Requirements Development and Management (RDM) RFI Reference Materials
	Reference
	Description
	File

	Business Requirements and Architecture Management Plan (BRAMP) 
	The purpose of the BRAMP is to provide guidance for the development and management of business requirements and architecture to support Veterans Health Administration’s (VHA) leadership in the decision to adopt, buy or create solutions to address particular business needs or capabilities. The BRAMP describes the guidelines and procedures used by the Strategic Investment Management (SIM) Requirements Development and Management (RDM) and Business Architecture (BA) services.
	


	RDM Process Guide
	This document highlights the steps Requirements Analysis (RA) Analysts should complete when processing a "traditional" New Service Request (NSR) in the  Level 0 (Initiation), Level 1 (Assessment), and Level 2 (Analysis) Phases.  Note: This document has not been updated to incorporate our recent transition from documenting Business Requirements Documents (BRD) and Requirements Elaboration Documents (RED) to Business Summaries.  
	


	Business Summary
	Template document used to capture information pertinent to the business need at initial request stages and throughout the requirements lifecycle.  Note:  This document is replacing the BRD and RED.
	


	VIP Business Epic
	Template document that describes in agile terms the business needs as Epic statements for consumption by OI&T Account Management Office, as well as Enterprise Program Management Office (EPMO) Demand Management
	


	Requirements Traceability Matrix (RTM)
	Template used to capture and communicate requirements and other artifacts mapped to requirements during the lifecycle of the business requirements effort.  Note, requirements are stored in Jazz Rational Next Generation DOORS (RNDG) tool.  RTM used as an aide to communicate with the business customer.
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<Enter name of the Work Effort and a unique Work Effort # on the next line once a New Service Request has been entered>
Work Effort Name
Work Effort #
Business Summary

<Enter Month and 4-digit year on next line>
Month YYYY

Revision History
Date	Description	Author
Date Business Summary initiated	Initial version	Insert name of RDM Analyst(s)
Date Business Summary Report submitted to Business Owner(s) for approval	Accepted version	Requester Name 		Business Owner Name(s) (date of approval)





[bookmark: _Toc463557433]Overview/Description

Provide a high level overview of the request in this section.  (Other sections of this document will support providing additional explanation/content.)  Document the following:  

· Who is making or supporting the request (i.e., identify the business owner, and program office or department)?

What is being requested?  What must be delivered or accomplished to provide value?  (This is not “how” it must be delivered.)  Include a Summary/History of the current situation/problem as well as a summary of the history/background of the system.  

Why is this project necessary or desired?  Describe any research or analysis that has been or is planned to be conducted.

When is this project needed (i.e., provide information about mandates and/or external deadlines if applicable)?

Where will the change occur (i.e., identify software applications/programs)?

EXAMPLE of a Financial Management Business Transformation request:

This request is was submitted by the Office of XYZ and the primary business owner is XYZ.  The Financial Management System (FMS) is a standardized, integrated, VA-wide system that interfaces externally with the Department of the Treasury, the General Services Administration, the Internal Revenue Service, the Defense Logistics Agency, and various commercial vendors and banks for electronic billing and payment purposes. 

This system supports the collection, processing, and dissemination of several billion dollars of financial information and transactions each fiscal year.  FMS Service ensures that financial systems comply with government wide accounting principles and standards; and are in compliance with financial policy and automated financial exchange requirements.



[bookmark: _Toc463557434]Target Customers

Identify the primary and secondary users of the product or end solution.  What is their role or responsibility?

EXAMPLE

The target customers are users from the Office of Financial Business Operations who established the Financial Management Transformation Service (FMTS) to support the FMS modernization initiative.  The FMTS’ primary objective is to establish a Program Management Office (PMO) and an advanced technology environment which provides VA with the greatest capability and an extended life cycle.  This includes the responsibility for all necessary system and program management activities required for a large scale development effort, including planning, business process reengineering, requirements gathering, system design, testing, implementation, training, communications, and change management.



[bookmark: _Toc463557435]Need and Opportunity

Identify deficiencies or reasons why this new request is needed.  Identify the customer action that will be affected by the end solution. 

EXAMPLE

The FMTS program goals capitalize on the opportunities for business process improvements to resolve systemic and procedural issues.  This includes: 

· Standardizing, integrating, and streamlining financial processes including budgeting, procurement, accounting, resource management, and financial reporting 

· Facilitating management that is more effective by providing stronger analytics and projections for planning purposes 

· Improving customer service and support of goods, supplies, and services for the Veteran 

· Improving the speed and reliability of communicating financial information throughout the VA and provide timely robust and accurate financial reporting.



[bookmark: _Toc463557436]Business Process

Provide additional details on the need that will provide value to the customer or the customer need for the solution.  This must not be confused with a plan for reaching the solution.  If you have a process model or more detailed process descriptions/scenarios, please add them to Appendix B.

EXAMPLE  

The FMS modernization initiative would support the following business processes:

1. Request to Procure: encompasses the procurement processes from managing requests/approvals for goods, equipment, construction and services through receipt of items or service 

2. Procure to Pay: encompasses the receipt of goods, equipment and services through the payment for goods and services 

3. Acquire to Dispose: includes end to end process for managing assets through their lifecycle defined as from purchase/acquisition, including the requisition development to formal disposal 

4. Bill to Collect: encompasses receivables and debt management activities associated with financial management 

5. Record to Report: includes the general ledger and budgetary control functions 

6. Budget Formulation to Execution: includes activities associated with budget formulation approval, execution and distribution 

7. Reimbursable Agreements: encompasses producing the agreements, entering agreements into the system through order processing, tracking activities and automated billing 

8. Grants Management: financial management aspects of grants 

9. Business Intelligence Reporting: leadership reporting needs to include finance, procurement, and asset data



[bookmark: _Toc463557437]Key Benefit 

Identify the benefit the customer will receive from having the need or solution fulfilled.  Document the benefits of implementing the enhancements and/or new capabilities requested to satisfy the business need.

EXAMPLE 

Provides VA with a supportable and sustainable core financial management system.  The program’s mission is to: 

· Ensure prompt and accurate Veteran and vendor payments

· Provide VA with a high-quality up-to-date financial accounting system with the ability to integrate with other VA and government-wide systems

· Implement current technologies

· Meet new and emerging federal accounting regulations (e.g. DATA Act)

· Develop data analytics capability to use financial information to drive efficiency

· Maintain clean audit opinion 

· Ensure VA financial and privacy data is fully secured with the latest standards

· Maintain the legacy system while establishing a new system

· Ensure funds control and budget execution monitoring



[bookmark: _Toc463557438]Alternatives

Describe the current process including workarounds that are used or could be used to address the problem.  Identify what would happen if the described need is not fulfilled.  Identify where change is needed.

EXAMPLE 

The current FMS which is 30 years old and continued reliance on it presents enormous risk to VA operations.  The technical and functional ability to support the legacy application becomes more difficult with each passing year.  New audit issues have surfaced including security related issues that cannot be fixed in the older software.  In addition to non-compliance with security standards, the FMS is no longer compliant with the Office of Management and Budget (OMB) circulars A-123, Appendix A, Internal Control over Financial Reporting and A-127, Financial Management Systems; and there is no way to bring it into compliance.



[bookmark: _Toc463557439]Business Solution

Describe how fulfillment of this request would improve the current process.  Identify the future state.  Document the reason why the request should be fulfilled.  Consider alignment with VHA strategic goals or organizational priorities, e.g.,

1. Open ACCESS to Care

2. Improve Employee ENGAGEMENT

3. Consistency in BEST PRACTICES/Quality

4. High-Performing NETWORK

5. Restore TRUST and CONFIDENCE

EXAMPLE 

The FMS modernization initiative intends to provide a comprehensive financial management system that enables VA to meet financial management goals and objectives and compliance with financial management legislation and directives.  The VA Office of Finance (OF), Office of Financial Business Operations (OFBO) established the FMTS to lead the Department’s Financial Management System (FMS) modernization effort.  This initiative aligns with Office of Management and Budget (OMB) M13-08, Improving Financial Systems through Shared Services and supports the VA’s strategic objective to “Enhance Productivity and Improve the Efficiency of the Provision of Veteran Benefits and Services.”  This request also aligns with the VHA goal of providing consistency in best practices and quality.



[bookmark: _Toc463557440]In-Scope Features

Describe the functionality/requirements needed to complete the request and create value.  Document specific details about the desired changes or new functionality being requested and the requirements needed to fulfill the request.  Include needed interfaces to other systems.

EXAMPLE

The scope for this effort includes replacement of the current FMS to provide a core sustainable financial management system and address of all necessary interfaces.  The following capabilities will be supported:

· Procurement

· Contract Administration

· Asset Management

· Collections

· Budget Management

· Budget Formulation

· Funds Distribution

· Agreement Management

· Grants Management

· Reports

· Dashboards

· External Data Transfer

· electronic Workflow Management (eWFM) 

[bookmark: _Toc463557441]Out-Of-Scope

Identify capabilities not needed/required for this effort.  Identify functionality that may be “nice to have”, but is not necessary.  Identify any constraints on the system that do not need to be addressed.



EXAMPLE

Interface with B-COOS, a retired system.



[bookmark: _Toc463557442]Success Criteria

Identify acceptance parameters that would validate the implementation was complete and successful.  Describe how the success of the Epic will be measured in SMART terms (Specific, Measurable, Achievable, Relevant, Timeframe).  For example, Reduce Number of Medication Errors by 95%, Increase Number of Patients Seen in Clinic by 99%, Increase the timeliness of Claims Processing by 99%, etc.

EXAMPLE (This example is just a synopsis and not all-inclusive)

· Assist VA in producing enhanced performance information to improve strategic and daily decision-making. 

· Provision of 100% electronic invoicing.

· Support 100% electronic data transfer to the Department of Treasury.

· Offer a high performance, cost-effective solution resulting in better data analysis; data management; automated data reconciliation; automated consolidated financial statements; and compliance with Federal Financial Management Improvement Act (FFMIA) and other regulatory requirements.

[bookmark: _Toc463557443]Non-Functional Requirements

Describe the characteristics or quality attributes of the system, e.g., Related to Availability, Capacity, Efficiency, Interoperability, Performance, Security, Testability, Maintainability, Monitorability, Portability, Reliability, and Usability.

EXAMPLE

· The IT solution shall be designed to comply with the applicable approved Enterprise Service Level Agreements.

· Ensure the proposed solution meets all VHA Security, Privacy and Identity Management requirements including VA Handbook 6500

· Provide viewability/usability of applications on mobile devices.

· Ensure interoperability with all VA agencies as well as specified community partners.

· FMBT will be hosted outside of the VA firewall at the Federal Shared Service Provider designated site.



[bookmark: _Business_Needs/Owner_Requirements][bookmark: _Toc373927374][bookmark: _Toc450721021][bookmark: _Toc450721022][bookmark: _Toc373927386] 
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Appendix A:  References and Supporting Information

Remove sections that do not apply to this work effort.. 

[bookmark: _Toc373927387]References

Provide a complete list of all supporting documents and relevant hyperlinks. Specify the sources from which the references can be obtained.  

VA Handbook 6500 – Information Security Program
http://vaww.va.gov/vapubs/viewPublication.asp?Pub_ID=793&FType=2

CA Service Desk/Remedy Tickets



Research



Related NSRs

List NSRD links to related NSRs



Stakeholders/Points of Contact

Link to Stakeholder tab on NSRD

Office of Informatics and Information Governance

Strategic Investment Management

Requirements Development and Management
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[bookmark: AppB]Appendix B:  Models/Business Process Descriptions

[bookmark: _Hlt384199646][bookmark: AppC][bookmark: AppD][bookmark: AppG][bookmark: AppE_Ent_Req][bookmark: _Toc373927393]Describe with flowcharts, business process models, or business process descriptions/scenarios, the “as-is” user experience with the current solution.  In some cases, especially where business processes are being modified, it may also be necessary to document the “to- be” or future state of user experience with the desired solution.  

EXAMPLES of business process descriptions-

Bill to Collect:

Encompasses scenarios for receivables and debt management activities associated with financial management.  The business process includes creating customer profiles, generating the receivable, and submitting the invoices to the customers either by mail or electronically.  When payments are received, they will be applied to the appropriate account in the general ledger.

The FMS solution will enable creation and management of different classes of customer profiles and will have built in business validation rules to prevent duplicative customer data.  In addition, the solution will have the ability to record standard receivables and have the ability to create different types of receivables ranging from inside VA, to other federal, state, and local government departments, commercial companies, and foreign governments or entities.  When payments are not made within the prescribed time period, account receivables are converted to debt.  The FMS solution shall provide data on delinquencies, late payments, and other receivables information to manage the bill to collect process.  It will also have built in business rules that support the component's receivables strategy.  The solution will also support electronic data transfer to the Dept. of Treasury or creation of other required data interfaces.

Record to Report:

The Record to Report process includes scenarios for the general ledger and budgetary control functions.  The basic process flow covers the setup and maintenance of the general ledger, the establishment of approved budget information, the recording of actual transactions against that budget information, and the reporting of that information through managerial and statutory financial reports.  The FMS solution will have a general ledger structure that is shared by all components.  The components will utilize a common, shared line of accounting that is based on the Common Government Accounting Codes (CGAC) and the United States Standard General Ledger (USSGL). 

The FMS solution shall support budget distribution, budgetary control, and budget execution processes.  It must support both working capital fund and general fund approved budgets.  Once budgets have been formulated and approved, FMS will accept those budget targets and import that data into the system.  Administrations will then be able to allocate their approved budget into lower level detailed budgets based on the imported data and how they operate and how they are required to report against their targets.  The FMS solution must support the tracking of all types of funding, from the highest level appropriation to the lowest level of a sub-allotment.  The FMS solution will support electronic workflow capabilities.  In addition, it will have built in rules and tracking to ensure that business rules for segregation of duties are followed and any violations tracked.  The solution will enable reporting on segregation of duty violations.  As actual transactions are processed they will be validated against the targets stored in budget tables.
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		<<Epic Name>>



		Epic Summary

		

<Include a summary that addresses:

· Name of project or request.

· Who is making or supporting the request (e.g., business owner and program office or department)? 

· What is being requested? 

· What must be delivered or accomplished to provide value (this is not “how” it must be delivered)?

· Include a summary/history of the current situation/problem as well as a summary of the history/background of the system.

· Why is this project necessary or desired (describe any research or analysis that has been or is planned to be conducted)?

· When is this project needed (i.e., provide information about mandates and/or external deadlines if applicable)?

· Where will the change occur (i.e., identify software applications/programs)>



		Epic Value Statement

(Repository ID)

		NOTE: OI&T has provided the leading terms below (i.e., For, Who, A, That, Unlike, and Our Process). Epic Value Statements should conform to these guidelines whenever possible, with the understanding that there will be instances where the leading terms must be altered slightly to best convey meaning.

For <target users: identify the primary and secondary users of the product or end solution.  What is their role or responsibility?>

Who <describe the need: identify deficiencies or reasons why this new request is needed.  Identify the customer action that will be affected by the end solution>>

A <process: provide additional details on the need that will provide value to the customer or the customer needs for the solution.  This should not be confused with a plan for reaching the solution.  If you have a process model or more detailed process descriptions/scenarios, append them to the epic document>

That <statement of key benefit: identify the benefit the customer will receive from having the need or solution fulfilled.  Document the benefits of implementing the enhancements and/or new capabilities requested to satisfy the business need.  Link to strategic plans identified in the “Alignment to VA/VHA Strategic Plans” section.  For example, “That will improve access to care of critically ill patients. . .” or “That will increase the trust and confidence of our Veterans who receive care”> Bold key words, such as access, experience, engagement, best practice.>

Unlike <primary alternative: describe the current process, including workarounds that are used or could be used to address the problem.  Identify what would happen if the described need is not fulfilled.  Identify where change is needed.> 

Our process <does something better, the “why”: describe how fulfillment of this request would improve the current process.  Identify the future state. Document the reason why the request should be fulfilled.>



		Alignment to VA/VHA Strategic Plans

		

<List strategic, tactical, and operational goals that will be met by implementing this Business Epic.  Insert in the following order:

1. VA Breakthrough Initiatives (12)

2. USH Priorities: (1) Open ACCESS to Care; (2) Improve Employee ENGAGEMENT; (3) Consistency in BEST PRACTICES/Quality; (4) High-Performing Network; (5) Restore TRUST and CONFIDENCE

3. Blue Print for Excellence (10 strategies)

4. Performance measures

5. Directives, etc.

Strategic Goals include: (1) Provide Veterans personalized, proactive, patient-driven healthcare; (2) Achieve measurable improvements in health outcomes; (3) Align resources to deliver sustained value to Veterans.>



		Success Criteria

		

<Identify acceptance parameters that would validate the implementation was complete and successful.  Describe how the success of the Epic will be measured in SMART terms:

· Specific: targets a specific area

· Measurable: quantify or suggest an indicator of progress

· Achievable: assure that an end can be achieved

· Relevant: appropriate to the process or product

· Timely: able to complete within a period of time>



		In Scope

		

<Describe the functionality/requirements needed to complete the request and create value.  Document specific details about the desired changes or new functionality being requested and the requirements needed to fulfill the request. Include interfaces to other systems. The in scope items will inform sub-epics>



		Out of Scope

		

<Identify capabilities that are not needed/required for this effort.  Identify functionality that may be “nice to have”, but is not necessary. Identify any constraints on the system that do not need to be addressed.>



		Non-functional Requirements

		Applicable OI&T Compliance Epics should be incorporated to meet the needs of the project.

<The above is template text and should not be edited.

Repository ID: NONF requirement

Add Security Review Rating for the epic.  These can be found at https://vaww.vha.esp.va.gov/sites/RDM/internal%202/RDMGoalsFY15/Shared%20Documents/Security%20Review%20Rating%20for%20Epics.docx 

Describe the characteristics or quality attributes of the system (e.g., related to availability, capacity, efficiency, interoperability, performance, security, testability, maintainability, monitorability, portability, reliability, and usability.

Applicable OI&T Compliance Epics should be incorporated to meet the needs of the project.>



		Point of Contact

		

<Insert name & contact information for key point of contact>



		References

		

<Insert links here, include link to NSR>







		

		Sub-Epic Name 



		Sub-Epic Value Statement

(Repository ID)

		For <target users: identify the primary and secondary users of the product or end solution.  What is their role or responsibility?>

Who <describe the need: identify deficiencies or reasons why this new request is needed.  Identify the customer action that will be affected by the end solution>>

A <process: provide additional details on the need that will provide value to the customer or the customer needs for the solution.  This should not be confused with a plan for reaching the solution.  If you have a process model or more detailed process descriptions/scenarios, append them to the epic document>

That <statement of key benefit: identify the benefit the customer will receive from having the need or solution fulfilled.  Document the benefits of implementing the enhancements and/or new capabilities requested to satisfy the business need.  Link to strategic plans identified in the “Alignment to VA/VHA Strategic Plans” section.  For example, “That will improve access to care of critically ill patients. . .” or “That will increase the trust and confidence of our Veterans who receive care”> Bold key words, such as access, experience, engagement, best practice.>

Unlike <primary alternative: describe the current process, including workarounds that are used or could be used to address the problem.  Identify what would happen if the described need is not fulfilled.  Identify where change is needed.> 

Our process <does something better, the “why”: describe how fulfillment of this request would improve the current process.  Identify the future state. Document the reason why the request should be fulfilled.>



		Alignment to VA/VHA Strategic Plans

		

<List strategic, tactical, and operational goals that will be met by implementing this Business Epic.  Insert in the following order:

1. VA Breakthrough Initiatives (12)

2. USH Priorities: (1) Open ACCESS to Care; (2) Improve Employee ENGAGEMENT; (3) Consistency in BEST PRACTICES/Quality; (4) High-Performing Network; (5) Restore TRUST and CONFIDENCE

3. Blue Print for Excellence (10 strategies)

4. Performance measures

5. Directives, etc.

Strategic Goals include: (1) Provide Veterans personalized, proactive, patient-driven healthcare; (2) Achieve measurable improvements in health outcomes; (3) Align resources to deliver sustained value to Veterans.>



		Success Criteria

		

<Identify acceptance parameters that would validate the implementation was complete and successful.  Describe how the success of the Epic will be measured in SMART terms:

· Specific: targets a specific area

· Measurable: quantify or suggest an indicator of progress

· Achievable: assure that an end can be achieved

· Relevant: appropriate to the process or product

· Timely: able to complete within a period of time>



		In Scope

		

<Describe the functionality/requirements needed to complete the request and create value.  Document specific details about the desired changes or new functionality being requested and the requirements needed to fulfill the request. Include interfaces to other systems. The in scope items will inform sub-epics>



		Out of Scope

		

<Identify capabilities that are not needed/required for this effort.  Identify functionality that may be “nice to have”, but is not necessary. Identify any constraints on the system that do not need to be addressed.>



		Non-functional Requirements

		Applicable OI&T Compliance Epics should be incorporated to meet the needs of the project.

<The above is template text and should not be edited.

