toc343962424][bookmark: _Toc346982383]Layout
[bookmark: _Toc296157985][bookmark: _Toc343961837][bookmark: _Toc343962425][bookmark: _Toc346982384]Colour scheme
[bookmark: _Toc296157986][bookmark: _Toc343961838][bookmark: _Toc343962426][bookmark: _Toc346982385]Typography
[bookmark: _Toc294964491][bookmark: _Toc296157987][bookmark: _Toc343961839][bookmark: _Toc343962427][bookmark: _Toc346982386]Development and implementation
[Insert here description of technologies, frameworks and techniques and any other related information]
[bookmark: _Toc296157988][bookmark: _Toc343961840][bookmark: _Toc343962428][bookmark: _Toc346982387]Technologies 
[bookmark: _Toc296157989][bookmark: _Toc343961841][bookmark: _Toc343962429][bookmark: _Toc346982388]Architecture
[bookmark: _Toc296157990][bookmark: _Toc343961842][bookmark: _Toc343962430][bookmark: _Toc346982389]Site map



[bookmark: _Toc294964492][bookmark: _Toc296157991][bookmark: _Toc343961843][bookmark: _Toc343962431][bookmark: _Toc346982390]Testing and evaluation
[bookmark: _Toc294964493][bookmark: _Toc296157992][bookmark: _Toc343961844][bookmark: _Toc343962432][bookmark: _Toc346982391]Testing
[Describe major issues and undertaken methods. Provide description about the quality of the product or service under test. Use typical testing types: functionality testing, regression testing, usability testing, accessibility testing, device testing, browser testing, security testing and performance testing]
[bookmark: _Toc296157993][bookmark: _Toc343961845][bookmark: _Toc343962433][bookmark: _Toc346982392]Functionality testing
[bookmark: _Toc296157994][bookmark: _Toc343961846][bookmark: _Toc343962434][bookmark: _Toc346982393]Usability testing
[bookmark: _Toc296157995][bookmark: _Toc343961847][bookmark: _Toc343962435][bookmark: _Toc346982394]Accessibility testing
[bookmark: _Toc296157996][bookmark: _Toc343961848][bookmark: _Toc343962436][bookmark: _Toc346982395]Device/OS testing
[bookmark: _Toc296157997][bookmark: _Toc343961849][bookmark: _Toc343962437][bookmark: _Toc346982396]Browser testing
[bookmark: _Toc296157998][bookmark: _Toc343961850][bookmark: _Toc343962438][bookmark: _Toc346982397]Performance Testing
[bookmark: _Toc296157999][bookmark: _Toc343961851][bookmark: _Toc343962439][bookmark: _Toc346982398]Security testing
[bookmark: _Toc296158000][bookmark: _Toc343961852][bookmark: _Toc343962440][bookmark: _Toc346982399]Regression testing
[bookmark: _Toc296158001][bookmark: _Toc343961853][bookmark: _Toc343962441][bookmark: _Toc346982400]Evaluation
[Describe which planned and unplanned objectives and outcomes were achieved, to identify the factors of success or failure, to assess the sustainability of the benefits generated, and to draw conclusions that may inform future programming, policy making and overall organizational learning. What is lesson learned?]
[bookmark: _Toc294964497][bookmark: _Toc296158002][bookmark: _Toc343961854][bookmark: _Toc343962442][bookmark: _Toc346982401]Appendices
[Insert the name, version number, description, and physical location of any documents referenced in this document.  Add rows to the table as necessary.]
[bookmark: _Toc294964498][bookmark: _Toc296158003][bookmark: _Toc343961855][bookmark: _Toc343962443][bookmark: _Toc346982402]Backlog
[Score as follows, High = H, Medium = M, Low = L]
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[bookmark: _Toc296158004][bookmark: _Toc343961856][bookmark: _Toc343962444][bookmark: _Toc346982403]Risk Log
[Score as follows, for Likelihood and Impact:  High = H, Medium = M, Low = L]

	Nature of Risk or Uncertainty

	Likelihood
High/
Medium/
Low
	Impact
High/
Medium/
Low
	Likelihood
x Impact
[Score]
	Actions required and who will take responsibility to manage the risk
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