Repository ID: NONF requirement

Describe the characteristics or quality attributes of the system (e.g., related to availability, capacity, efficiency, interoperability, performance, security, testability, maintainability, monitorability, portability, reliability, and usability.

Applicable OI&T Compliance Epics should be incorporated to meet the needs of the project.>



		Point of Contact

		

<Insert name & contact information for key point of contact. Remove this row if not applicable.>



		References

		

<Insert links here, include link to NSR. Remove this row if not applicable.>









		

		HIPAA Security Rule (733530)



		Epic Value Statement

		For OI&T Portfolio Managers.
Who are responsible for implementing, managing, and supporting the Health Insurance Portability and Accountability Act (HIPAA) Security Rule Standards and Implementation Specifications.
A process is needed for the implementation of reasonable and appropriate administrative, physical, technical, and organizational safeguards for the protection of electronic protected health information (EPHI).
That ensures compliance with federal regulations, safeguarding of EPHI, and conformance to standards necessary for participation in health information exchanges.
Unlike Non- or partial-compliance that exposes EPHI to unnecessary, preventable risks.
Our process protects VA from civil and criminal penalties, ensures protection of EPHI, and maintains Veteran trust and public confidence.



		Success Criteria

		100% of all solutions that process, store, or transmit EPHI will be built to comply with the HIPAA Security Rule.



		In Scope

		Applications and systems that process, store, or transmit EPHI.

VA electronic protected health information (EPHI) applications and systems will comply with 45 Code of Federal Regulations (CFR) Part 160 and Subpart A and C of Part 164: Health Insurance Portability and Accountability Act (HIPAA) Security Rule requirements in all product builds/deliverables.



		Out of Scope

		Applications and systems that do not process, store, or transmit EPHI.



		Non-functional Requirements

		N/A



		References

		HIPAA Security Rule
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Sources of requirements, for example RSD.  Should contain Functional (User Story), Performance, Operational, Disaster Recovery, 508, enterprise, HIPAA, etc. requirements.		Remove those requirements that do not apply to the request.

ID as listed in Req Doc		Remove those requirements that do not apply to the request.

High Level Summary		Release version in which the requirement will first be implemented.								Indicate if the requirement results in something which is testable.		If Testable = Y, then list the test case ID numbers.		Indicate if the test script was executed.		List the package or build number against which this Test Case was executed.		Indicate one of three conditions showing if the test passed or failed, or the test was not executed.		A comment is required if one of these conditions occurs: 
1. If test 'Failed', enter Defect Tracking ID
2. If requirement is not testable, state why
3. If testable, but not tested, state why



		HIPAA Enterprise Requirements

						733530		For OI&T Portfolio Managers.
Who are responsible for implementing, managing, and supporting the Health Insurance Portability and Accountability Act (HIPAA) Security Rule Standards and Implementation Specifications.
A process is needed for the implementation of reasonable and appropriate administrative, physical, technical, and organizational safeguards for the protection of electronic protected health information (EPHI).
That ensures compliance with federal regulations, safeguarding of EPHI, and conformance to standards necessary for participation in health information exchanges.
Unlike Non- or partial-compliance that exposes EPHI to unnecessary, preventable risks.
Our process protects VA from civil and criminal penalties, ensures protection of EPHI, and maintains Veteran trust and public confidence.

Hamm, Jennifer A.(HP): Hamm, Jennifer A.(HP):
The Security Rule requires appropriate administrative, physical, and technical safeguards to ensure the confidentiality, integrity, and security of electronic PHI.  If OI&T cannot address these requirements, the Business Owners responsible for each area MUST be engaged in any waiver discussions prior to any decisions being made.  This section is not meant to be a comprehensive list of all health care security or privacy requirements that may apply to this work effort and should not preclude the technical community from reviewing all health care security and privacy requirements and identifying others that should apply to this work effort as well.  For more information or assistance with HIPAA Security Rule Requirements, please contact the VHA OIA 10P2 CASE REQUESTS mail group.

						411316
164.308 (a)(1)(ii)(B).1				Information system shall implement reasonable and appropriate security measures to reduce risk.

						411318
164.308 (a)(1)(ii)(B).2				Information system shall implement reasonable and appropriate security measures to minimize vulnerabilities.

						411319
164.308 (a)(4)(ii)(B).2				Information systems shall validate a user's right of access (authorization) to electronic Personal Health Information.

						411320
164.308 (a)(5)(ii)(C).2				Information system shall monitor user log-in attempts.

						411334
164.308 (a)(5)(ii)(C).3				Information system shall notify user of invalid log-in attempts.

						411332
164.308 (a)(5)(ii)(C).4				Information systems shall enforce a limit to the number of consecutive invalid user log-in attempts during a specified time period.

						411330
164.308 (a)(5)(ii)(C).5				Information systems shall log user log-in attempts.

						411336
164.308 (a)(5)(ii)(D).1				Information system shall provide capability to create passwords.

						411322
164.308 (a)(5)(ii)(D).2				Information system shall provide capability to change passwords.

						411325
164.308 (a)(5)(ii)(D).3				Information system shall safeguard passwords.

						411323
164.312 (a)(1).1				Information system shall implement an electronic mechanism that allows only authorized entities access to electronic Personal Health Information.

						411321
164.312 (a)(2)(i).1				Information system shall assign a unique name and/or number to identify a user.

						411337
164.312 (a)(2)(i).2				Information system shall use a unique name and/or number to track a user.

						411339
164.312 (a)(2)(ii).2				Information system shall implement a process to allow access to necessary electronic Personal Health Information during an emergency.

						411333
164.312 (a)(2)(iii).1				Information system shall implement electronic mechanism to terminate an electronic session after a predetermined time of inactivity.

						411326
164.312 (a)(2)(iv).1				Information system shall implement mechanism to encrypt and decrypt electronic Personal Health Information.

						411327
164.312 (b).1				Information system shall record activity in information systems that contain or use electronic Personal Health Information.

						411324
164.312 (b).2				Information system shall examine activity in information systems that contain or use electronic Personal Health Information.

						411338
164.312 (c)(1).1				Information system shall implement an electronic mechanism to protect electronic Personal Health Information from improper alteration.

						411335
164.312 (c)(1).2				Information system shall implement an electronic mechanism to protect electronic Personal Health Information from improper destruction.

						411331
164.312 (c)(2).1				Information system shall implement electronic mechanism to verify that electronic Personal Health Information has not been altered in an unauthorized manner.

						411329
164.312 (c)(2).2				Information system shall implement electronic mechanism to verify that electronic Personal Health Information has not been destroyed in an unauthorized manner.

						411328
164.312 (d).1				Information system shall implement electronic mechanisms to authenticate a user.

						411342
164.312 (e)(1).1				Information system shall implement mechanisms to guard against unauthorized access to electronic Personal Health Information during transmission.  

						411341
164.312 (e)(2)(i).1				Information system shall implement mechanisms to verify that electronically transmitted electronic Personal Health Information is not improperly modified during transmission.  

						411340
164.312 (e)(2)(ii).1
				Information system shall implement mechanisms to encrypt electronic Personal Health Information during transmission.

						411344
164.312 (d).2				Information system shall implement electronic mechanisms to authenticate an interfacing system or other entity.

						411343
164.312 (e)(2)(ii).2				Information system shall implement mechanisms to encrypt electronic Personal Health Information at rest on mobile devices or removable electronic media.
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Acronyms

		Acronyms

		Term		Definition

		BN		Business Need

		BRD		Business Requirements Document

		Des		Design

		Dev		Development

		Doc		Document

		EPHI		Electronic Protected Health Information

		HIPAA		Health Insurance Portability and Accountability Act 

		NDO		Normalized Data Object

		NSR		New Service Request

		RDM		Requirements Development and Management

		RED		Requirements Elaboration Document

		Req		Requirement

		RSD		Requirements Specification Document

		SDD		Software Design Document

		Spec		Specification

		Y/N		Yes/No





Template Revision History



		Template Revision History

		Date		Version		Description		Author

		9/1/16		2.5		Removed the words "Applicable to all efforts" from HIPAA Epic header row		Requirements Development and Management

		6/1/16		2.4		Updated column headers to reflect VIP format. Updated HIPAA Epic.		Requirements Development and Management

		12/1/15		2.3		Updated instructional text on Revision History tab		Requirements Development and Management

		8/31/15		2.2		• Changed Column C header from Unique Identifier to Unique Repository Identifier
• Updated Business Instructions with direction on where to place HIPAA requirements
• Added instructional text to revision history tab
• Spelled out acronyms within HIPAA requirements		Requirements Development and Management

		5/29/15		2.1		• Created new VHA RTM that includes HIPAA requirements
• Removed Theme column, as Theme is no longer required		Requirements Development and Management

		4/7/15		2.0		Revamped template as a result of the PMAS lockdown. Moved ENTR/NONF/HIPAA requirements to BRD and reorganized RTM content.		Requirements Development and Management















		Place latest revisions at top of table. Delete this tab before distributing the document.







Business Instructions

		Business Needs/Requirements Instructions:



HIPAA Security Rule Requirements: These should be the last requirements displayed on the RTM tab. Requirements that are specific to this NSR should appear appear at the top of the document, beginning on Row 4.

NSR # Enter the Request Identification number
Business or RED Requirement Document Specify the name of the BRD or RED
Bus Req ID This is the identifier as assigned by the requirements tool, e.g., Composer.
VIP Portfolio Epics & Sub-Epics, User Stories, and Acceptance Criteria:
Epics Epics are business needs articulated by a stakeholder that describe a business or end-user need to be fulfilled by an IT solution. An epic captures a large body of work to be completed during development and it typically too large to complete within a Sprint. Epics will be traced to the BFF and the business process models.
Sub-Epics Epics are further decomposed into smaller sub-epics and workable user stories.
User stories are created to describe the features desired within the application.  The user stories are a simple, brief and concise statement which describe requirements from a user's perspective to capture and communicate customer requirements. 
User Story Format: As a (user role), I would like (statement of need), so that I can (desired benefit).  If the user story is too complex, break it down into smaller user stories.  Example: As a clinician, I want to view a patient’s pregnancy status and expected due date so that I avoid prescribing teratogenic agents to pregnant patients.
Acceptance Criteria define the boundaries of a user story, and are used to confirm when a story is completed and working as intended. Acceptance criteria are incredibly important because they spell out what a Product Owner expects and what a team needs to accomplish. Acceptance criteria need not constitute an exhaustive list; they should be sufficient to get the game moving forward.  As the development  progresses, acceptance criteria become refined through each story iteration to create a workable product.  Acceptance criteria can never be complete, as they embody expectations that change over time.
Priority 
Must Have: Absolutely has to be delivered for the project to be considered successful.
Should Have: A high-priority item that should be included in the project if it is possible; a critical artifact, but one which can be satisfied in other ways if strictly necessary.
Nice to Have: Desired or important to the overall deliverable, but can be considered as optional in the overall completion of the project. 
Will Not Do: An artifact that stakeholders have agreed will not be implemented in a given release, but may be considered for the future.
N/A: Not Applicable
Mapping to Models: Provide a mapping for each user story to the process model steps and/or wireframes.



Sheet1

		Must Have

		Should Have

		Nice to Have

		Will Not Do

		N/A





image1.jpeg








image1.emf
BRAMP v3.1.docx


BRAMP v3.1.docx






[image: ]
Revision HistoryVersion 3.0

September 29, 2016



The revision history cycle begins after modifications are requested after the initial Business Requirements and Architecture Management Plan has been finalized and approved.

		Date

		Description

		Author



		6/25/2014

		Version 1

		Requirements Development and Management and Business Architecture



		3/11/2015

		Version 2

		Requirements Development and Management and Business Architecture



		09/29/2016

		Version 3

		Requirements Development and Management and Business Architecture








Table of Contents



1.	Overview	4

1.1.	Purpose	4

1.2.	Intended Audience	4

1.3.	Scope	5

2.	Business Requirements and Architecture Life cycle	5

2.1.	Business Requirements and Architecture Methodology	5

2.2.	Business Requirements and Architecture Package	6

2.3.	Work Effort Team Responsibilities	9

3.	Work Effort Stages: Assessment, Business Requirements and Architecture Development	10

3.1.	Define and Prioritize VHA Needs	11

3.1.1.	Understanding the Customer’s IT Business Need(s)	11

3.1.2.	VHA Investment Governance	12

3.2.	Work Effort Planning and Scope Coordination	14

3.2.1.	Define Work Effort Scope and Schedule	14

3.2.2.	Identify Stakeholders	14

3.2.3.	Review Existing Documentation	15

3.2.4.	Coordinate the Work Effort Planning	15

3.2.5.	Hold Work Effort Kick-Off Meeting	16

3.3.	Develop Business Requirements and Architecture	16

3.3.1.	As-Is Process Model Development	17

3.3.2.	To-Be Process Model Development	17

3.3.3.	Epics and Sub-Epics	18

3.3.4.	Detailed Business Requirements	19

3.3.5.	Business Rules	20

3.3.6.	Information Models	20

3.4.	Finalize Business Requirements and Architecture Package	21

3.4.1.	Quality Management Process	21

3.5.	VHA and OI&T Collaboration	21

3.5.1.	VIP Project Phase	21

3.5.2.	VIP Product Phase	22

3.5.3.	VIP Project Close Out	22

3.6.	RAP Change Management Process	22

4.	Summary	24

Appendix A. Journey through Business Requirements Architecture	25

Appendix B. High Level Process and Data Table	26

Appendix C: Change Management Process Models	27

Appendix D. Requirements and Architecture Tooling	29

Appendix E. Glossary	30

Appendix F. Requirements and Architectural Artifacts	37

Appendix G. Acronyms	39

Appendix H. References	42

Appendix I. Approvals	43











Business Requirements and
Architecture Management Plan		iii		September 2016

[bookmark: _Toc462847303]Overview

[bookmark: _Toc380580091][bookmark: _Toc462847304][bookmark: _Toc267306619]Purpose

[bookmark: _Toc380580092]The purpose of the Business Requirements and Architecture Management Plan (BRAMP) is to provide guidance for the development and management of business requirements and architecture to support senior Veterans Health Administration (VHA) leadership in the decisions to adopt, buy, or create solutions to address particular business needs or capabilities.  The BRAMP describes the guidelines and procedures used by the Requirements Development and Management (RDM) and Business Architecture (BA) services within the Strategic Investment Management (SIM) division of the Office of Informatics and Information Governance (OIIG).  This Business Requirements and Architecture Management Plan is written in a manner that it can be leveraged by other organizations performing business requirements and architecture support. These services work in collaboration with the Office of Information and Technology (OI&T) for the collection and management of business requirements and architecture.  A well-defined, integrated business requirements and architecture process, as outlined below, ensures effective and efficient development of artifacts that accurately describe the needs of both the business and clinical end-users.  This process ensures enterprise level analysis, traceability, and effective communication throughout the requirements and project life cycle to ensure business needs are met by the delivered Information Technology (IT) solution, providing value to the following stakeholders:

Business Owners/Program Offices: The resulting Requirements and Architecture Package (RAP), a deliverable resulting from this management plan, can assist senior leadership in making informed business decisions by providing insight into the As-Is and To-Be business areas, and presents a business case for weighing the cost-benefit of funded or unfunded needs.

VHA Subject Matter Experts (SME): Efficient processes maximize clinical SME time, eliminating the need for multiple re-engagements to provide the same information.  Current and desired processes and requirements are documented effectively to ensure end users’ needs are clearly articulated.

Office of Information and Technology: Fosters an ongoing technical and clinical partnership to efficiently collaborate and discuss workflow processes and identify problems prior to the Veteran-focused Integration Process (VIP) Initiation and throughout the Software Development Life Cycle (SDLC).  This type of collaboration results in consensual decision-making about the appropriate solution to meet functional needs. 

[bookmark: _Toc462847305]Intended Audience

The intended audience of this document includes VHA business and program offices that require new or enhanced IT system(s) such as Connected Care, Office of Community Care, My HealtheVet, Veterans Health Information Systems and Technology Architecture (VistA) Evolution, and select departments within OI&T, for example, Information Technology Account Management (ITAM), Enterprise Program Management Office (EPMO) Intake and Analysis, Product Development, and Service Delivery and Engineering (SDE).  

[bookmark: _Toc267306620][bookmark: _Toc380580093][bookmark: _Toc462847306]Scope

The BRAMP applies to work efforts involving analysis and elaboration to define and develop business requirements and architecture needed to implement or enhance health IT systems.  This work effort involves collecting and adjudicating business needs, generating and managing business requirement statements, and developing and managing associated architecture products using agile techniques.  These projects are staffed by teams called Work Effort Teams (similar to Work Groups, Tiger Teams, or Integrated Project Teams [IPT]).  

This document addresses the collaboration between VHA and OI&T to effectively utilize VHA business customers’ time in capturing the information needed to inform business requirements and architecture, business case documents, and solution architecture.  As business requirements and architecture are delivered, OI&T is able to reference BRAMP artifacts, and analyze IT capability requests, focusing on enterprise alignment with VA solution standards and strategic priorities, cost estimation, and planning requirements in preparation for VIP project initiation.  

For more information on OI&T processes and deliverables, please reference the VIP SharePoint. 

The scope and content of this plan will be reviewed periodically and refined by the collaborative BRAMP workgroup and VHA SIM. 

[bookmark: _Toc462847307]Business Requirements and Architecture Life cycle

[bookmark: _Toc462847308]Business Requirements and Architecture Methodology

BRAMP activities begin once an IT business need has been identified and a New Service Request (NSR) has been submitted.  Business requirements and architecture are collected and documented in three stages, which are noted below and discussed in more detail in Section 3. 

Define and Prioritize VHA Needs

Coordinate Planning and Scope

Develop VHA Business Requirements & Architecture

The methodologies and techniques utilized by SIM during requirements and architecture development include “Business Process-framed Requirements” and Voice of Customer Analysis (VoCA).  The term, business process-framed requirements, refers to an approach that actively links processes to textual-based business requirements and information concepts.  Voice of Customer Analysis refers to proactive engagement of the customers and end users throughout the process to understand and validate customer requirements, expectations, areas of dissatisfaction with the current processes, and desired needs for a future state[footnoteRef:1].   In addition, an agile methodology is used to guide the Business Owner (BO) to continuously review and refine the business need to ensure approval of the final product, with minimal delays.  Flexible and collaborative processes enable development and refinement of business processes, information models, and business requirements, resulting in delivery of an agreed upon business package (see Section 2.2 for more information on business packages) of high value to the BO.   [1:  Guide to the Business Analysis Body of Knowledge [BABOK] – Agile Extension] 


Processes are developed at the outset to verify and validate the work effort scope and identify target areas for detailed decomposition.  Generally, As-Is high-level processes are identified prior to the development of To-Be high-level processes.  While the high level processes are being developed with the business customers and SMEs, requirements analysts and information architects are eliciting business requirements in the form of epics, sub-epics, user stories, acceptance criteria and data relationships for validation and approval.  When process decomposition begins, the process architects elicit and develop the detailed processes and, as opportunities present themselves, information architects and requirements analysts review related user stories and information models that have been captured.  This interplay among process, requirements, and information continues until the entire scope of the work effort has been decomposed to stakeholder satisfaction.  The artifacts produced by these elicitation sessions are compiled into an RAP that is leveraged by OI&T for their development and acquisition processes. 

The stages performed prior to starting business process-framed requirements activities (Define and Prioritize VHA Needs, Coordinate Planning and Scope, and Develop VHA Business Requirements & Architecture) are crucial preparation stages for each work effort.  Through extensive best practice and lessons learned capture, SIM has identified that these preparation stages are key to ensuring productive stakeholder sessions.

Another key component of our business process-framed requirements methodology is termed “Maintaining a Line of Sight”.  This is a critical set of activities performed throughout a work effort to ensure that processes, information, and requirements are not only integrated with each other, but that they are also integrated with the VHA Business Function Framework (BFF).  The BFF describes the operational functions of VHA, and as such, can be aligned to many functional inventories such as the Department of Veterans Affairs (VA) and VHA Strategic Priorities, and the VA System Inventory (VASI), among others.  The value of maintaining a line of sight is that the Work Effort Analyst Team may discover that the work effort inherits unstated relationships that help provide greater context and impetus for IT prioritization and decision making.  SIM is responsible for the development and maintenance of the BFF, and tracks the alignment of model-led requirement artifacts in the Business Architecture Repository (BAR).  The latest BAR release can be found at https://vaww.vha.esp.va.gov/sites/BA/default.aspx.

[bookmark: _Business_Requirements_and][bookmark: _Toc462847309]Business Requirements and Architecture Package

The Requirements and Architecture deliverables related to the delivery of VHA systems and capabilities are organized together in the RAP.  An RAP fully defines the work effort from a business and/or functional viewpoint.  An RAP is developed with work effort participants to include SMEs, and approved by the VHA Business Owner.  Once approved, an RAP is shared with OI&T to both inform project initiation and planning, as well as design and development. 

Documentation contained in the RAP is maintained in the IBM Rational Suite by SIM.  For more information on tooling, see Appendix D. 







The RAPs are a compilation of the documents developed during the business requirements and architecture process.  These documents are authored by the business community with participation from OI&T EPMO.  A package may include the following items:
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[bookmark: _Ref389122780]Table 1: Business Requirements and Architecture Package

		Deliverable

		Definition

		Contents

		Responsible

		Tool

		VIP Phase



		Business Summary Report

		This document captures and describes the business needs and expectations.  It provides insight into the As-Is and To-Be business areas, identifying stakeholders and profiling primary and secondary-user communities.  It details the capabilities that the stakeholders and target users need, and why these needs exist.  It provides a foundation for the communication of what the solution needs to do to satisfy the business needs.  The Business Summary is the vehicle by which the business community gathers the supporting information needed to develop business epics.

		Business Need

Target Customers

Business Process

Key Benefits

Alternatives

Business Solution

In-Scope and Out of Scope Features

Success Criteria

Non-Functional Requirements

		RDM

		Rational DOORS (formerly Composer)

		Pre-VIP Initiation, VIP Planning



		Requirements Traceability Matrix (RTM)

		This document captures and describes the business needs (epics), business requirements (sub-epics), decomposed business requirements (user stories), acceptance criteria and their relationships to each other.  In addition, the RTM captures mappings of business requirements to business process models and the VHA BFF.  The RTM is supported by a collaboration requirements model that is used by the business and OI&T.  This joint (VHA/OI&T) RTM will be used to track requirements through User Acceptance Testing (UAT). The RTM will also inform and be leveraged to ensure proper solution deliveries.  The RTM is an optional document, as requirements can be developed and shared in the Rational Tools.

		Epics, Sub-Epics, User Stories, Acceptance Criteria, Mappings to BFF, Process and Information Models

		RDM

		Rational DOORS (formerly Composer)

		Pre –VIP Initiation, VIP Planning



		Process Model Summary Report

		A summary report describing the development of the As-Is and To-Be Business Process Models and their supporting Activity Description Tables for an effort.

		Current and desired state process models

		Business Process Architecture (BPA)

		Rational System Architect

		Pre –VIP Initiation, VIP Planning



		Information Model Summary Report

		Contains the informational perspective of the model-based representation of “To Be” business requirements and processes that may be created/transmitted/received/maintained.

Analysis of reusable units of information exchange.  

Identification of potential information gaps against “As-Is” information sources.  

		Information models and data dictionary

		Business Information Architecture (BIA)

		Rational System Architect

		Pre –VIP Initiation, VIP Planning
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[bookmark: _Toc462847310]Work Effort Team Responsibilities

Work Effort team members are critical in the development of the business requirements, business processes, and information models.  It is imperative that assigned roles are identified as early as possible and that each work effort is led by an experienced facilitator.  For further details on the roles and responsibilities refer to the BRAMP Responsible, Accountable, Supported, Consulted, and Informed chart (RASCI)[footnoteRef:2].  [2:  https://vaww.vaco.portal.va.gov/sites/OHIA/sim/BRAMP/default.aspx ] 


In order for the work effort to proceed efficiently, the following membership for Work Effort Teams have been identified:

Work Effort Business Owner 

Work Effort Analysts 

Work Effort SMEs

Table 2, Table 3, and Table 4 below list high-level descriptions of the work effort roles.

[bookmark: _Ref462036574][bookmark: _Ref389123147]Table 2: Work Effort Executive Component

		Role

		Responsibility



		Work Effort BO

		The Program Office representative (typically at a directorate level) who is responsible for the policy, processes, and practices of a given area.  The BO has final sign-off approval of the requirements and architectural deliverables, provides strategic direction to the program, elicits executive support and funding, and monitors the progress and timelines throughout the life cycle of the request.  







[bookmark: _Ref462036582][bookmark: WorkEffortTeam]Table 3: Work Effort Analysts

		Role

		Responsibility



		Work Effort Coordinator 

		Coordinates and provides overall work effort support throughout the work effort life cycle

Coordinates communications with BOs, SMEs, and Work Effort Analyst Team to include meeting and agenda planning, planning and facilitating virtual and face-to-face meetings, and managing timeline and parking lot issues

Provides support to the Business Owners and stakeholders; serves as an interface to OI&T



		Requirements Analyst

		Elicits, develops, and manages functional and non-functional requirements for the identified capability.



		Business Process Architect

		Elicits, designs, and optimizes business process models based on data and SME input.



		Business Information Architect

		Develops conceptual and business information models based on direct SME input, business requirements, process models, expected logical interfaces, and appropriate information exchange standards.



		OI&T Technical Architect

		Provides technical and feasibility input during development of requirements and architecture.  Gathers information to inform the technical architecture.



		OI&T Development Representative

		The OI&T Analyst will engage with the work effort team during elaboration.  The OI&T Portfolio Lead will assign roles based on project focus and available resources.

The development representative ensures proper requirements elaboration is being completed to the degree as needed for the IT project.





[bookmark: _Toc387995066][bookmark: _Toc387995125][bookmark: _Toc388251895][bookmark: _Toc387995067][bookmark: _Toc387995126][bookmark: _Toc388251896][bookmark: _Toc387995068][bookmark: _Toc387995127][bookmark: _Toc388251897][bookmark: _Toc387995069][bookmark: _Toc387995128][bookmark: _Toc388251898]

[bookmark: _Ref462036595]Table 4: Work Effort SME 

		Role

		Responsibility



		Lead SME

		Provides deep capability expertise and leadership to ensure the functional community’s needs are met.



		SMEs

		A stakeholder with specific expertise/knowledge in a particular area, an aspect of the problem domain, or potential solution alternatives; an individual who exhibits the highest level of expertise in performing a specialized job, task, or skill within the organization.  The SME closely assists with developing business requirements and continues to work closely during the development and testing stages.  SMEs provide subject matter expertise as requirements and architecture are developed.





[bookmark: _Work_Effort_Analysis][bookmark: _Work_Effort_Phases:][bookmark: _Ref389121361][bookmark: _Toc462847311]Work Effort Stages: Assessment, Business Requirements and Architecture Development

Work Effort stages provide a structured process for gathering information for the identification of objectives and business needs to be documented.  As shown in Figure 1 below, the business requirements and architecture are developed and decomposed to the level of detail sufficient so the business fully understands the needs, process, and information details and is providing the right information to OI&T at the right time. 

[bookmark: _Ref390326593][bookmark: _Ref390326604]Figure 1: Work Effort Stages 
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[bookmark: _Toc462847312]Define and Prioritize VHA Needs

This stage of the business requirements and architecture methodology includes identifying and understanding the customer’s business needs and facilitating the needs through VHA Governance.  

[bookmark: _Toc462847313]Understanding the Customer’s IT Business Need(s)

Business needs are documented descriptions of clinical, business, and administrative needs that support day-to-day operations and work activities of VHA.  Business needs originate from mandates and initiatives that are external and internal to VHA including federal laws, regulations, directives, goals, strategic processes, or stakeholders such as clinicians, administrative staff, business office staff, and developers.

Once a business need is identified, the business customer submits an NSR through the Innovations and Development Request Portal (IDRP).  NSRs are submitted to enhance existing health IT solutions or to develop/acquire new solutions based on changes to business processes, policies, legislative changes, and other drivers in order to meet VHA clinical and business needs.  Upon receipt of the NSR, the RDM Service reaches out to Veterans Integrated Service Network (VISN)-level leadership or higher to confirm endorsement of the request.  Endorsement signifies that the request has merit and the business need is worthy of further analysis.  Confirmation of the appropriate level of support must be validated prior to accepting the NSR into the New Service Request Database (NSRD).  If the endorsement is not verified, the request is rejected in the IDRP.  The list of authorized endorsers can be found here: http://vista.med.va.gov/nsrd/GuidancePolicy.asp. 

Upon verification of endorsement, the NSR moves into the Assessment Phase.  The requirements analyst assembles the Assessment Team consisting of the requestor, program office representative, and end users/SMEs.  The Requirements Analyst conducts an environmental scan for similar work (NSRs, requirements, etc.), and interviews the Assessment Team to obtain and document additional information about the problem and business need/driver.  For clinical requests, comments are obtained from the field in support or opposition of the request.  If the NSR is urgent and requires immediate review, the NSR is referred to the appropriate review board(s) (Clinical Capability Management Board [CCMB], Business Capability Management Board [BCMB], Data Resources and Analytics Capability Management Board [DRACMB], and Research and Education Capability Management Board [RECMB]).  If the NSR is not urgent, it is submitted to the Program Office for potential inclusion in the multi-year planning and budget request.  In all cases, the high level business requirements elicited during the Assessment Phase are captured in VHA’s business requirements repository, as well as the initial draft of the Business Summary which is stored in the NSRD. 

[bookmark: _Toc462847314]VHA Investment Governance 

VHA has implemented a framework by which IT business cases are collected from VHA Programs (e.g., Pharmacy, Enrollment, Registries, Research), prioritized, recommended for funding and, subsequent to funding, tracked to ensure IT solutions are developed in a timely manner.  This governing structure includes several workgroups, sub-committees, boards, and an authoritative decision making committee as outlined in Figure 2 below.  

[bookmark: _Ref462036355][bookmark: _Ref462125236]Figure 2: VHA IT Governance
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The entities depicted in Figure 2 (and described below) reflect the organizations involved.

IT Committee: The IT Committee (ITC) is commissioned by the National Leadership Council (NLC) and is charged with oversight of the VHA IT Governance Process.  The ITC will first determine the strategy and mission of the committee, followed by outlining proper VHA use of technology, aligning IT investments to VHA mission requirements through the Policy, Planning, Budget & Execution (PPBE) process, making IT investment decisions, monitoring execution of IT efforts, and assessing effectiveness and benefits of deployments.  This charge is primarily accomplished through defining policies and enforcing compliance with those policies.

Integration Board: The Integration Board (IB) is charged with ensuring the prioritized IT needs submitted by the four Capability Management Boards (CMB) are consistent and appropriately integrated as a whole, performing minor adjustments to the priorities to achieve the overall budget target.  The IB supports the ITC by analyzing and de-conflicting proposed IT needs, ensuring that the resulting list of prioritized VHA IT programs aligns with the VHA mission and strategic goals, as well as with OI&T budget constraints and applicable federal regulations.

Capability Management Boards: The CMBs are chartered by the ITC and charged with performing the prioritization of the VHA IT needs in alignment with the ITC criteria and policies and with reporting to the ITC on the progress of OI&T in developing IT solutions to meet VHA’s needs.  CMBs are comprised of key VHA leaders and field clinicians to prioritize and determine the scope of programs, using business criteria, for IT investment funding.  The CMBs also provide a business council to review funded IT programs and make sure they are meeting their requirements, executing properly, and doing so within the approved schedule.  

Health IT Strategy Sub-committee: The Health IT Strategy Sub-Committee is charged with defining the full strategic direction and mission of VHA IT for endorsement or veto by the ITC.

VISN Chief Health Informatics Sub-Committee: The VISN Chief Health Informatics (VCHI) Sub-Committee is charged with assisting in determining proper use of technology and information and supporting the assessment of technology effectiveness and benefits of deployments for endorsement or veto by the ITC.

Architecture and Requirements Investment Working Group: The ARIWG is charged with both an ITC secretariat function and with performing analysis of IT needs.  The ARIWG supports the CMBs by ensuring IT needs are de-conflicted for scope and analyzed for benefit (alignment/impact) and risk (complexity/maturity).

Following VHA Governance prioritization and funding determinations, the SIM team works with each program office to review the Business Case Document and prioritize their needs and work.  Once there is an understanding of the Program Office’s priorities, a work effort will be stood up to ensure the prioritized needs are further defined with business architecture and requirements.

[bookmark: _Toc390323868][bookmark: _Toc390323926][bookmark: _Toc390326376][bookmark: _Toc380747223][bookmark: _Toc388251903][bookmark: _Toc387995074][bookmark: _Toc387995133][bookmark: _Toc388251904][bookmark: _Toc462847315][bookmark: _Toc415752438]Work Effort Planning and Scope Coordination

This stage of the business requirements and architecture methodology includes preparing for the business requirements and architecture work effort, defining work effort scope and schedule, identifying stakeholders, reviewing existing documentation, coordinating the work effort planning, and conducting the work effort kick-off meetings. 

[bookmark: _Toc415752439][bookmark: _Toc462847316]Define Work Effort Scope and Schedule

The Work Effort Analyst Team works with the business customer(s) to define the work effort scope and schedule.  This may include the development of a formal scope statement, a proposal and/or overview of the work effort, description of resources, assumptions, constraints, dependencies and risks, deliverables, expected outcomes, and a tentative project schedule.

[bookmark: _Toc415752440][bookmark: _Toc462847317]Identify Stakeholders 

There are various stakeholders who proactively engage as partners during each work effort.  The goal of this activity is to identify all individuals, program offices, and groups that have a vested interest in the requested functionality, and invite them to participate in the effort.  Stakeholders provide contextual information about the business relative to the request, validate customer requirements, expectations, areas of dissatisfaction with the current processes, and desired needs for a future state, in order for Analysts to develop deliverables and the RAP.  Active stakeholder involvement ensures that the IT solution meets the business and end user needs.

One of the most important stakeholders is the VHA BO.  The BO’s role is to identify relevant stakeholders, clarify the business need, and make decisions throughout the effort.  They are involved in the work effort through solution deployment. 

The BO helps the Work Effort Analyst Team to identify a comprehensive list of stakeholders and SMEs, to include identification of a Lead SME.  The Lead SME also has decision making and approval authority in the absence of the BO, and is able to determine if there are any gaps in functional SME representation.  During this process, dependencies such as availability and surrogate participation are also taken into consideration when confirming stakeholders.

In addition to the business (and where appropriate clinical SME representation), technical staff from OI&T is invited to be involved in the preparatory phase of the work effort, and continue their involvement throughout the process to ensure developed requirements are feasible and testable in the development/acquisition process.  Early involvement from OI&T also supports the agile methodology for delivering capabilities in incremental packages.

Once the complete list has been confirmed, stakeholders and SMEs are engaged with the Work Effort Analyst Team to form the Work Effort Team.  Recurring meetings (working sessions) are scheduled and during these meetings, the Business Requirements and Architecture process and deliverable templates are reviewed with the Work Effort Team.  

The Work Effort Analyst Team works with the Work Effort Team to elicit business needs and associated requirements, along with real-life examples or scenarios that depict how the IT enhancement would bring value to the identified processes.  There is great value and knowledge management in ensuring the SMEs that participate in the business requirements and architecture work efforts continue to participate during the IT Project life cycle.

[bookmark: _Toc415752441][bookmark: _Toc462847318]Review Existing Documentation

The Work Effort Analyst Team collaborates with BOs, stakeholders, SMEs and their internal teams to conduct a comprehensive environmental scan that builds upon the environmental scan conducted during the Assessment Phase.  The scan may include research of databases such as the NSRD, Business Architecture repositories, Innovations repository, VistA, and the Technical Services Project Repository (TSPR) to gather policies, related and existing requirements, existing applicable models, and other information relevant to the work effort.

[bookmark: _Toc415752442][bookmark: _Toc462847319]Coordinate the Work Effort Planning

Coordination between Work Effort Analyst Team members (e.g., SIM, OI&T representatives) is extremely important to ensure that the appropriate individuals are engaged and aware of work effort activities and information.  Analyst team planning sessions will be conducted for the Work Effort Analyst Team to ensure all team members understand the process, methodology, deliverables, roles, and responsibilities.  During the planning sessions, guidelines are communicated that include a description of the roles and responsibilities of team members, the approach for developing and delivering the requirements and models, plans for a kick-off meeting, and the process and mechanism that will be used to share and store work product artifacts.[footnoteRef:3] There may be times when we may partner with requirements and process architects external to SIM (i.e., Veterans Engineering Resource Center [VERC], Community Care Business Systems Management (BSM)). [3:  See Work Effort Analyst Team Guidance for more detailed information.] 


In order to support efficient requirements and architecture definition, appropriate SME resources are engaged in the work effort based on expertise and the increment that is currently under development.  During the work effort planning period, a stakeholder matrix is developed to facilitate the efficient and effective use of SME resources. 

The following documents are also shared and reviewed with the team at the beginning of the work effort:

Current version of the BRAMP

Requirements and Architecture Business Life Cycle

Draft Business Requirements and Architecture Work Effort Proposal, consisting of:

1. Validated Scope Statement

2. Work Breakdown Structure

3. Team Roster

RASCI Matrix

Review Board (CCMB, BCMB, etc.) outputs 

Existing relevant documentation (e.g., models, requirements, and policies)

These documents form the foundation for the initial preparation steps and are provided not only as reference materials, but as a starting point for each work effort.  During the initial coordination meeting, the team will review the Requirements and Architecture business life cycle process and the RASCI Matrix to understand the roles, activities, and expectations of everyone on the team.

[bookmark: _Toc415752443][bookmark: _Toc462847320]Hold Work Effort Kick-Off Meeting

A Work Effort kick-off meeting will be held with the entire Work Effort Team, which consists of stakeholders, business owners, SMEs, and any supporting staff.  This meeting provides the opportunity to discuss the scope and objectives of the work effort, the role of each team member, and the iterative schedule.

[bookmark: _Toc387995080][bookmark: _Toc387995139][bookmark: _Toc388251910][bookmark: _Toc387995081][bookmark: _Toc387995140][bookmark: _Toc388251911][bookmark: _Toc462847321]Develop Business Requirements and Architecture

The development of Business Requirements and Architecture stage brings all of the business and technical stakeholders together to define the desired business needs/requirements and architecture for IT solutions.  Requirements and architecture are captured by conducting virtual or in-person working sessions and interviews to interact with SMEs in order to understand and elicit business workflow/process details and requirements.  Site visits may also be scheduled to observe end users and gain a better understanding of their normal working environment and the context around their need for an improved IT solution.

The Work Effort Team works together to facilitate the elicitation and documentation of information needs and high level and detailed business requirements based on discussions with SMEs.  Business process models provide analysts and SMEs with a logical and visual progression through the process.  As the process is being documented visually, the Requirements Analyst and Information Architect ask questions to capture the majority of the high-level and detailed text based requirements.  Using this integrated approach reduces the number of SME sessions that would otherwise focus solely on requirements or solely on information architecture. 

Process modeling offers important visual cues that inform understanding of the customer’s workflow.  Following are benefits of utilizing this methodology:

Through the progression from the As-Is Process and To-Be process, additional business requirements and information needs will be identified.

Process models will allow the Work Effort Team to visually identify pain points, bottle necks, and areas for improvement.

Work Effort Team and SMEs will be able to identify dependencies with other processes and out of scope requirements.

Allows for a requirements alignment to process models to ensure requirements are captured for every activity within the process.

Unknown needs and requirements (gaps) become more apparent

[bookmark: _Toc462847322]As-Is Process Model Development

The As-Is process is a prerequisite to understanding how processes are executed in the current work flow or system.  As-Is process models are developed by leveraging existing processes developed by Business Architecture or external organizations, as well as SME input and descriptions of current processes.  The team analyzes the current state of the business need, including current architecture descriptions, performance, and business goals and objectives.  While the details of the current environment are being analyzed, the team captures the existing structure, resources, processes, pain points, bottlenecks, and improvement opportunities.  This activity produces As-Is process models and associated Activity Description Tables.

[bookmark: _Toc462847323]To-Be Process Model Development

Utilizing the As-Is artifacts, the Work Effort Analyst Team elicits and documents the desired process through discussions with SMEs.  If current capabilities are insufficient to meet the business needs, it is the responsibility of the team to identify where gaps exist and develop To-Be models, references, and other descriptive information to address the deficiencies.  Feedback and input from the SMEs are captured in the To-Be processes.  The streamlined or improved processes are free of any constraints and activities that do not add value.  The To-Be process models are an in-depth depiction of “what good looks like” from the business owner’s or SME’s perspective.  These redesigns and enhancements are illustrated in the To-Be business process models.  Depending on where the effort is in the SDLC, the Work Effort Analyst Team may be required to develop either high-level or detailed process models.  The high-level process models provide an overarching view of the business processes being analyzed.  These models are developed to assist in understanding business needs, the identification of business requirements, and activity inputs and outputs.  Detailed process models allow traceability to normalized data objects in the information models and assist OI&T EPMO Intake with development of service architecture.

Figure 3: Business Epic Decomposition

[image: There are 4 tiers of business requirements:
Business Epic is the highest level requirement
Sub-Epic is the second level requirement
User Story is the third level requirement
Task is the lowest level requirement]

[bookmark: _Toc462847324]Epics and Sub-Epics

Epics are business needs articulated by a stakeholder that describe a business or end-user need to be fulfilled by an IT solution.  An epic captures a large body of work to be completed during development and is typically too large to complete within a Sprint.  It is further decomposed into smaller sub-epics and workable user stories.  Epics will be traced to the BFF and the business process models.  There are two types of business epics: (1) Portfolio Epics which include Business Epics, Sub-Epics and (2) Epic User Stories.  Business Epics and Sub-Epics directly deliver business value with strategic objectives and need to be described in general terms to initiate a further discussion about what types of features an epic implies.

The following table depicts the overarching differences between the types of epics.  

Table 5: Portfolio Epics vs. Epic User Story

		

		Portfolio Epic (Includes Business Epic and Sub-Epic)

		Epic User Story



		Generated by

		Architecture Groups

		Program/Project Teams



		Description

		Containers for large initiatives

		“Big user story”



		Duration

		6 months – 1 year

		2 – 4 sprints



		Format

		For <target customers>.
Who <statement of the need or opportunity>.
A process <is needed/for/to include links to process models, if applicable>.
That <statement of key benefit, that is, compelling>.
Unlike <primary alternative>.
Our process <does something better – the “why” – tie this to USH 5 Priorities/Enterprise Justification>.

		As a...

I want...

So that...  



		Measurement

		Success Criteria

		Acceptance Criteria



		Backlog

		Portfolio

		Team



		Estimation

		Duration (Job Size)

		Story Points



		Prioritization

		WSJF (Weighted Shortest Job First)

		Business Value



		Decomposition

		Feature

		Feature/Theme User Story





Business Epics and Sub-Epics, will be written in the following format:

Table 6: Epic Format

		Epic Name:



		Epic Description:
For <target customers>
Who <statement of the need or opportunity>
A <process>
That <statement of key benefit, that is, compelling>
Unlike <primary alternative>
Our process <does something better – the “why” – tie this to USH 5 Priorities>.



		Success Criteria:
Describe how the success of the Epic will be measured, for example, .g., 30% decrease in medication errors; 50% increase in the number of Veterans contacted for enrollment in Choice Program.



		In Scope:
Identify the features that are included in the “scope” of the epic. 



		Out of scope:
Items which are not required for the epic.  These keep the team the on track in terms of delivering what is absolutely needed to create value.



		Non-functional Requirements/Compliance Sub-Epics:
Include criteria that describe the characteristics of a system, rather than specific actions that system should perform.  Requirements are usually in the form of “system shall be <requirement>”.    Examples of quality attributes include but are not limited to: Availability, Capacity, Efficiency, Interoperability, Performance, Security, Testability, Maintainability, Monitorability, Portability, Reliability, and Usability.





[bookmark: _Toc462121917][bookmark: _Toc462133149][bookmark: _Toc462847325]Detailed Business Requirements

Detailed business requirements include a decomposition of business requirements (epics and sub-epics) and business rules which result in user stories and acceptance criteria.  These requirements are taken to a sufficient level of detail (description of the required behavior of the system which must be clear and readable) to create a set of working business requirements that are defined, prioritized, and testable for all functional capabilities that will be delivered as part of the current release or iteration.  The business determines “what” needs to be done, and IT will be instrumental in describing “how” it can be done.

  

0. User Stories

User stories are brief, simple, and concise statements that describe requirements from a user perspective to capture and communicate customer requirements. User Stories will be developed in collaboration with OI&T.  User Stories are written using the following format: As a <insert type of user>, I would like <insert statement of need>, so that I can <insert desired benefit>.  For example, “As a member of the health care team caring for women Veterans (‘users’), I need to log in to the application using a unique identifier, so I can view a dashboard of women Veteran patients assigned to my panel, because it includes personal health information that must be accessed securely.”

0. Tasks/Acceptance Criteria

Acceptance Criteria define the boundaries of a user story and are used to confirm the completeness and intention of the user story.  For example, “A user can log into the application using their VistA credentials.”

[bookmark: _Toc462847326]Business Rules

Business Rules are a specific, actionable, testable directive that is under the control of an organization and that supports a business policy[footnoteRef:4].   [4:  Guide to the Business Analysis Body of Knowledge [BABOK] - Version 2.0] 


[bookmark: _Toc462847327]Information Models

Business Information elicitation and development is used to understand and document business information usage, structure, and information exchange requirements that are necessary to create well-designed IT solutions.  Information modeling produces a visual depiction of the information requirements for a particular project/subject area where data are well defined and relationships to other information concepts are reflected.  This may include the information necessary to achieve interoperability with outside agencies and organizations.

The following describes the As-Is and To-Be Information Models:

As-Is VistA (Hybrid) Information Models: The BA unit leverages a concept known as hybrid models to create the current (As-Is) state models of the VHA systems.  Hybrid models reflect the business-related data elements captured and managed by the VistA system.  System-related data elements are filtered from view in the hybrid model, such as attributes used to log transaction update dates and times.  If the VistA data structure does not group related data elements into well-formed classes, the hybrid model restructures the data into logically related groups of attributes.  This new structure is more consumable to the business SMEs.

To-Be (Future State) Business Information Models: BIA work products clearly communicate business information requirements as part of the enterprise-wide integrated Requirements and VHA Business Architecture.  Although a number of different information artifacts will be developed as part of the business information modeling process, the primary goal is to develop a suite of Unified Modeling Language (UML) 2.0 based-class diagrams that define the work effort’s information requirements.

[bookmark: _Finalize_Business_Requirements][bookmark: _Toc462847328]Finalize Business Requirements and Architecture Package

All work efforts must conclude with the business RAP.  The purpose of the RAP is to provide the requirements and architectural artifacts and a summary that describes the process that led to their development.  The RAP should include the work effort purpose, the objectives sought, and the accomplishments achieved.  For the elaboration phase, the RAP is a compilation of all of the work effort phases that may have been approved and shared with OI&T throughout the work effort.  The Work Effort Analyst Team facilitates a comprehensive review process with external stakeholders to ensure all necessary components have been addressed (i.e. Security, Privacy) and the deliverables contain the information needed to be consumable by OI&T.  Reviews are conducted by SMEs, Service Coordination, Privacy, and OI&T EPMO.

[bookmark: _Toc462847329]Quality Management Process

SIM has a comprehensive quality management process to ensure that all requirements and architectural artifacts are consistent, adhere to industry and VHA SIM standards, and meet the overall objective of the work effort.  For a complete and unbiased review, all components of the RAP undergo a content/quality review by technical writer, analyst peers, SIM management, and work-effort stakeholders.  During this review, the VHA BFF links are confirmed as appropriate and maintained throughout the life cycle and evolution of the architecture.  The final RAP will be reviewed and approved by the BO(s).  All final approved deliverables are stored in the business requirements repository and business architecture repository and are available to customers via the NSRD and the Rational Tools repositories. 

The RAP constitutes a consolidated business requirements and architecture package that is a tool to navigate business requirements, as well as process and information models.  The actual requirements and models in their native format are an integral part of the finished product and are made available as part of the system development process to ensure proper traceability from functional requirements to system requirements and implementation.

[bookmark: _Toc462847330]VHA and OI&T Collaboration

[bookmark: _Toc462847331]VIP Project Phase

Once the business epics and sub-epics and high level process models are finalized and approved, the IT Business Analysis Team (BAT) assists the BO in submitting a request through the OI&T intake portal, which will be reviewed, assessed, and prioritized by the IT Account Managers (ITAM).  

VIP project initiation is kicked off when an EPMO IT Project Manager is assigned.  Initiation will include the development readiness assessment activities where the Work Effort Analyst Team shares information on existing business requirements, existing process and information architecture, and existing business case documents and technical architecture.  The collective team will discuss if further elaboration is needed and if VHA is able to resource elaboration with business analysts and architects.  OI&T will determine what additional information is required in order to proceed with development and assign resources appropriately to meet those needs.  The EPMO IT Project Manager is directed to the NSRD and VHA business requriements repository in Rational DOORs  and RTC for existing business requirements and architecture deliverables and supporting documents. 

[bookmark: _Toc462847332]VIP Product Phase

Once a final RAP is delivered and approved, the VIP product phase begins, and EPMO will begin development and release cycles.  It may be discovered that a set of requirements were not released for specific reasons, for example, original requirements were modified or changed by SMEs/Users due to policy changes or process changes, or functionality that was not documented in original requirements was built and released. For more information on OI&T processes and deliverables, please reference the VIP SharePoint

[bookmark: _Toc462847333]VIP Project Close Out

The project closeout activity involves collaboration and communication between OI&T and Work Effort Analysts to understand the outcomes and results from an OI&T release.  The team will determine if original requirements and architecture were satisfied and will ensure the integrity of the architecture by reflecting the current production environment.  During the project closeout, designated team members from both organizations review appropriate release documents to determine if changes are needed to existing architecture artifacts.  Any proposed updates to BRAMP artifacts may be submitted using the Change Management Process (see Section 3.6).  The request will follow the appropriate process, and further decisions and updates will be made.

[bookmark: _Ref462129737][bookmark: _Ref462129719]Figure 4: VIP Process integrated with BRAMP
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[bookmark: _Toc387995107][bookmark: _Toc387995166][bookmark: _Toc462847334]RAP Change Management Process

The intent of the RAP Change Management process is to define the mechanisms for consistent management of NSR and deliverable changes.  Specifically, the change management process describes the processes and procedures used to request, evaluate, decide, and track proposed changes to requirements and architecture package deliverables, which can occur anytime during the life cycle of the request/project.  The change management process provides the overarching framework for requirements and architecture management, change control, and version control.  The change management process also enables SIM to consistently track changes to requirements and architecture artifacts, and deliver high quality business requirements and architecture services in support of IT solutions for VHA and VA.  SIM uses standardized methods and procedures as well as change management tools to develop, manage, and control requirements and architecture life cycles.

The need for changes to RAP artifacts is typically requested by the Lead SME/BO, the IT Project Manager, IT Development Representative, or other VA governing bodies.  All requests for changes will be submitted through the NSRD and addressed by the Work Effort Analyst Team.

Upon receiving a change request, the receiving analyst(s) will notify the appropriate stakeholders as well as appropriate Work Effort Analysts within the Work Effort Team to review the change request and determine if the request is in scope for the work effort and/or IT project.  The reviewers will also identify the stage of the work effort in order to determine which stakeholders should be engaged during the change management process.  The following scenarios are possible at the conclusion of the change request review:

Changes Deemed Out of Scope: 
In cases where the change request is outside the scope of the active project, the Work Effort Analyst Team will advise the requestor to submit a new NSR and the change request will be closed.  Upon submission of the new NSR, the standard NSR process will be followed.

Changes within Scope Where Development Has Not Started: 
If changes are identified and development has not started yet, the Work Effort Analyst Team will engage the appropriate stakeholders to begin the analysis and documentation of the change request – See Figure 4 and Figure 5.

Changes within Scope While Development is Underway: 
If a change request is submitted for an IT effort where development is already underway, the Work Effort Analyst team should engage a Development Representative to lead the change request analysis and adjudication.  The Development Representative will be responsible for identifying appropriate technical stakeholders to be included during the analyze and process change request activities.  Other than the addition of these technical stakeholders, the manage change request process continues as normal until the change request is closed.

To analyze a change request, the Work Effort Team must determine the full scope of the change by conducting an impact assessment.  A change request could be related to the business, stakeholder, or functional requirements.  During this assessment, the internal SIM steps are very similar to the elicitation of new requirements.  The team will need to involve all impacted stakeholders in eliciting the requirements of the change, analyze those items, and then determine the impact to current business requirements and process/information models.  Along with identifying the impact of the change, the team should identify the benefit of making the change or the business need driving the change.

Following the completion of the analyze change request sub-process, the Work Effort Team will proceed with processing the change request if it is determined that the change request will be adopted.

If the Work Effort Team rejects the change request, justification will be documented and the status of the change request will be updated and then closed.  A change request may be rejected due to (but not limited to) funding, lack of resources, project timeline, or feasibility.  

After the change request has been approved, the Work Effort Analyst team will determine when to incorporate the change.  Using information from the change request outcome and the change request submittal, the team will determine to either incorporate changes in the existing RAP, or to prioritize the request for a future date.  If the changes are to be made to the RAP, the original architects and modelers will need to review and recommend the areas for modifications in the deliverables.  

Once the modifications are made to the appropriate RAP deliverables, they are reviewed by the Work Effort Analyst team and then the appropriate Stakeholders are notified to be made aware of the changes.  If the changes require Stakeholder and Business Owner review, then the artifacts will follow the standard BRAMP approval process, in section 3.4, Finalized Business Requirements and Architecture Package.  The last step is to finalize the deliverables by reposting the updated RAP to the NSRD, as well as, any other collaboration sites, and the change request implementation is considered complete. 

[bookmark: _Toc462847335]Summary

This concludes the BRAMP.  The appendices that follow should be used as references to the content in the main document.  The BRAMP provides guidance for the development and management of business requirements and architecture to support senior VHA leadership in the decision to adopt, buy, or create solutions to address particular business needs or capabilities, and describes the guidelines and procedures for the collection and management of business requirements and architecture.  Proper use of this document and its processes ensures effective and efficient development of artifacts that accurately describe the needs of the business and clinical end-users.  This process ensures enterprise level analysis, traceability, and effective communication throughout the requirements and project life cycle to ensure business needs are met by the delivered IT solution, providing value to its stakeholders. 

If you have further questions after reading this document, reach out to the BRAMP Workgroup (VHA10P2ESIMBRAMP@va.gov).
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[bookmark: AppendixB][bookmark: _Toc462847337]Appendix B. High Level Process and Data Table

VHA and OI&T Collaborative High-Level Process is coming soon in version 3.1. 




[bookmark: _Toc462847338]Appendix C: Change Management Process Models



[bookmark: _Ref462129742]Figure 5: Manage Change Requests
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Figure 6: Analyze Change Request
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Figure 7: Process Change Request
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[bookmark: AppC][bookmark: _Toc462847339]Appendix D. Requirements and Architecture Tooling

The VHA SIM Office utilizes multiple tools to manage requirements and architecture products.  Some of the repositories that SIM uses to track work effort history, activities, and documentation include:

Troux  is used to manage the BAR, its BFF, and other information to allow business leaders to understand how all parts of the enterprise fit together and relate to each other.  This tool enables business leaders to make well-informed decisions and better communicate the cost of change, impact of change, and benefit of change to stakeholders throughout the enterprise.

New Service Request Database is used to collect VHA requests from clinicians or other users to enhance existing health IT solutions or to develop/acquire new solutions.  The purpose of the NSR is to identify the business needs and to address the requested changes to the current (As-Is) workflow or business process.  Business needs originate from stakeholders within VHA such as clinicians, administrative staff, business office staff, and developers.  

Needs Repository is used by OI&T Architecture Strategy and Design (ASD) to maintain business needs and analysis performed in support of the Business Needs, such as product research and life cycle cost estimates. 

VHA SIM, along with VA OI&T, and the VA EPMO have jointly adopted the IBM Rational Jazz Tool Suite to assist in managing Work Efforts, as well as Business Requirements and Architecture artifacts across the project life cycle.  Requirements Analysts and Business Architects are responsible for documenting business requirements, Business Use Cases, business detailed requirements, business process models, and business information models, as well as the requirements and architecture deliverables using this tool suite.  A brief summary of the tool suite is as follows:

Rational Team Concert is a collaborative environment to manage all aspects of work, such as plans, tasks, revision control, build management, and reports. 

Rational DOORS Next Generation is used to organize, prioritize, and track requirements.  Revisions to requirements and versioning can also be accomplished in the tool.  RDM utilizes Rational DOORS to capture and manage business requirements, tracings to the BFF and, where possible, cross-project linking with OI&T.

Rational Software Architect is used to develop, organize, and manage architectural models that reflect both process and information requirements.  Business Architecture and Enterprise Architecture utilize Rational Software Architect to develop processes, logical data models, conceptual data models, and business capability models. 




[bookmark: AppD][bookmark: _Toc462847340]Appendix E. Glossary

		Term

		Definition



		Acceptance Criteria

		Defines the boundaries of a user story and is used to confirm when a user story is completed and working as intended.



		Agile Approach

		An approach to software development methodologies based on iterative and incremental development, where requirements and solutions evolve through collaboration between self-organizing, cross functional teams.



		Artifact

		An object or component developed during requirements analysis and elaboration.  Examples: epics, user stories, user narratives, process models and information models.



		ASD Representative

		Attends analysis and elaboration meetings, advises on project initiation, and identifies content that requires enterprise architecture focus.



		[bookmark: BusArch]Business Architecture (BA) Service

		A service line within SIM whose functions are cross-cutting to portfolios.  For some of the more complex NSRs, BA participates by providing business process models.  As necessary, VA will determine that additional/alternative models, such as activity and information models, are more appropriate.  In those cases, BA will provide the alternative models.  BA may also provide simulations of business processes to stakeholders through the use of the iRise application.  



		[bookmark: BusCapMgmtBd]Business Capability Management Board (BCMB)

		Chartered by the Assistant Deputy Under Secretary for Health for Informatics and Analytics as the decision-making entity for establishing priorities for the development and/or enhancement of non-clinical information system (Business Informatics) products for VHA.



		Business Customer

		An individual that consumes the services or products produced by a business or OI&T. 



		Business Driver

		Resources, processes, and conditions that initiate and support requirement activities in order to provide continued success and growth within VHA.



		Business Information Architect

		Develops conceptual and business information models based on direct SME input, business requirements, process models, expected logical interfaces, and appropriate information exchange standards.



		Business Need

		A high-level business requirement that is a statement of a business objective or an impact the solution should have within its environment.



		Business Owner

		The Program Office representative (typically at a directorate level) who is responsible for the policy, processes, and practices of a given area.  The BO provides a request support decision no later than the start of Level 2 of the NSR process, provides final approval of the requirements and architecture deliverables with sign-off authority, provides strategic direction to the program, elicits executive support and funding, and monitors the progress and timelines throughout the life cycle of the request.



		Business Process Architect

		Elicits, designs, and optimizes business process models based on data and SME input.



		[bookmark: BPMN]Business Process Modeling Notation (BPMN)

		Industry standard business process modeling format used to graphically represent specific business processes based on flowcharting techniques.  



		Business Requirement

		Business rationale that is documented at a lower level than a business need, but is not as detailed as a business detailed requirement.  When addressed, it will permit an organization to increase revenue, avoid costs, improve service, or meet regulatory requirements.  



		Business Requirements Analyst

		Develops and manages business and non-functional requirements for the identified work effort.  Accomplished by gathering, analyzing, documenting, and validating the needs of business stakeholders and SMEs during analysis of business processes.



		[bookmark: BRDocument]Business Summary Report

		This document captures and describes the business needs, providing insight into the AS-IS and TO-BE business areas, identifying stakeholders and profiling primary and secondary user communities, identifying what capabilities the stakeholders and the target users need and why these needs exist, providing a focused overview of the requested requirements, constraints and IT options considered.



		Business Risks

		A potential threat to the development, return on investment, and/or implementation of a proposed effort.  



		Business Rules

		A specific, actionable, testable directive that is under the control of an organization and that supports a business policy (Reference: Guide to the BABOK- Version 2.0).



		Business Use Cases

		Used for capturing textual content that contains a description of the flow of events describing the interaction between users and the system.



		Class III Software

		See Integrated Application Management.



		[bookmark: ClinCapMgmtBd]Clinical Capability Management Board (CCMB)

		Chartered by the Assistant Deputy Under Secretary for Health for Informatics and Analytics as the decision-making entity for establishing priorities for the development and/or enhancement of clinical information system (Health Provider System) products for VHA.



		Complexity Rating

		Model used to estimate the amount of time it will take to complete the analysis of an NSR.  Factors used to compute the estimate include: how well the problem is defined, number of systems impacted, scope of changes, number of business owners within VHA, and outside agency involvement.  For government analysts, the model accounts for the number of requests assigned to the analyst, if the request is fast tracked, and the level of experience of the analyst.



		Customer/
Requester

		This individual submits a request, assists with business requirements creation, monitors progress of request, and contributes to BUSINESS SUMMARY REPORT development.



		Deferred Requests/ Requirements

		Requests that are not proceeding to analysis and whose business needs/requirements will be stored in the requirements repository for future consideration.



		Deliverable

		A document produced as a result of the work effort that is intended to be delivered to OI&T.  Examples are Business Requirements Document, Process Model Summary Report, and Information Model Summary Report.



		Digital Signature

		A digital signature, like a conventional handwritten signature, identifies the person signing the document.  Unlike a handwritten signature, a digital signature is difficult to forge because it contains encrypted information that is unique to the signer and easily verified.



		Data Resources and Analytics CMB (DRACMB)

		Addresses VHA IT solutions primarily used to collect, analyze, assess, manage and improve the health of Veteran populations and subsets.  This CMB collaborates with the other CMBs that utilize data to take actions within their own domain.



		Endorser

		VISN level or higher who approves acceptance of the request so that it can be accepted as an NSR and evaluated further.



		Epic

		A large user story that can be broken down into smaller user stories (similar to a business need).  Written in the following manner:

· For <target customers>.

· Who <statement of the need or opportunity>.

· A process <is needed/for/to include links to process models, if applicable>.

· That <statement of key benefit, that is, compelling>.

· Unlike <primary alternative>.

· Our process <does something better – the “why” – tie this to USH 5 Priorities/Enterprise Justification>.



		Fast Track NSR

		Designation for an initiative that cannot wait for implementation due to impending risks.  



		Field Developed Software

		Field Developed Software, aka Class II, is software that is locally developed and managed by Regional Service Line Managers.  Typically, regional managers assume responsibility for the review and testing to assess functionality.  Class II is often Class III software reassessed, matured, and inherited at the regional level for distribution across a region or regions.



		Formal Review Phase

		Activities during this phase of the NSR process include obtaining Business Owner approval of the Assessment Package and governance reviews and decisions.  This phase occurs between Level 1 (Assessment) and Level 2 (Analysis).



		Innovation

		New requests that seek to collaborate, mature, and develop a local or national IT enhancement.  The Innovation Program offers resources such as collaborative tooling and testing environments.



		[bookmark: InnvDevReqPort]Innovation and Development Request Portal (IDRP)

		A single-entry point launched in March 2011 that allows customers to submit solution requests and provides the customer with the ability to easily track these requests.  Customers use IDRP to submit and track requests for the following:

New or Enhanced Applications 

Device Interface to a Commercial Product 

New or Enhanced Software Requests for Field Development 

Data Warehouse 

Class II/III to Class I Conversions 

Innovation Program Registrations 

Software Waiver Requests



		[bookmark: IntgAppMgmt]Integrated Application Management (also referred to as Class III or Field Developed Software)

		Class III software is locally developed software that has been shared among sites.  Carries minimal technical standards compliance but must safely and respectively interoperate with Class I products hosted in the same environment.  Can also be a Commercial-Off-The-Shelf product or other source of software not developed and/or supported by OI&T on a national scale.



		IT Project 

		A project is a component of a program, with defined business requirements, technical requirements, budget allocation, and delivery timeframes.  Projects may be synonymous with specific contracting/acquisition actions as well.



		Mandated NSR

		Designation for an initiative that is considered mission critical or must-do work due to a business driver, such as a congressional mandate, Food and Drug Administration (FDA)/Joint Commission compliance, Secretary's priority, patient safety recommendation, etc.  The mandated request is put on a funding list that will be approved on an annual basis.  Funding is applied as monies become available.



		Business process-framed requirements Development

		A methodology to develop process models to drive the elicitation and documentation of information needs and high level and detailed business requirements.



		New Service Request (NSR)

		Requests for business problem analysis potentially utilizing IT as an enabler.  NSRs are the VHA users’ tool to request IT support and solutions for VHA information systems and are designed to address arising needs.  NSRs are entered by clinicians, staff, management, and administrative personnel in medical facilities as well as headquarters and are designed to improve service to Veterans.  Some of the requests are the result of field based innovations and local changes to VistA software that needs to be evaluated for national release.  NSRs can originate in response to business process issues, transformational initiatives, patient safety alerts, national directives, legislative mandates, FDA requirements, interagency sharing initiatives, executive decision memos signed by the Under Secretary for Health, Joint Commission, VA-defined material weakness findings, and system-wide Office of the Inspector General audit findings.



		New Service Request Database (NSRD)

		The database that contains all NSRs submitted to date.  There are 2 separate sites for the New Service Request Database: (1) a public facing Customer Site and (2) an NSRD Management internal site.  (Note: Requirements Analysts should share the Customer Site link to the database when communicating with customers.  Otherwise, they will receive an unable to access error.)  The NSRD Welcome Page provides our customers with information and guidance materials on the NSR process.  Customers can search for requests on the site and track the status of any request.  RDM Analysts use the NSRD management site to update information about the request as it progresses through the BRAMP process.



		Non-Functional Requirements

		A requirement that specifies criteria that can be used to judge the operation of a system, rather than specific behaviors.  They are also referred to as qualities of a system.  Some examples of non-functional requirements are maintenance, monitoring, transaction speed, response time, training curriculum, help desk support, data protection, metrics, quality, privacy, etc. 



		NSR Phase – Level 0 (Initiation)

		Activities during this phase of the process include submission of an NSR, verification of endorsement, and assignment of a requirements analyst.



		NSR Phase – Level 1 (Assessment)

		Activities during this phase of the process include the initial gathering of information about the request leading up to the request being sent to the appropriate Program Office(s) for consideration and possible inclusion in their Multi Year Planning Business Case submissions to VHA Governance.



		NSR Phase – Level 2 (Analysis)

		Activities during this phase of the process include requirements gathering and analysis of the business needs, including production of requirements document deliverables (i.e., Business Requirements Document, Requirements Traceability Matrix).



		NSR Phase – Level 3 (Elaboration)

		Activities during this phase of the process include the decision (made by the Business Owner and OI&T) to elaborate requirements documented in the BRD.



		OI&T Representative

		Attends analysis and elaboration meetings, advises SMEs on technical feasibility of requirements, and provides answers to technical questions that arise in discussions.



		Open Source Electronic Health Record Agent (OSEHRA)

		An open, collaborative community of users, developers, and companies engaged in advancing electronic health record software and health information technology.  



		Program Office

		Responsible for policy and program development and oversight.  Comprised of Business Owners who are responsible for managing the strategic direction of VistA applications.



		Quad Chart

		Provides a quick glance reference of a project consisting of the project name, summary, justification, business values, schedule, deliveries, life cycle cost table, mandate information, strategy, dependencies, risks, and mitigations.  



		IBM® Rational® DOORS® Next Generation formerly called IBM® Rational® Requirements Composer.

		RNDG is a web-based Requirements Management System.  The system empowers teams to define, manage and report on requirements in a lifecycle development project.  It supports iterative, waterfall and agile-at-scale development methodologies using lightweight requirements processes.  Benefits include the flexibility for teams to collaborate, clarify, and quickly achieve consensus on requirements.  It also provides the ability for all stakeholders including business and technical personnel to view the status of requirements throughout the lifecycle.  The tool allows integration with other Rational® tools within the VA enterprise.



		Requirements Elaboration (also referred to as Requirements Engineering)

		Development and documentation of additional business details as follow-on to the high-level business requirements.  Requirements are elaborated with business customers using agile methodologies in collaboration with Business Architecture via model-driven requirements development process.  Business requirements documented in this process are at a sufficient level of detail for OI&T to develop technical design specification documents.  (Note: This definition refers to the task; not the team.)



		Requirements Elicitation

		Describes the collection of activities and approaches for capturing the requirements of a target system from the stakeholders.  (Source: Business Analysis Book of Knowledge, p. 316)



		Requirements Engineering

		See Requirements Elaboration.



		Requirements Traceability Matrix (RTM)

		A matrix used to track requirements’ relationships.  Each column in the matrix provides requirements information and associated project or software development components.  (Source: The Software Requirements Memory Jogger- Gottesdiener, Ellen)



		Research and Education Capability Management Board (RECMB)

		Addresses VHA IT solutions that primarily support the conduct of health care research and academic affiliations, including developing new strategies to handle diseases, identifying new means for delivery of services, methods, decision models, and practices, and managing clinical trials and research quality as well as conducting  an education and training program for health professionals to enhance the quality of care provided  to Veterans within the Veterans Health Administration (VHA) healthcare system.



		Routine NSR

		Designation for a request that is not Mandated, not aligned to a Major Initiative, or not classified as ‘Fast Track’.



		SIM BA Management

		Provides SIM BA Management review and approval of deliverables.



		SIM Leadership

		Provides SIM RDM Management review and approval of deliverables.



		Subject Matter Expert (SME)

		A stakeholder with specific expertise/knowledge in a particular area, an aspect of the problem domain, or potential solution alternatives; an individual who exhibits the highest level of expertise in performing a specialized job, task, or skill within the organization.  The SME closely assists with developing business requirements and continues to work closely during the development and testing stages to ensure that all the requirements are being met.  Provide subject matter expertise as requirements and architecture are developed.  SME advises OI&T on the clinical and/or business usability of the new health IT product(s).  Usability is a measure of how easy it is to use a product to perform prescribed tasks.



		Stakeholder

		An individual with interests that may be affected by the proposed project, can influence it, or shares a common business need, but may not be directly involved with doing the project work   A preliminary list of stakeholders is identified prior to initiating analysis of the request.  Additional stakeholders are identified during analysis as appropriate.  Examples are managers affected by the project, process owners, business architects, security and service delivery, and engineering.



		Technical Services Project Repository (TSPR)

		The central data repository and database for VA PD project information.



		Technical SME

		This individual provides technical background information about the current software and requested enhancements.



		User SME

		This individual ensures that the enhancements will account for current business processes and existing software capabilities.



		User Story

		A brief, simple, and concise statement that describes requirements from a user perspective to capture and communicate customer requirements.  User Stories are written using the following format: As a <insert type of user>, I would like <insert statement of need>, so that I can <insert desired benefit>.

Single-sentence statements that describe features or business objectives that the user needs to accomplish.  High-level user stories are classified as epics and can contain several decomposed sub-user stories that all work to accomplish the high-level desired feature or business objective.  User stories are required prior to entering the requirement into the product backlog.



		VHA ID

		A unique database record number sequentially assigned by Reporting & Analysis (R&A) staff and captured in the Health Systems Information Suite (HSIS) database tool.  Identifies a unique and specific business need that must be met through the delivery of an IT capability.  Regardless of whether it is determined that an NSR should proceed to analysis (a BRD will be created or simply entered into the requirements repository for future consideration), a VHA ID is assigned to the request.



		Voice of Customer Analysis

		Proactive engagement of the customers and end users throughout the process to understand and validate customer requirements, expectations, areas of dissatisfaction with the current processes, and desired needs for a future state.  (Reference: Guide to the Business Analysis Body of Knowledge [BABOK] – Agile Extension)



		Waiver Process

		Request to allow sites to use modifications made to one of the national VistA software products.



		Work Effort

		A business project constituted by business teams within the organization, involving analysis and/or elaboration to define and develop business requirements and architecture.



		Work Effort Analyst Team

		The Work Effort Analyst Team is a subset of the Work Effort Team and consists of Requirements Analysts, Business Architects, and Work Effort Coordinator.



		Work Effort Team

		The Work Effort Team consists of Business Owner, Analyst Team, and SMEs. 








[bookmark: AppE][bookmark: _Toc462847341]Appendix F. Requirements and Architectural Artifacts

		Artifact

		Artifact Description



		Business and Non-Functional Requirements

		Business rationale that is documented at a lower level than a business need, but is not considered a business detailed requirement.  When addressed, it will permit an organization to increase revenue, avoid costs, improve service, or meet regulatory requirements.  The RTM is the document repository for all business and non-functional requirements.



		Business Detailed Requirements

		A decomposition of business requirements and business rules housed in the requirements elaboration document and derived from the business use cases.



		Business Information Model

		A document that provides definitions for the domain data types (entities), their attributes, and interrelationships included in the initiative.  



		Business Process Model

		A diagram of how the business is conducted in both the current state “As Is” and the future or target state “To Be.”



		Business Requirements Document

		A document that describes the business needs of the customers/business owners and the functional requirements used to select or build an IT solution and is authored by the business and technical communities.  



		Conceptual Information Model

		A diagram of high-level data concepts and relationships.



		Data Objects

		A business process diagram component that represents inputs and outputs of activities.



		Information Model Summary Report

		A model-based representation of business requirements and processes from the perspective of information that may be created, transmitted, received, or maintained.



		Normalized Data Objects

		Provides a consolidated model of information directly or indirectly described in the process models and functional requirements



		Process Model Summary Report

		A report that describes the process that led to the development of the Business Process Models and their supporting Activity Description Tables.



		RASCI

		The responsibility assignment matrix used to identify roles and responsibilities for VHA and OI&T. RASCI stands for:

Responsible – Those who do the work to achieve the task.  There is typically one role with a participation type of Responsible, although others can be delegated to assist in the work required.

Accountable – The one ultimately answerable for the correct and thorough completion of the deliverable or task, and the one who delegates the work to Responsible.  In other words, an Accountable must sign off (Approve) on work that Responsible provides.  There must be only one Accountable specified for each task or deliverable.

Supporting – Resources allocated to provide input to the task, Supported will assist in completing the task.

Contributing – Those whose opinions are sought, typically subject matter experts; and with whom there is two-way communication.

Informed – Those who are kept up-to-date on progress, often only on completion of the task or deliverable; and with whom there is just one-way communication.



		Requirements & Architecture Package (RAP)

		An RAP is a compilation of the documents developed during the analysis and elaboration process.  The RAP is authored by the business community with participation from OI&T.  



		Requirements Traceability Matrix

		A matrix used to track requirements information and associated project or software development components.



		Responsible, Accountable, Supportive, and Informed model

		A matrix that identifies roles and responsibilities during the project implementation or the change management.  










[bookmark: _Toc462847342]Appendix G. Acronyms

		Term

		Definition



		AIM

		Applied Informatics Management



		ARIWG

		Architecture Requirements and Investment Working Group



		ASD

		Architecture Strategy and Design



		BA

		Business Architecture



		BABOK

		Business Analysis Body of Knowledge



		BAR

		Business Architecture Repository



		BAT

		Business Analysis Team



		BCMB

		Business Capabilities Management Board



		BFF

		Business Function Framework



		BIA

		Business Information Architecture



		BO

		Business Owner



		BPA

		Business Process Architecture



		BPMN

		Business Process Modeling Notation



		BRAMP

		Business Requirements and Architecture Management Plan



		BSR

		Business Summary Report



		BRR

		Business Requirements Repository



		BSM

		Business Systems Management



		CCMB

		Clinical Capabilities Management Board



		CMB

		Capability Management Board



		DRACMB

		Data Resources and Analytics Capability Management Board



		EA

		Enterprise Architecture



		EPMO

		Enterprise Program Management Office



		FDA

		Food and Drug Administration



		FEA

		Federal Enterprise Architecture



		HSIS

		Health Systems Information Suite



		IB

		Integration Board



		IDRP

		Innovations and Development Request Portal



		IPT

		Integrated Project Team



		IT

		Information Technology



		ITAM

		Information Technology Account Management



		ITC

		IT Committee



		NLC

		National Leadership Council



		NSR

		New Service Request



		NSRD

		New Service Request Database



		OI&T

		Office of Information and Technology



		OIIG

		Office of Informatics and Information Governance



		OSEHRA

		Open Source Electronic Health Record Agent



		PD

		Product Development



		PPBE

		Policy, Planning, Budget & Execution



		PWS

		Performance Work Statement



		R&A

		Reporting & Analysis



		RAP

		Requirements and Architecture Package



		RASCI

		Responsible, Accountable, Supportive, Contribute, Informed



		RDM

		Requirements Development and Management



		RECMB

		Research and Education Capability Management Board



		RSD

		Requirements Specification Document



		RTC

		Rational Team Concert



		RTM

		Requirements Traceability Matrix



		SDD

		Software Design Document



		SDE

		Service Delivery and Engineering



		SDLC

		Software Development Life Cycle



		SIM

		Strategic Investment Management



		SME

		Subject Matter Expert



		TSPR

		Technical Services Project Repository



		UAT

		User Acceptance Testing



		UML

		Unified Modeling Language



		USH

		Under Secretary for Health



		VA

		Department of Veterans Affairs



		VASI

		VA System Inventory



		VCHI

		VISN Chief Health Informatics



		VERC

		Veterans Engineering Resource Center



		VHA

		Veterans Health Administration



		VIP

		Veteran-focused Integration Process



		VISN

		Veterans Integrated Service Network



		VistA

		Veterans Health Information Systems and Technology Architecture



		WBS

		Work Breakdown Structure



		WSJF

		Weighted Shortest Job First








[bookmark: _Toc462847343]Appendix H. References

		Artifact

		Artifact Description



		Business Reference Model

		https://vaww.vha.esp.va.gov/sites/BA/default.aspx

*The Business Reference Model is located under Business Reference Architecture (BRA)



		Business Summary Report Template

		https://vaww.vha.esp.va.gov/sites/RDM/RDM%20Templates/default.aspx



		Guide to the Business Analysis Body of Knowledge 

		http://www.iiba.org/babok-guide.aspx 



		Information Model Summary Reports

		https://vaww.vha.esp.va.gov/sites/ba/Information%20Model%20Summary%20Reports%20IMSR/Forms/IMSR%20Grouping.aspx



		Process Model Summary Report Template

		https://vaww.vha.esp.va.gov/sites/BA/PMSR/Forms/PMSR%20Grouping.aspx



		Requirements and Architecture Package Approvals Template

		https://vaww.vha.esp.va.gov/sites/RDM/RDM%20Templates/default.aspx



		Requirements Traceability Matrix Template

		https://vaww.vha.esp.va.gov/sites/RDM/RDM%20Templates/default.aspx
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Purpose



				Refer to the NSR Process Dictionary located on the RDM SharePoint site for detailed guidance which includes the high level responsibilities for ALL participants in the NSR process.



				The following links should be used for RA Analyst guidance for other types of NSRs:

				iEHR Information Exchange (IE)

				Connected Health (Mobile Applications)

				Date:				12-Oct-16



Process Guide for Requirements Development 
and Management (RDM) Analysts

Overview:
This document highlights the steps Requirements Analysis (RA) Analysts should complete when processing a "traditional" New Service Request (NSR) in the  Level 0 (Initiation), Level 1 (Assessment), and Level 2 (Analysis) Phases.  This applies only to those NSRs that are not currently “projects” (or are very close to being deemed a “project”).  RDM has not been asked to backfill a Business Requirements Document (BRD) to support predetermined Office of Information and Technology (OI&T) development plans or Business Owners’ solutions.

http://go.va.gov/im88http://go.va.gov/fzjfhttp://go.va.gov/qibf

General NSRD Hints









		Compressed/Zip Folders
(Creating)		At times, multiple documents will need to be placed in a single link.  These documents will need to be compressed into a zip file before uploading into the New Service Request Database (NSRD).  Right-click on your desktop and select New Compressed (Zip) Folder.  After saving the documents to the local computer, drag and drop the files into this compressed folder.  After all documents are loaded, proceed with NSRD upload.

		Compressed/Zip Folders
(Updating)		Before adding new documents to the compressed/zip folder previously uploaded to the NSRD, save it to the local computer.  Then, add new documents.  Once the new documents have been added, upload the compressed folder back to the NSRD. 

		NSRD Comments
(External)		Use this option for comments that you want viewable by everyone.

		NSRD Comments
(Internal)		Use this option for comments that you do not want to share outside of Requirements Development & Management (RDM).  

		NSRD Comments
(Weekly)		When actively working on a request, comments should be entered weekly (at a minimum).

		On Hold 
(Putting Requests On/Off
Hold Status)		If the Requirements Analyst is unable to work on any tasks during the New Service Request (NSR) process pending response/follow-up from stakeholders or time constraints, send an email to Cheryl Sklar and Leslie Dagen and ask them to put the NSR on hold.  Once approval is received, enter a comment indicating the status.  Any analyst can take a request off of on-hold status by returning the on-hold handoff.

		Saving NSRD Tab Changes/Updates		If changes are made to a tab, select "Save Changes" at the bottom of the screen before proceeding to the next tab or closing the browser.  Otherwise, your changes will NOT be saved.







		Routine/Regular		Designation for an initiative that will follow the general NSR processing steps outlined in this document.

		Mandated		Designation for an initiative that is considered mission critical or must-do work due to a business driver, such as a congressional mandate, Food and Drug Administration (FDA)/Joint Commission compliance, Secretary's priority, patient safety recommendation, etc.  The mandated request is put on a funding list that will be approved on an annual basis.  Funding is applied as it becomes available.

		Fast Track		Designation for an initiative that could not wait for implementation due to impending risks.  (Refer to the "Fast Track" worksheet tab below for additional details).

		Major Initiative		Designation for an initiative that is of the highest priority within the Veterans Health Administration (VHA).  NSRs verified as associated with a Major Initiative typically move into the Level 2 (Analysis) phase.



		Management Link Versus Public Link - There are two distinct web addresses that can be used to access the NSRD:

		(1) Management Link 		•  Designated for Requirements Analysts to enter updates/changes directly to the NSRD.
•  More robust than the general public site and contains data used internally to monitor the request's progress.
•  Any updates made using the NSRD management link will automatically update the basic information contained on the general public  version of the website
•  Contains "nsrdmgmt" in the web address (e.g., http://vista.med.va.gov/nsrdmgmt/Tab_GeneralInfoView.asp?RequestID=########).
          Note:  Change the last eight digits in the link to the NSR # to be reviewed.

		(2) Public Link 		•  An informational site that is designated for users who should not be able to enter updates/changes directly to the NSRD (i.e., requesters, Business Owners).  The only exception is the "Field Comments" tab, which provides a means for the "public" to enter comments directly into the NSRD.  The field can enter comments at any time, but only comments entered within a specified period will be presented to the Clinical Capability Management Board (CCMB) for their consideration.  
•  Does not contain "nsrdmgmt" in the web address (e.g., http://vista.med.va.gov/nsrd/Tab_GeneralInfoView.asp?RequestID=########).
    Note:  Change the last eight digits in the link to the NSR # to be reviewed.
•  Should be the link given to stakeholders to review information/updates regarding the NSR.

		Option 1:  Accessing A Specific Request Within The NSRD (Via The Analyst To Assigned Link)

				Utilize the following link to access an NSR that has been assigned to you:  NSR Assigned To Analyst

				Within the General Status section, select the "number" associated with “active NSRs” to retrieve the list of requests assigned to you.

				Select the assigned NSR to be updated.

				Note:  If the NSR does not appear in the analyst's list of assigned requests within the management tool, search for the request using Option 2 below.  Otherwise, continue to the next section (Level 1 [Assessment]).

		Option 2:  Accessing A Specific Request Within The NSRD (Using An NSRD Management Link)

				Utilize the following link to access an NSR:  Link  

				Change the last eight digits in the link to the NSR # assigned.

				Select the Stakeholder tab and update the primary Requirements Analyst with your name.  (Click on the "Add Stakeholder" button to enter all applicable and mandatory fields.  Click on "Add Stakeholder" button again to save your entry.  Note:  Under the "Add Stakeholder" button, there is an option to return to the "Stakeholders" tab if you wish not to save your entry.)  For additional assistance, contact Leslie Dagen.

		Option 3:  Accessing A Specific Request Within An Analyst Assignment Email Notification

				An automated email notification is sent to the Requirements Analyst when s/he is assigned as an analyst for the request.

				Click on the link provided to access the request in the NSRD (this will be an NSRD Management link).



General NSRD Guidance

NSR Categories
Each NSR falls in one of the following categories.  If uncertain, consult with the RDM Lead for guidance.

Accessing the NSRD
Each NSR falls in one of the following categories.  If uncertain, consult with the RDM Lead for guidance.

http://vista.med.va.gov/nsrdmgmthttp://vista.med.va.gov/nsrdmgmt/Tab_GeneralInfo.asp?RequestID=20130903

Level 0 (Initiation)

				Endorsement

		Complete?		Column1		Description

						This phase includes NSR Requester submission of the request into the Innovation and Development Request Portal (IDRP).  The NSRD Management Lead verifies endorsement and then accepts the request into the NSRD. 

Note: Note:
NSRD Management Lead:
Leslie Dagen



				Populating the "Tracking" Tab

		Complete?		Column1		Description

						The "Request Received" date is automatically populated when the request is accepted into the NSRD.  		See recommendations in blue-LM		Analysts don't complete this prompt.  These details are included in the Process Dictionary.

						The NSRD Management Lead records the "Endorsement Validated" date.  Requirements Analysts are not to change this date without contacting her.  

Note: Note:
NSRD Management Lead:
Leslie Dagen		See recommendations in blue-LM		Analysts don't complete this prompt.  These details are included in the Process Dictionary.

						The NSRD Management Lead populates the "Endorsement Bypassed" check box, if applicable.

Note: Note:
NSRD Management Lead:
Leslie Dagen		See recommendations in blue-LM		Analysts don't complete this prompt.  These details are included in the Process Dictionary.

						The NSRD Management Lead works with the RDM Lead to assign an analyst to the request.

Note: Note:
NSRD Management Lead:
Leslie Dagen

						The "Analyst Assigned Date" prompt is automatically populated when the NSRD Management Lead first identifies the primary requirements analyst for the request. 

Note: Note:
NSRD Management Lead:
Leslie Dagen



Level 0 (Initiation Phase)



Level 1 (Assessment)

				e Re



						Populating the "General Information" NSRD Tab

		Complete?		Column1		Description

				2		On the "General Info" tab of the selected NSR in the NSRD, update/verify the following fields.  If unknown, complete when discovered.

				2.1		•  Request Type (Select from options provided via the drop down box)

				2.2		•  Suggested Fast Track (if applicable, enter date); refer to the   "Guidance on Fast Track Requests" section of this guide for additional 
     assistance.

				2.3		•  Fast Track Confirmed (If applicable, enter date); refer to the "Guidance on Fast Track Requests" section of this guide for additional 
    assistance.

				2.4		•  Classification (If applicable) - (Select from options provided via the drop down box)

				2.5		•  Brief Description - This response should be business focused and not solution-based (use information gathered in the "Initial Request" 
    section located on the "Links" tab to help complete this section).  Update/correct the description if you obtain information that makes 
    the original text out of date.

				2.6		•  NSR Type (Select from options provided via the drop down box)

				2.7		•  Suggested Mandate Type (If applicable); select from options via drop down box
     ▫ If there is no mandate associated, select “No Mandate” from the drop down options.
     ▫ If there are multiple mandates, select all that apply. 

       Note:  Document additional suggested mandate drivers on the "Comments" tab (designated as an "External" entry), upload links in the    
       Supporting Mandate Documentation field on the "Links" tab, and add links within the Business Requirements Document.

				2.9		•  Related NSRs (If applicable) – Defined as requests that are related to similar topics, but each request has its own assigned NSR (and 
    subsequently a separate Business Requirements Document [BRD]).  When this information is documented in the Initial Assessment 
    Questionnaire, it should auto-populate this prompt.  

				2.10		•  Level 2 Parent/Child NSR (If applicable) – These relationships are appropriate when you do not intend to do separate requirements for 
    the children, because the child requirements will be documented in the parent BRD.  In this scenario, the parent request remains open, 
    and the children request(s) should be closed.

				2.11		•  Application (Select from options provided via the drop down box)

				3		Select "Save Updates" before proceeding to another tab.



						Populating the "Alignment" NSRD Tab

		Complete?		Step		Description

				4		Data under the "Initiative List Information" section of the page will be either auto populated or populated by the NSRD Management Lead.

Note: Note:
NSRD Management Lead:
Leslie Dagen

				4.1		Under the "Dependencies" section of the page, select all that are applicable.   If unknown, complete when discovered.



						Populating the "Stakeholders" NSRD Tab

		Complete?		Step		Description		Column1

				5		On the "Stakeholders" tab of the NSRD, update the following roles/fields (at a minimum) – designating at least one as primary for each category, even if only one name is listed.  (Note:  To add Stakeholders, click on "Add Stakeholder" button to enter all applicable and mandatory fields.  Click on "Add Stakeholder" button again to save your entry.  Under the "Add Stakeholder" button, there is an option to return to the "Stakeholder" tab if you wish not to save your entry.) 

						Note:  Some requests involve more than one business area.  Be sure to include all relevant stakeholders.

				5.1		•  Business Owner(s) (If unknown, research the HSIS database.  If additional assistance is needed, contact the Lead RA Analyst (if government 
     analyst) or Level 1 Government Reviewers (if contractor).  Ensure at least one Business Owner is identified as "primary".  
     HSIS Link - http://go.va.gov/hsis. (Select HSIS, Request username/password from Lead RA Analyst)

Note: Note:
Lead RA Analyst:
Cheryl Sklar

Level 1 Government Reviewers:
Darlene Handley,
Lauren Hardeen

				5.4		•  Subject Matter Expert(s) (If unknown, complete/add when discovered)

				5.5		•  Technical Analyst (If applicable/available) – If name is not listed within the table, enter as a Subject Matter Expert (SME).

				5.7		•  Program Office Representative (If applicable/known)

				5.8		•  Requirements Analyst

						Note: The Endorser category should never be modified.  If you have questions, contact the NSRD Management Lead.

Note: Note:
NSRD Management Lead:
Leslie Dagen

				4.9		•  Business Owner Representative (If unknown)  - Identify BO; send email to him/her requesting POC (along with time commitment expected) - canned email (to be developed)



						Populating the "Tracking" NSRD Tab

		Complete?		Step		Description

				5.3.1		Ignore the Product Selection Required (If applicable, enter date) field.  This field is just used for Class III requests. 

				5.3.2		Unless the request is already endorsed by the Program Office/Business Owner, enter the date the Program Office/Business Owners are identified date during the Assessment Phase.



						Reviewing/Populating the "Comments" NSRD Tab

		Complete?		Step		Description

				5.3.1		At a minimum, a comment must be entered weekly to provide a status of the NSR throughout Levels 0-3.  The comment should include as much detail as possible so if the primary analyst is unavailable, others will be able to follow the progress and understand the current status of the request.  Use first and last names of customers always when documenting comments in the NSRD. 

						When "unusual" circumstances occur with an NSR, the analyst should include as much detail as possible in an external comment within the NSRD.  Additional details that would assist RDM Analysts with future analysis work or post-analysis reviews should also be documented (for the same date) as an internal NSRD comment.

						Prior to contacting SMEs, review previous NSRD and IDRP comments contained on the Comments Tab of the NSRD to obtain a full understanding of actions that have occurred prior to your assignment.  



						Identify Appropriate Business Owner(s)

		Complete?		Step		Description		Column1

						Follow the guidance provided at the following link to identify the appropriate business owner(s).

						If unable to identify Business Owner(s) after completing steps above, the RDM Analyst should confer with the NSRD Management Lead and the Lead RA Analyst to confirm the name of the appropriate Business Owner(s).

Note: Note:
NSRD Management Lead:
Leslie Dagen

Lead RA Analyst:
Cheryl Sklar

						If necessary, the RDM Analyst is responsible for sending an canned email (link) to the Business Owner(s) to confirm ownership of the request.

						Populate Business Owner name(s) on the Stakeholders tab.

						Populate the "Program Office Business Owners Identified" prompt on the Tracking tab.



						Preliminary Research

				Step		Description

						Utilize system test accounts (such as Computerized Patient Record System [CPRS] or Veterans Health Information Systems and Technology Architecture [VistA]) before, during, and/or after the call with the requester to gain familiarity with functionality/problem.  If you do not have information on the test account, contact the RDM Director.

Note: Note:
RDM Director:
Linda Hebert

				7.2		Review the VA Software Documentation Library:  http://www.va.gov/vdl/.

				7.3		Review Remedy (http://vaww.essremedy.va.gov/) and the CA Service Desk Manager Tool [https://helpdesk.r02.med.va.gov/CAisd/pdmweb.exe]. 

				7.4		Review ongoing development activities in the Technical Services Project Repository (TSPR) (http://tspr.vista.med.va.gov/warboard/portfolio.asp).



						Assessment Team Engagement, Initial SME Communication, Request Familiarization 

						(Complete In 5 Business Days)

				Step		Description

				6.1		Identify Members of Assessment Team (includes minimally the requester, Business Owner representative, RDM Analyst)

				6.2		Schedule Call/Call Prep:  In preparation for the first “official” call with the requester, it may be helpful to send the list of the questions from the RDM Initial Assessment Questionnaire (IAQ) (available on Share Point or via the "Links" Tab) ahead of time.  (This depends on when the analyst was assigned and when this communication occurs.)  Even though responses to the Questionnaire are not populated until the first call, this will provide insight to the requester/SMEs on information needed in a shorter period of time.  CC: The Assessment Team in the email to requester.

				6.3		Initial Call With Requester and Assessment Team (Call To Complete Questionnaire): Introduce self/role, review NSR process or what they can expect, share Assessment Phase timeline, obtain a basic understanding of what is being requested, gather any supporting documentation they may possess (e.g. Healthcare Failure Mode and Effect Analysis [HFEMA] reports, Patient Safety incident documents, documents supporting mandates, etc.), query about other people/groups who may be involved with this request, explain importance of additional documentation to be completed by requester and document patient safety issues (if applicable).

				6.3.1		Populate responses received during the Initial Assessment call(s) in the "Initial Request" prompt on the Links Tab.  If solutions were included or if responses are incomplete/unclear on the initial IDRP responses submitted, update as appropriate within the NSRD.  A template which includes the Initial Assessment Questionnaire questions in Microsoft Word format is located at the following link.

				6.4		Populate the "Assessment Team Meeting Date" prompt on the Tracking Tab with the date of the Initial Assessment Questionnaire completion call.  This action signifies the beginning of the Assessment Phase. 

				6.5		Continue to work with the Assessment Team (via calls or email) to finalize responses to the Initial Assessment Questionnaire and draft high level epics/business needs in the preliminary Requirements Traceability Matrix (RTM).  (Note:  Begin to enter the draft epics/business needs into the requirements repository at this time.)

						Note:  At this point, do not link HIPAA requirements from the NSR in the requirements repository, but leave them in the RTM.  They will be addressed during Level 2.



						Making Changes To NSR Name/Initial Request Form (IDRP Responses)

				Step		Description

						Scenario 1:  Review NSR name to ensure the title is an appropriate short descriptor of the business need.  If it is not, work with the stakeholders/Business Owners to develop a new name.

						Scenario 2:  When stakeholders request changes to the NSR name and/or the initial request form (e.g., IDRP responses) ensure the request is in writing and the requester is aware of and approves the proposed changes.

						When the new name is accepted by the requester and Business Owner, document the name change on the "Comments" tab and forward email to the RDM Management Lead for corrections, as appropriate.

Note: Note:
RDM Management Lead:
Leslie Dagen



						Trigger for Field Comment Period (Applies Only for Clinical Requests)

				Step		Description

				6.6		Once consensus is obtained on the content of the "Initial Assessment Questionnaire", respond to the prompts as appropriate at the bottom of the electronic questionnaire to initiate the Comment/Review Period.  Respondents are guaranteed that their feedback will be reviewed if they respond within the 9 calendar day comment period.  (Note:  The RDM Analyst should continue to assess the request during the comment/review period.)



						Environmental Scans (Unfulfilled and Legacy Requirements) 

						(Complete in 5 Business Days Concurrently With Obtaining/Finalizing Questionnaire Responses)

				Step		Description

						Note:  The purposes of the environmental scan are to: 
(1) Determine if the enhancements requested have been requested previously via searches in the Requirements Repository and the NSRD - If the enhancements have been requested previously, review the status of the earlier NSR and work with the Assessment Team and the Lead RA Analyst to document the results.
(2) Identify related requirements - If requirements are related, document the NSR number and name associated with these related requirements on the Initial Assessment Questionnaire. 

IMPORTANT NOTES:  
-  Requirements identified during the environmental scan process should not be rewritten at this time.  
-  The environmental scans outlined below may yield the same results, but only document them once in this RTM.
-  Complete all preliminary scans first before presenting results to SMEs for review and decision (inclusion in this NSR or 
    not).

Note: Note:
Lead RA Analyst: Cheryl Sklar

						Environmental Scan #1 - Unfulfilled Requirements (Requirements Repository)

				6.5		The Requirements Repository Team generates a report of unfulfilled business needs/epics and requirements/user narratives from the requirements repository related to the current NSR (based on keywords and/or VistA packages referenced in the initial request) as soon as the "NSR" designation is given.  This report is forwarded to the analyst assigned to the request.

				6.5.1		Upon receipt of the spreadsheet, review results with SMEs to determine duplicate and related functionality/efforts that are within the NSR scope.  (Note:  For large lists, consider assigning sections of the requirements to SMEs to review based on expertise.)  Begin RTM development for the request.

				6.5.4		Share the draft RTM with all Assessment Team.

				6.5.5		Save the draft RTM in the NSRD (Links Tab).

						Environmental Scan #2 - Unfulfilled Requirements (NSRD - Regular and Class III to Class I NSRs)

						The RDM Analyst conducts a search within the NSRD based on keywords and/or VistA packages referenced in the initial request.

						As NSRs are identified, analyze the request along with its associated business needs and requirements to determine duplicate and related functionality/efforts that are within the NSR scope.

				6.5.1		Review results with SMEs to determine duplicate and related functionality/efforts that are within the NSR scope.  (Note:  For large lists, consider assigning sections of the requirements to SMEs to review based on expertise.)  Begin RTM development for the request.

				6.5.4		Share the draft RTM with all Assessment Team.

				6.5.5		Save the draft RTM in the NSRD (Links Tab).

						Environmental Scan #3 - Unfulfilled Requirements (Health Systems Information Suite [HSIS])

						The RDM Analyst conducts a search within the HSIS database based on keywords and/or VistA packages referenced in the initial request.
Link to the site:  http://go.va.gov/hsis (Request username/password from Lead RA Analyst).

Note: Note:
Lead RA Analyst:
Cheryl Sklar

						As NSRs are identified, analyze the request along with its associated business needs and requirements to determine duplicate and related functionality/efforts that are within the NSR scope.

				6.5.1		Review results with SMEs to determine duplicate and related functionality/efforts that are within the NSR scope.  (Note:  For large lists, consider assigning sections of the requirements to SMEs to review based on expertise.)  Begin RTM development for all the request.

				6.5.4		Share the draft RTM with all Assessment Team.

				6.5.5		Save the draft RTM in the NSRD (Links Tab).

						Environmental Scan #4 - Unfulfilled Requirements (VA Mobile Application Environment [MAE], JIRA, and Wiki)

						The RDM Analyst sends the NSR link with a list of keywords to the RDM Mobile Applications Liaison (currently, the only RDM Team Member with access to VA MAE JIRA and Wiki and who will conduct the scan using keywords/search terms provided by the assigned RDM Analyst).

Note: Note:
RDM Mobile Apps Liaison:
Lauren Hardeen

				6.5.1		Upon receipt of the spreadsheet/results, review with SMEs to determine duplicate and related functionality/efforts that are within the NSR scope.  (Note:  For large lists, consider assigning sections of the requirements to SMEs to review based on expertise.)  Begin RTM development for all the request.

				6.5.4		Share the draft RTM with all Assessment Team.

				6.5.5		Save the draft RTM in the NSRD (Links Tab).

						Environmental Scan #5 - Unfulfilled Requirements (Innovations and Waivers)

						Innovations:  Use the following link to access the VHA Innovation Program's eBook, a web-based tool that highlights the Program's many critical health care innovations being developed and piloted throughout the field.

						Waivers:  Environmental scans are done by individuals within the Open Source Management Team prior to their submission to Innovation and Development Request Portal (IDRP) as a Class III to Class I request.

				6.5.1		Upon receipt of the documents/results, review with SMEs to determine duplicate and related functionality/efforts that are within the NSR scope.  (Note:  For large lists, consider assigning sections of the requirements to SMEs to review based on expertise.)  Begin RTM development. for all the request.

				6.5.4		Share the draft RTM with all Assessment Team.

				6.5.5		Save the draft RTM in the NSRD (Links Tab).



						External Workgroup Reviews (If Appropriate)

				Step		Description

				6.9		If the request involves consult functionality, send an email to Dr. Michael Davies requesting Consult Workgroup Review of your request.



						Additional Stakeholder Contact
(Occurs Concurrently with Field Comment Period, but feedback may be received after the period is over)

		Complete?		Step		Description

				6.10		Based on initial discussions with the requester or previous experiences with similar NSRs, notify pertinent work groups or advisory groups who have already been involved in discussions or reviews, or may need to be involved regarding this enhancement (e.g., Bar Code Medication Administration [BCMA],) and upload documentation of discussions and decisions made by these workgroups in the Supporting Documentation link.  (Note:  These work groups are primarily advisory in nature and make recommendations.)

				6.12		Add an NSRD comment indicating the query to specific workgroup(s) and a summary of the decisions made with a reference to additional documentation in the Supporting Documentation link.

				6.13		Add the name of the workgroup and their decision to the "Tracking" tab by selecting the add a review prompt.  Use the dropdowns for review group and group decision and then save your entry.  You are able to add information on multiple groups.  If you have a review by a group that isn't on the dropdown, contact the NSRD Administrator to have that group added.

Note: Note:
NSRD Administrator:
Don Wilson

		Complete?		Column2		Column3		Column1

						Level 1 Review (By Assessment Leads)

						Description

						All analysts (not just contract staff) must notify Level 1 Government Reviewers that the IAQ, RTM, and NSRD are ready for Level 1 review via email.  This does not apply to government analysts if Level 1 and 2 activities are running concurrently.

Note: Note:
Level 1 Government Reviewers:
Darlene Handley
Lauren Hardeen

						

Note: Note:
NSRD Management Lead:
Leslie Dagen		Note:  Refer the NSR Level 1 Needs Entered In DOORS Quality Review Checklist for additional guidance.

						Send request to NSRD Management Lead to put the request on hold while this review is being done.  

Note: Note:
NSRD Management Lead:
Leslie Dagen

						

Note: Note:
Lead RA Analyst:
Cheryl Sklar		

Note: Note:
RDM Mobile Apps Liaison:
Lauren Hardeen		RDM Analyst should remove the hold when the review has been completed.



						Field Comment Assessment/Review (Complete in 3 Business Days)

				Step		Description

				8.4		At the end of the Field Comment period, populate the "Field Comment Complete Date" prompt on the Tracking tab. 

						The RDM Analyst will aggregate the field comments using the Microsoft Excel feature, review the comments and, if necessary, have follow-up dialog with the commenter and the Assessment Team/requester to modify or otherwise respond to the field comments.  The RDM Analyst may need to modify the Initial Assessment Questionnaire.

						Collaborate with the Assessment Team and utilize the Initial Assessment Questionnaire content to update draft high level business needs/epics or user narrative (depending on the complexity of the requested functionality) developed using the RTM template, which should be reviewed with SMEs for concurrence.   (Functionality complexity varies by request.  Work with Level 1 Government Reviewers to determine the required documentation.)

Note: Note:
Level 1 Government Reviewers:
Darlene Handley
Lauren Hardeen

						

Note: Note:
RDM Management Lead:
Leslie Dagen		

Note: Note:
NSRD Management Lead:
Leslie Dagen

Lead RA Analyst:
Cheryl Sklar		

Note: Note:
NSRD Management Lead:
Leslie Dagen		

Note: Note:
Lead RA Analyst: Cheryl Sklar		

Note: Note:
RDM Director:
Linda Hebert		

Note: Note:
Lead RA Analyst:
Cheryl Sklar

Level 1 Government Reviewers:
Darlene Handley,
Lauren Hardeen		

Note: Note:
NSRD Administrator:
Don Wilson		The RDM Analyst will enter an Assessment Team Outcomes comment (via the Comments tab) summarizing the outcome from the comments received during Field comment period. 



						Finalize the completed assessment package (Initial Assessment Questionnaire; Initial RTM)



						Levels 1 and 2 Running Concurrently (Skip Level 1 and Formal Review Phase, Proceed to Level 2)

						Description		Column1

						If a decision has been made to skip Level 1 and Formal Review phases and proceed directly to Analysis,  enter the date the  IAQ is completed as the Assessment Completion date.  

						The Assessment Decision should be updated to "Review Phase Not Needed".



						Levels 1, 2 and 3 Running Concurrently (Skip Levels 1 and 2 and Formal Review Phase, Proceed to Level 3)

						Description

						If a decision has been made to skip Levels 1, 2, and the Formal Review phase and proceed directly to Level 3,  enter the date the  IAQ is completed as the Assessment Completion date.  

						The Assessment Decision should be updated to "Review Phase Not Needed".

						The Analyst will not enter a date for Proposed Start or Actual Start under the Level 2 Actions section of the NSRD.

						The Analyst must update the "Level 3 Analysis Required" prompt to "Needed".  

						Once the screen is saved, this combination will trigger the system to update the Level 2 status at the top of the screen to "Not Needed" and the Level 3 status to "Needed".



						Submit to Formal Review Phase

				Step		Description

				9.5		Populate the "Assessment Complete" and "Assessment Decision" prompts on the Tracking tab. 

				10.7		Complete the Level One Lessons Learned Document.  Complete the "Lessons Learned" assessment (located on the Links tab of the NSRD) and follow the guidance provided to complete and save the exercise.
Note:  Completion of the "Lessons Learned" assessment is not required for NSRs that have been essentially entered as placeholders for externally developed BRDs.





























 Level 1 (Assessment Phase)
Goal:  15 Business Days

http://www.va.gov/vdl/https://vaww.vha.esp.va.gov/sites/RDM/RDM%20Processes/NSR%20Business%20Owner%20Identification/Confirmation%20of%20BO%20Email%20Template.docxhttp://tspr.vista.med.va.gov/warboard/portfolio.asphttp://go.va.gov/ylaphttp://10.71.16.216/fmi/iwp/res/iwp_auth.htmlhttp://vaww.ehealth.va.gov/EHEALTH/VAInnovation.asphttps://vaww.vha.esp.va.gov/sites/RDM/RDM%20Templates/default.aspxhttps://vaww.vha.esp.va.gov/sites/RDM/internal%202/Tooling/Shared%20Documents/Forms/AllItems.aspxhttps://vaww.vha.esp.va.gov/sites/RDM/RDM%20Processes/NSR%20Business%20Owner%20Identification/Forms/AllItems.aspxhttp://go.va.gov/hsis
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						Understanding VHA ID Assignments

						Description

						Each NSR that makes it to the Formal Review phase is assigned a VHA ID number.  The Reporting and Analysis (R&A) Team assigns a VHA ID once the Business Owner approved field is populated under the Review Phase.  This number is used by the R&A team to track work throughout the lifecycle.  On those rare occasions when a request bypasses the Assessment Phase and proceeds to analysis, the RDM Analyst contacts Leslie Dagen to obtain the VHA ID number.

						Note:  The VHA ID is needed for the HSIS database, which is used to track IT project activity including funding and PMAS progress.  If there is no VHA ID, it is not in their database. 

						Regardless of whether or not a request is discussed during the Assessment Phase or proceeds to analysis, all requests will be assigned a VHA ID (with the exception of requests that are not approved (i.e., Program Office does not support it).



						Obtaining Business Owner Approval

		Complete?		Column2		Description		Column1

						Using the email template, contact the Business Owner(s) (cc:  Level 1 Government Reviewers) for obtain approval of the Assessment Package.

Note: Note:
Level 1 Government Reviewers:
Darlene Handley
Lauren Hardeen

						Save the request for approval email in the Supporting Documentation folder.

						Note:  RDM Analysts should always document the business owner's response (e.g., at least an email) for any deliverable even if it is just an RTM.

						Note:  Business Owners are given 30 days to respond from the date the initial email is sent with their approval decision. However, the Contract RDM Analyst is only required to maintain the role of RDM Analyst for 7 days after the initial email was sent. Additional guidance is provided below.

						Populate the "Sent to Business Owner for Approval" prompt to indicate the beginning of the Formal Review Phase.  

						Populate the "Assessment Complete" and "Assessment Decision" prompts on the Tracking tab. 

						Enter the names of all Business Owners on the Stakeholder Tab of the NSRD, if not completed previously.

						If a response is received by the Contract RDM Analyst within 7 days, proceed to "Finalizing Business Owner Approval" and then "Contractor-to-Government RDM Analyst Reassignment".

						If a response is not received by the Contract RDM Analyst within 7 days, proceed to "Contractor-to-Government RDM Analyst Reassignment".

						The Contract RDM Analyst and/or RDM Analyst must attempt to contact Business Owners at least 3 times (with at least one attempt via phone as well as contacting the Business Owner POC for assistance) within 30 calendar days before accepting/processing a "no response" decision.



						Contractor-to-Government RDM Analyst Reassignment (Completed by Contractors)		Contractor to Government Analyst Reassignment (Completed by Contractors)

						Description		Description

						Requests that were assigned to Contract RDM Analysts during the Level 1 - Assessment will be reassigned to a Government RDM Analyst once they have completed this phase (or 7 days after the Business Owner approval of Level 1 email has been sent) to ensure customers have someone to reach out to for questions, etc.  (The only exception is when Contract RDM Analysts are completing a BRD or RED for the request.)		Requests that were assigned to contract analysts during the assessment phase will be reassigned to a Government analyst once they have completed this phase to ensure customers have someone to reach out to for questions, etc.  (Exception - - Requests that contractors are completing a BRD or RED for.)

						Remove the name of the Contract RDM Analyst from the Stakeholders tab.  (Do not simply remove the "primary" designation from the contractor's name and assign it to the Government RDM Analyst.  Use the deactivation functionality to remove the contractor's name from the Stakeholder table in the NSRD.)		Remove the name of the contract RDM analyst from the Stakeholders tab.  (Do not simply remove the "primary" designation from the
contractor's name and assign it to the government analyst.  Use the deactivation functionality to remove the contractor's name from the
Stakeholder table in the NSRD.)

						Assign the Government Analyst as the primary analyst on the Stakeholders tab.  (If Level 1 Government Reviewers are not already identified in the Stakeholder tab as a secondary analyst, contact them to inquire about who should be assigned to the request.)		Assign the Government Analyst as the primary analyst on the Stakeholders tab.  (If Lauren Hardeen or Darlene Handley are not already identified in the Stakeholder tab as the secondary analyst, contact them to inquire about who should be assigned to the request.)



						Finalizing Business Owner Approval

						Option #1 - Business Owner(s) Approve, No Changes

						Upload the approval decisions (email confirmations) in the Supporting Documentation section of the NSRD ("Links" tab)

						Add the date the Business Owner Approval was received on the Tracking tab.

						Verify approved high level business needs are in the Requirements Repository (leave repository entries as "in Draft") and perform the appropriate tracings.  Generally, Business Needs do not have a priority assigned to them (certainly not during assessment).  Only in rare cases will Business Needs be prioritized.

						• Refer to the Rational DOORS SharePoint page for additional guidance regarding linking artifacts, relationship types, and other guidance (e.g., completing attributes for various artifacts) for using the requirements repository.

						Populate Ready for Review Board prompt. 



						Option #2 - Business Owner(s) Approve, But With Changes

						Upload the approval decisions (email confirmations) in the Supporting Documentation section of the NSRD ("Links" tab)

						Discuss changes with Assessment Team, update the Questionnaire and/or RTM (as applicable), and save updated documents to the NSRD.

						Verify the approved high level business needs are in the Requirements Repository (leave repository entries as "in Draft") and perform the appropriate tracings.   Generally, Business Needs do not have a priority assigned to them (certainly not during assessment).  Only in rare cases will Business Needs be prioritized.

						• Refer to the Rational DOORS SharePoint page for additional guidance regarding linking artifacts, relationship types, and other guidance (e.g., completing attributes for various artifacts) for using the requirements repository.

						Add the date the Business Owner Approval was received on the Tracking tab.

						Populate Ready for Review Board prompt. 



						Option #3 - Business Owner(s) Disapprove

						Upload the approval decisions (email confirmations) in the Supporting Documentation section of the NSRD ("Links" tab)

						Communicate Business Owner decision to Assessment Team and discuss next steps (which may include writing a final comment and requesting closure to Leslie Dagen).   (Refer to the Close NSR worksheet for additional instructions).



						Option #4 - Business Owner(s) Do Not Respond

						Attempt to contact Business Owners at least 3 times (with at least one attempt via phone as well as contacting the Business Owner POC for assistance) within 30 calendar days before proceeding with this option.  If there is no response, enter the current date at the "Business Owner Approval Not Received" prompt.

						Verify the approved high level business needs are in the Requirements Repository (leave repository entries as "in Draft") and perform the appropriate tracings.   Generally, Business Needs do not have a priority assigned to them (certainly not during assessment).  Only in rare cases will Business Needs be prioritized.

						• Refer to the Rational DOORS SharePoint page for additional guidance regarding linking artifacts, relationship types, and other guidance (e.g., completing attributes for various artifacts) for using the requirements repository.

						Populate Ready for Review Board prompt. 



						Capability Management Board Review

		Complete?		Column2		Description		Column1

						The RDM Analyst may be responsible for presenting NSR information to the CMBs using the same content presented during the Pre-Screening call (including field comment and process models developed).

						After CMB presentation, CMB RDM Liaisons (which may or may not be the RDM Analyst assigned to the request) are responsible for entering the following information on the Tracking tab (Ready For Review Board link):  Primary CMB; Date of the review; Priority (optional); Score (optional); Person responsible for Follow-up; Category; Follow-up Action; Review Board Disposition (Decision).  Edit as appropriate.

Note: Note:
CMB RDM Liaisons:
Business CMB - Joletta Maxile
Clinical CMB - LeAnn Miller
Data Resources and Analytics CMB - Cheryl Sklar
Research and Education CMB - Cheryl Sklar

						

Note: Note:
Level 1 Government Reviewers:
Darlene Handley
Lauren Hardeen		CMB RDM Liaisons (which may or may not be the RDM Analyst assigned to the request) must enter the following information on the Tracking tab:  Review Board Decision (Date); Review Board Decision (via drop down selections); Primary CMB; Date of the review; Priority (optional); Score (optional); Person responsible for Follow-up; Category; Follow-up Action; Review Board Disposition (Decision).  Edit as appropriate.

						If RDM Analyst receives an inquiry regarding the status/prioritization of a request, forward the email to the appropriate CMB RDM  Liaison to address.

Note: Note:
CMB RDM Liaisons:
Business CMB (BCMB) - Joletta Maxile
Clinical CMB (CCMB) - LeAnn Miller
Data Resources and Analytics CMB (DRACMB) - Cheryl Sklar
Research and Education CMB (RECMB) - Cheryl Sklar
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Level 2 (Analysis)

						Pre-Analysis NSRD Population

		Complete?		Column1		Description

						Note: An automated email notification may be sent to the RDM Analyst when the NSR changes from Level 1 to Level 2 in the NSRD.  

						An automated email notification is sent to the RDM Analyst when s/he is assigned as an Analyst for the request.  The RDM Analyst is not required to wait until the email notification is received to begin analysis efforts if notified previously.

						Confirm the Phase has changed to "Analysis" in the NSRD after the CMB review decision.

						On the "Stakeholders" Tab, add your name as the primary Requirements Analyst (if it has not already been done previously).

						On the "Tracking" tab of the NSRD under the 'Level 2 Actions – High Level Analysis' section, add a proposed start date, proposed completion date, and actual start date (which corresponds to the date analysis work begins for the request).  If the actual start date has not occurred, update this prompt when active analysis begins (i.e., reaching out to SMEs to schedule the first analysis call or starting research/reviews before writing the BRD).

						Note:  If a request that was originally not going to proceed to analysis has a change in status and will now have a BRD developed, the “Screening Held” information originally recorded on the "Tracking" tab of the NSRD needs to be changed.  The date when the decision was made to proceed to analysis should be used as the “Screening Held” date and select the drop down response of “Proceed with Analysis” within the "Tracking tab.  Save your updates.

						When the actual start date prompt is populated, a peer reviewer is assigned.  Contact the assigned peer reviewer to discuss an agreed upon BRD/RTM communication plan (e.g., determine how the peer review wants to be informed/included for concurrent BRD/RTM reviews).

						Refer to the RA Documentation Link tab for additional guidance on requirements documentation and bundling requests.



						Preparing For Kick-Off Call

		Complete?		Column1		Description

						Review previous NSRD and IDRP comments contained on the Comments Tab of the NSRD to obtain a full understanding of actions that have occurred prior to your assignment.  

						Ask designated PD liaison for a resource to participate in the initial calls to discuss business requirements and determine feasibility from Office of Information and Technology (OI&T) point of view.  (Note:  Upon inquiry, a Point of Contact [POC] may not be available from OI&T.  This should not stop your analysis efforts.)

						Review the field comments and send an email to those with "helpful" comments (or something more than "I like this idea") asking if they would like to serve as a SME for this request.

						Include ASD representative(s) on all meeting invitations.

						Request for Business Architecture Assistance (Optional): For complex NSRs, ask Business Architecture for process modeling support. For NSRs with low complexity, the RDM Analyst can opt to develop process models.  
-  Submit requests for process model support to Cheryl Sklar (for analysis efforts), who will make a formal request on the 
    RDM Analyst's behalf.
-  If process models are produced by RDM, save a copy of the version approved by the requester/SMEs to the Supporting 
   Documentation link of the NSRD for availability during the Analysis phase.
- If the process models are produced by Business Architecture, select the “Add PMSR Link” option on the Links Tab within the 
   NSRD to populate a link to their database.  (Note:  Process models developed by Business Architecture are housed in a 
   SharePoint site separate from the NSRD.)



						Query requester/key points of contact for additional participants who should be included in the call.  (Note:  An optional checklist is available to assist in this step.)

						Note:  If it is determined that BioMed has a role in development of a BRD (and particularly has BRD sign-off responsibilities), engage a representative immediately for early involvement in the process.

						The VHA 10P2C HIG NSR Request mail group (Product Development/Health Information Governance) is included in the automated notification that is sent when an NSR begins analysis so they can determine if they may be  impacted by this request.  If applicable, they will notify the RDM Analyst with the name(s) of representatives who they would like to be engaged in this requirements effort.

						Review NSR for other applications that may be impacted by the request.  Make sure representatives from these systems are available for the kick-off call.

						CPRS Dependencies for Non-Clinical Requests:  During Level 2, the RDM Analyst will reach out to RDM CCMB Liaison via email to inform them of potential CPRS dependencies for inclusion in discussions/BRD development activities.  Annotate in NSRD (CPRS Dependency).  

If the project is funded (by the time it is determined a CPRS dependency exists), the analysts assigned to support the CCMB will be contacted via email for inclusion in discussions/elaboration activities.

Note: Note:
RDM CCMB Liaison:
LeAnn Miller

						Schedule meeting at date/time most convenient for participants (make arrangements for unknown participants/callers who may attend the call). Schedule a call via Lync or request a VA Nationwide Teleconferencing System (VANTS) number and/or other teleconferencing/monitor sharing information, and send to participants, including anyone who responds with an interest in being involved (e.g., Health Information Management [HIM], Indian Health Services [IHS]); ask recipients to forward the names of anyone who should also participate so they can be added to the invite.

						Send agenda – adding any additional questions/concerns, as needed (an agenda template is located at the following link.

						Retrieve a copy of the most recent BRD template from the following link.

						Start working on draft BRD (fill in what you can based on documentation in the NSRD, conversations with the requester, etc.).

						Save the document to the NSRD with the following file name format:  NSR #_NSR Name_BRD.  Upload the file in the "Links" tab of the NSRD under "RA Analysis Documentation".  Use the draft watermark or other identifier to identify working documents.  File name format should remain the same throughout the NSR process.  The draft watermark should be used until the documents are ready for Business Owner sign-off.   Refer to the "RA Documentation Link" tab for additional guidance.

						Retrieve the existing RTM (created during Level 1) from the NSRD and revise epics, user narratives, etc. developed during Level 1, as appropriate.  (Update/create additional artifacts in the requirements repository, as appropriate.)  (Note:  If there is not an RTM, check the requirements repository and use artifacts previously created as a starting point.  If no artifacts have been entered previously, create a new RTM.)

						Note:  If creating a new BRD (refreshing a BRD) for a new NSR using requirements from a previous NSR written in the  old syntax, add an explanation/sequence of events in Overview Section minimally.

						Note:  If adding new requirements to an existing BRD, add an explanation/sequence of events in the Overview Section, update the Revision Table, add byline to cover sheet (Updated Month/Year) under previous date, and include change details on the ARAP cover sheet.

						Note:  If reusing requirements (e.g., from BRDs previously completed), reuse requirements using the old syntax.  

						• Refer to the Rational DOORS SharePoint page for additional guidance regarding linking artifacts, relationship types, and other guidance (e.g., completing attributes for various artifacts) for using the requirements repository.

						Note:   Generally, Business Needs do not have a priority assigned to them.  Only in rare cases will Business Needs be prioritized.

						 Draft "as is" and "to be" process model(s) in Business Process Model and Notation (BPMN) format using the Microsoft Visio tool.  Send process model(s) (which should be embedded in the BRD) to the requester and other SMEs for review.   Process models should include details about the business process rather than the functional level and should be mapped to user narratives in the RTM, where applicable.  (Note:  If opting to send process models for review in a document separate from the BRD, outputs should be converted to a Microsoft Word or PDF format because not all recipients have access to Visio. ) 

						• Any process models that support the BRD but were created in programs that don’t allow/support inserting the document as an object or copying/pasting the model into different software (i.e. Microsoft Word) will also be placed in this zip folder.

						• Before adding new documents to the compressed/zip folder previously uploaded to the NSRD, save it to the network drive - - not the remote desktop.  Then, add new documents.  Once the new documents have been added, upload the "updated" compressed folder back to the NSRD within the "Links" tab. 



						Environmental Scan (As Is Requirements)

				Column1		Description

						Environmental Scan - As-Is VistA Legacy Requirements (Necessary Only If Replacing Existing VistA Application)

						IF a new system is being created, a comprehensive list of As-Is functionality that is desired in the To-Be state should be developed.  (If this request is not for a new system, disregard this section.)

						The RDM Analyst contacts Donna Marcum (Donna.Marcum@va.gov) to retrieve a list of As-Is VistA Legacy requirements from the As-Is VistA Legacy Requirements Repository based on keywords (and/or VistA applications/packages/files).

						Review the NSR and As-Is VistA Legacy Requirements to make an initial determination of in scope/out of scope.

						Analyze and recompose the VistA Legacy requirements (as necessary) to ensure each piece of functionality described reads as a high level business requirement/user narrative. 

						Compile identified business needs and requirements into a spreadsheet.

						Upon receipt of the spreadsheet/results (and when appropriate during the analysis phase), review with SMEs to determine duplicate and related functionality/efforts that are within the NSR scope.  (Note:  For large lists, consider assigning sections of the requirements to SMEs to review based on expertise.)  As business needs/requirements (epics/user narratives) are identified, add them to the RTM, as appropriate.



						Kick-Off/Follow-Up Calls

		Complete?		Column1		Description

						Facilitate “kick off” call.

						Record (document) meeting minutes (you can ask a back-up analyst to help with this task).  (A sample meeting minute template is located at the following link.

						Send meeting minutes to participants (including action items/response deadlines) and ask for corrections.

						Upload meeting minutes to NSRD (create a compressed folder, as needed).

						Schedule subsequent meetings as needed.  Update requirements deliverables (BRD, RTM), as appropriate throughout this phase of the process.

						CC: Peer Reviewer on all SME BRD/RTM reviews (to allow the opportunity for continuous feedback, if this is the agreed upon review mechanism).

						If SMEs are having problems completing the Service Level Requirements sections of the BRD, contact Tim Lauterbach, Ton Hall, and Chip Snead (AITC) for technical assistance.

						Review background materials and the BRD as well as consult with SMEs to identify any business risk issues.



						External/Internal Documentation Reviews

		Complete?		Column1		Description

						Documentation quality reviews are helpful in improving the quality and upholding standard expectations for business requirements artifacts.  Following are the maximum number of days expected for the various reviews:
Service Coordination - 10 days; Security - 10 days; Product Development - 10 days; Tech Writer - 3 days; Peer Review - 3 days; Management Review - 5 days; Business Owner Sign-off - 7 days.

						For clinical requests, forward a copy of the BRD to Jonathan Nebeker and Murielle Beene (representing CMIO and CNIO) for review and/or comment.  (They may or may not comment.)

						External Review #1 - Service Reliability

						Service Reliability (Non-Functional Requirements) Review:  When the majority of the stakeholder group has provided feedback on the non-functional requirements portions of the BRD and the main ideas for other sections of the BRD have been developed, request a review using the Internal Review Tab notification functionality within the NSRD.  (Select the radio button for "Service Reliability" and respond to additional prompts (if applicable) to send an email notification to the appropriate mail group.)

						Note:  When you send the document for reviews (for example, Security and Service Reliability [a.k.a. Service Coordination]) and the expected response time will not allow you to meet your deadline, you should negotiate an acceptable due date. 

						Enter a comment on the "Comments" tab as well.  

						When the document is returned, use the appropriate link within the initial email notification to annotate completion of the review within the NSRD.  Update the "Reviewed By" name and date fields, as appropriate.  Enter a comment on the "Comments" tab as well.  

						Incorporate suggestions (as appropriate) from Service Reliability (utilizing tracked changes).

						Send draft BRD/RTM to requester and stakeholders for review/comment.  Schedule follow-up conference calls and/or email communications to SMEs until Service Reliability's recommendations for the non-functional requirements and the remaining sections of the BRD/RTM have been accurately documented.

						Note:  Continuously update the Analysis Documents zip folder ("Links" Tab) with the BRD/RTM as they are being updated.  

						Reminder:  Before adding new documents to the compressed/zip folder previously uploaded to the NSRD, save it to the local computer.  Then, add new documents.  Once the new documents have been added, upload the compressed folder back to the NSRD.  

						External Review #2 - Security

						Security Engineering Review:  When the majority of the stakeholder group has provided feedback on the requirements and the main ideas for other sections of the BRD have been developed, request a review using the Internal Review Tab notification functionality within the NSRD.  (Select the radio button for "Service" and respond to additional prompts (if applicable) to send an email notification to the appropriate mail group.)  Enter a comment on the "Comments" tab as well.  IF the reviewer sends a form (or "Security Impact Analysis" document) along with their response (High, Medium, or Low), disregard it.  No additional actions are needed beyond documenting their response (High, Medium, or Low) in the BRD.

						When the document is returned, use the appropriate link within the initial email notification to annotate completion of the review within the NSRD.  Update the "Reviewed By" name and date fields, as appropriate.  Enter a comment on the "Comments" tab as well.  

						Incorporate suggestions (as appropriate) from Security (utilizing tracked changes).

						Incorporate recommendations as appropriate from Security Engineering.

						External Review #3 - Product Development

						Product Development Review:  When the majority of the stakeholder group has provided feedback on the requirements and main ideas for other sections of the BRD have been developed, request a review using the Internal Review Tab notification functionality within the NSRD.  (Select the radio button for "OI&T Review" and respond to additional prompts (if applicable) to send an email notification to the appropriate mail group.)

						When the document is returned, use the appropriate link within the initial email notification to annotate completion of the review within the NSRD.  Update the "Reviewed By" name and date fields, as appropriate.  Enter a comment on the "Comments" tab as well.  

						Incorporate suggestions (as appropriate) from Product Development (utilizing tracked changes).

						Incorporate recommendations as appropriate from Product Development.



						Final Stakeholder Review

						Final Draft Stakeholders Review:  Send final draft of BRD/RTM to requester and stakeholders for final review/comment, if necessary.



						Internal RDM Review #1 - RDM Analyst (Optional)

						Final Draft RDM Analyst Review (Optional):  Send final draft BRD/RTM to another RDM Analyst to review.



						Internal RDM Review #2 - Technical Writing

						Technical Writing Review:  Request a review using the Internal Review Tab notification functionality within the NSRD.  (Select the radio button for "Technical Writer Review", respond to additional prompts, and add comments [if applicable] to send an email notification to the appropriate mail group).  Enter a comment on the "Comments" tab as well.  

						The Technical Writer will enter his/her name on the revision history of the BRD. 

Note: Note:
Technical Writer:
Jennifer Hamm

						The Technical Writer will return the document to the RDM Analyst who requested the review.

Note: Note:
Note:
Technical Writer:
Jennifer Hamm

						The Technical Writer will complete the Quality Management Scorecard to monitor and report on the consistency, accuracy, and quality of all identified work products.

Note: Note:
Note:
Technical Writer:
Jennifer Hamm

						When it is returned, the RDM Analyst will enter a comment on the "Comments" tab.



						Internal RDM Review #2 - Peer

						Peer Review:  Request a review using the Internal Review Tab notification functionality within the NSRD.  (Select the radio button for "Peer Review", respond to additional prompts, and add comments [if applicable] to send an email notification to the appropriate mail group).  Enter a comment on the "Comments" tab as well. 

Note:  If the primary RDM Analyst is already aware of an assigned peer reviewer, make sure to include this information in the comment when requesting a peer review.

						The Peer Reviewer will enter his/her name on the revision history of the BRD. 

						The Peer Reviewer will return the document to the RDM Analyst who requested the peer review and cc the Director and Deputy Director of RDM on the message.

						The Peer Reviewer will complete the Quality Management Scorecard to monitor and report on the consistency, accuracy, and quality of all identified work products.

						When it is returned, the RDM Analyst will enter a comment on the "Comments" tab.

						Make revisions to the BRD, as appropriate.  If discussion with the SMEs is required, do not share the entire document as marked-up by the Peer Reviewer.  Instead, separately communicate/discuss the feedback provided by the Peer Reviewer with the SMEs.  (Note:  The peer review process is an “internal” discussion for improvement of our documentation.  Feedback to the stakeholders should reflect a united RDM position, intended to improve their deliverable.)

						The RDM Analyst will send updated document back to Peer Reviewer to confirm changes that were made based on the Peer Reviewer feedback and also explain in the email the reasons why other comments were not addressed.  If there is an extensive divergence in opinions between the RDM Analyst and Peer Reviewer, the RDM Analyst may initiate a one–on-one discussion with the Peer Reviewer until consensus is reached.  The RDM Director or RDM Deputy Director will provide feedback during the Management Review.  

Note: Note:
RDM Director:
Linda Hebert

RDM Deputy Director:
Rose Lester



						Internal RDM Review #3 - Management

						Management Review:  Request a review using the Internal Review Tab notification functionality within the NSRD.  (Select the radio button for "Management Review",  respond to additional prompts, and add comments [if applicable] to send an email notification to the appropriate mail group).  Enter a comment on the "Comments" tab as well. 

						The Management Reviewer will return the document to the RDM Analyst who requested the review.

						When it is returned, enter a comment on the "Comments" tab. 

						Make revisions to the BRD, as appropriate.  If discussion is required, do not share the entire document as marked-up by the Management Reviewer with the SMEs.  Instead, separately communicate/discuss the feedback provided by the Management Reviewer with the SMEs.

						Send updated document back to the Management Reviewer to confirm that the necessary changes have been made or explain why they were not addressed.  

						The Management Reviewer will complete the Quality Management Scorecard to monitor and report on the consistency, accuracy, and quality of all identified work products.

						After the Management review, remove the “draft” watermark from the BRD and RTM. 



						Finalizing BRD and RTM Revision History Tables

						Description

						Delete all previous entries to the Revision History page of the BRD and RTM.  An example of the final Revision History table is depicted below:





















						Note:  Approval dates and the names of the approving officials in the Author column should be added to the document once all signatures have been obtained.

						To review Quality Management Scorecard results, use the following link and follow the prompts as appropriate.  



						Obtaining Approvals/Sign-Off

		Complete?		Column1		Description

						Follow guidance documented in the Digital Signature Guide for the email template, additional instructions, and the full list of email recipients).  Also, send final version of the documents to the requester as a courtesy.

						Note:  
RDM will utilize the RAP Approvals Signature Template to record RAP approval signatures (regardless of inclusion of Business Architecture artifacts).

						Note:  
Requests associated with priority initiatives - The Business Lead signs off on the documents.  Also, send the documents to the OI&T Project Manager for review/sign-off.

						On the "Handoffs" tab, select “Initiate Handoff” in NSRD - one to the Program Office and one to Product Development (OI&T), if applicable.  For each, add a comment indicating BRD and RTM have been sent for final sign-off.



						Requirements and Architecture Package (RAP) Sign-Off Decision Received

		Complete?		Column1		Description

						Option #1 - Business Owner Obtained

						If sign-off is obtained from the Business Owner for BRD/RTM, update the "Tracking" tab (Complete w/Signed Requirements prompt) of the NSRD with the final approval date (typically the date the last "approver" signed off on the documents).  

						Update individual approval dates on the Revision History page of the BRD and RTM.

						Refer to the Digital Signature Guide for instructions on incorporating approvals in the document and NSRD.

						Update the “Handoff Returned” option in NSRD as sign offs occur for each entity.  (Refer to the "Communicating with Product Development" section below for additional details about OI&T/Product Development signature.)



						Option #2 - Business Owner Sign-Off Not Obtained

						If sign-off is not obtained from the Business Owner for BRD/RTM, but documentation is complete, enter date of completion in the NSRD ("Tracking" tab – Complete – No Sign-off). (Note:  Before  making this decision, discuss with Linda Hebert and Cheryl Sklar.  Once you have their concurrence, discuss it with the Requester/Business Owner).





						Communicating with OI&T

		Complete?		Column1		Description

						RAPs are sent via email to Product Development triage representatives (Roger Sigley, Nancy Meyer, Larry Weldon) to provide an acceptance determination, cc OI&T Project Manager (if known, assigned, and engaged), Linda Hebert, Rose D. Lester, Cheryl Sklar, and Leslie Dagen.  Confirm recipients with RA Portfolio Lead. 

						Placeholder (Pending fleshing out on 12/2/15 BRAMP Call) - Warm handoff - once the PM is determined, the Workgroup will have a call with them to discuss requirements deliverables.

Note: Note:
Sent follow-up message to Emily to remember what this is.

						Determine which email template should be used based on the completed requirements deliverables. 

						If Business Architecture and Information Modelers were involved in the process and provided deliverables, follow guidance documented in the RAP Approvals Signature Template for the email template, additional instructions, and the full list of email recipients.  Also, send final version of the documents to the requester as a courtesy.

						If Business Architecture and Information Modelers were not involved in the process and did not provide deliverables, follow guidance documented in the Digital Signature Guide for the email template, additional instructions, and the full list of email recipients.  Also, send final version of the documents to the requester as a courtesy.

						Enter date you send the BRD/RTM to PD in the appropriate area (Technical Assessment Requested From PD - Tracking Tab).

						If there is a response (sign off) from OI&T within 14 calendar days, update the date on the Tracking Tab (Technical Analysis Completion - Signed). Also, add a comment to support this  action.

						If there is no response from OI&T within 14 calendar days, update the date on the Tracking Tab (Technical Analysis Requested - No Sign-Off). Also, add a comment to support this  action.

						Unfunded NSRs:  If the NSR is not funded (or is not anticipated to receive funding in the near future, e.g., within the fiscal year), there is no need to forward the RAP to PD for acceptance.



						Post-Analysis NSRD/Requirements Repository Requirements

		Complete?		Column1		Description

						Update "Tracking" Tab in NSRD, as appropriate.

						Note:  Bulk uploads to the repository should only be done by designated analysts (Configuration Manager roles).  They are typically only accepted for a large volume of artifacts or for externally generated documentation.

Note: Note:
Configuration Managers:
Dirk Hancock
Don Wilson

						

Note: Note:
RDM CCMB Liaison:
LeAnn Miller		

Note: Note:
RDM Director:
Linda Hebert

RDM Deputy Director:
Rose Lester		

Note: Note:
Sent follow-up message to Emily to remember what this is.		After approval is received (including from the Business Owner), the RDM Analyst will update documentation of business needs/epics, enter business requirements/user narratives, and complete all required "links" between needs/epics, user narratives, requirements (business, non-functional, enterprise, usability), the NSR, the work effort, BFF mappings) into the requirements repository (refer to Rational Tools Training Documentation for additional guidance on the requirements repository).  (Note:  The requirements repository must be updated with this information within 6 weeks of Business Owner sign-off).

						Note:  When entering business needs/epics and business requirements/user narratives into the requirements repository, the RDM Analyst should locate the existing NSR artifact.  The RDM Analyst should NEVER create duplicate NSR artifacts. 

						Note:  These could have been entered throughout the requirements elicitation process, but the final versions should be documented.  At this point, the status for all needs and owner requirements should equal “Approved” and enter a date for “Date Approved”.

						Note:  Refer the NSR Level 2 BRD Signed Date Populated DOORS Review Checklist for additional guidance.

						On the "Tracking" tab of the NSRD, verify the check the box under Level 1 Actions indicating “NEED/Epic Populated in Requirements Repository” is checked.

						Enter a comment on the "Comments" tab in the NSRD indicating the date the needs and requirements were added into the requirements repository.



						Complete Lessons Learned

		Complete?		Column1		Description

						Complete the NSR Post-Analysis Review Lessons Learned using the link at the top of the Links tab in the NSRD.  Additional guidance is located on the Lessons Learned worksheet.



						Cross Project Linking In Requirements Repository

						Description

						When the Project Team is ready to proceed with the effort, they will reach out to the RDM Analyst involved to obtain access to existing requirements artifacts in the repository.  They need to work together to complete the cross project linking process.  Refer to the Cross Project Linking Guide for additional instruction.



Level 2 (Analysis Phase)
Goal:  30/60/90 Days (Depending on Complexity)

https://vaww.vha.esp.va.gov/sites/RDM/RDM%20Templates/Signatures/Forms/AllItems.aspxhttp://vista.med.va.gov/nsrdmgmt/ScoreCard.asphttp://vista.med.va.gov/nsrdmgmt/ScoreCard.asphttp://vista.med.va.gov/nsrdmgmt/ScoreCard.asphttp://go.va.gov/so6ehttp://go.va.gov/so6ehttps://vaww.vha.esp.va.gov/sites/RDM/RDM%20Templates/Signatures/Forms/AllItems.aspxhttps://vaww.vha.esp.va.gov/sites/RDM/internal%202/Tooling/Jazz/Forms/AllItems.aspxhttps://vaww.vha.esp.va.gov/sites/RDM/internal%202/Tooling/Shared%20Documents/Forms/AllItems.aspxhttps://vaww.vha.esp.va.gov/sites/RDM/internal%202/Tooling/Jazz/Jazz%20Composer%20Linking/Cross%20Project%20Linking%20in%20DOORs%20Business%20and%20Project%20Responsibilities.docxhttps://vhamocweb5.vha.med.va.gov/webportal/loginhttps://vaww.vha.esp.va.gov/sites/RDM/internal%202/Tooling/Jazz/Forms/AllItems.aspxhttp://go.va.gov/t5a8http://go.va.gov/t5a8http://go.va.gov/d8eahttps://vaww.vha.esp.va.gov/sites/RDM/RDM%20Templates/default.aspxhttps://vaww.vha.esp.va.gov/sites/RDM/RDM%20Templates/Signatures/Forms/AllItems.aspxhttp://vista.med.va.gov/nsrdmgmt/ScoreCard.asp

Repository Tips-Tricks

				Have More Recommendations?

				Description

				If you have additional suggestions for inclusion to this "Repository Tips and Tricks" worksheet, enter them using the embedded link.

				General

				Description

				Font style and size for all artifacts entered should "Arial 10".

				When documenting epics/sub-epics and other requirements artifacts, do not use special characters (e.g., &, *, #, etc.). 

				Clean up (remove) carriage returns in the requirements repository.  These are not acceptable formats in the requirements repository, particularly when the content is imported into the NSRD.  This can cause truncation during the import process.



				VIP

				Description

				VIP Epics should be entered in paragraph format in the requirements repository.  Remove carriage returns used in BRD and RTM templates.

				Terms typically displayed in bold (i.e., For, Who, That, Unlike, Our Solution) should be reformatted to "regular" text within the repository.



				VIP Artifact Naming Guidance

				Description

				Utilize the table below to enter requirements artifacts into the repository.  (This practice should continue until the new artifact types for VIP have been incorporated in the repository.)





														Artifact Type 		Artifact Type In Tool		Tag To Attach

														Epic		Business Need		VIP Epic

														Sub-Epic		User Narrative		VIP Sub-Epic

														User Story		Business Use Case Description		User Story

														Acceptance Criteria		Business Detailed Requirement		Acceptance Criteria

				Externally Generated Artifacts

				Description

				When entering artifacts for externally generated BRDs, they should be entered under "Externally Generated" folder.

				Add the "Externally Generated" tag to each artifact.

				For additional guidance, reference the appropriate "External BRDs" worksheets within this document.

				- External BRDs (with RDM Help)

				- External BRDs (without RDM Help)



































































































































































































































































































































































































































































































































































































































































Requirements Repository Tips & Tricks

https://vaww.vha.esp.va.gov/sites/RDM/RDM%20Processes/Process%20Management/Process%20Mgt%20%20Improvement%20Recommendations%20Tracking%20Sheet.xls

RA Documentation Link

		.		Description

				Only the most current requirements document should be attached to the RA Analysis Documentation link.  Review the following scenarios to determine how documents should be saved to the NSRD:



		1		For older NSRs with only one requirements document (i.e., a BRD) attached to the RA Analysis Documentation link:

				  o   No changes are required unless you are asked to develop a BRCD or a new BRD.  

				  o   If/when you are asked to create an additional BRD/BRCD, follow Step 4 below.



		2		For older NSRs with a zip/compressed file containing BRDs/BRCDs attached to the RA Analysis Documentation Link:

				  o   Do not rename the zip/compressed file that is saved to the RA Analysis Documentation Link.  The “new” document must replace the “old” documents in this compressed 
         file.

				  o   Download, rename, and save the “old” document(s) to an accessible location on your computer.  Use the following syntax to rename the older BRDs/BRCDs: “<NSR 
         Number>_<Name of Request>_<Acronym for Document Type>_<(Month Year Version Completed)>

				         (Example:  “NSR 20150101_Fix This Issue_BRD_(June 2013)” or “NSR 20150101_Fix This Issue_BRCD_(December 2013)”).

				  o   Save the older BRDs/BRCDs in the existing compressed file located in the Supporting Documentation Link.

				  o   Add a hyperlink in the References Appendix of the current/newest BRD/BRCD to the original BRD (which is the Supporting Documentation link). 



		3		For NSRs with nothing attached to the RA Analysis Documentation Link:

				  o   Create a zip/compressed folder to save your requirements documents.  

				        *  Use the following syntax to name your zip/compressed folder:  

				            “<NSR Number>_<Name of Request>_<Requirements Documents>” (Example:  “NSR 20150101_Fix This Issue_Requirements Documents”).  

				  o   Use the following syntax to name your file/requirements document:  

				          “<NSR Number>_<Name of Request>_<Acronym for Document Type>” (Example:  “NSR 20150101_Fix This Issue_BRD”).

				  o   Save the BRD in the zip/compressed folder.

				  o   Upload the compressed folder to the RA Analysis Documentation Link.   



		4		For NSRs that require an additional BRD or BRCD with only one requirements document attached to the RA Analysis Documentation link:

				  o   Create a zip/compressed folder to save your requirements documents.  

				        *  Use the following syntax to name your zip/compressed folder:  

				            “<NSR Number>_<Name of Request>_<Requirements Documents>” (Example:  “NSR 20150101_Fix This Issue_Requirements Documents”).  

				  o   Download, rename, and save the “old” documents to an accessible location on your computer.   Use the following syntax to rename the older BRDs/BRCDs:  “<NSR 
         Number>_<Name of Request>_<Acronym for Document Type>_<(Month Year Version Completed)>”

				         (Example:  “NSR 20150101_Fix This Issue_BRD_(June 2013)” or “NSR 20150101_Fix This Issue_BRCD_(December 2013)”).   

				  o   Save the older BRDs/BRCDs in the existing compressed file located in the Supporting Documentation Link.

				  o   Add a link in the References Appendix of the current/newest BRDs/BRCDs to the location of the original BRD/BRCD (which is the Supporting Documentation link).  

				  o   Save the most recent requirements document to the RA Analysis Documentation zip/compressed folder.

				  o   Upload the compressed folder to the RA Analysis Documentation Link.



				For NSRs that do not require a "new" BRD; the existing BRD will be updated:

				  o   Revise the existing BRD.

				  o   Save revisions using existing file folder/name set-up.



				Requirements Artifacts for Bundled NSRs

				  o   When child NSR is bundled into parent, insert the following text on the first page of the BRD and RTM:
        Requirements for this request have been incorporated into NSR <insert parent request ID>.  Please use the requirements saved to NSR <insert parent request ID> instead   
        of the requirements included in this deliverable. 





Saving Documents To the RA Analysis Documentation Link



Change Mgmt Process











		Complete?		Step		Description

						Change Requests are initiated via the NSRD and may come from the BO, OI&T, IPTs, and Governance Bodies.

						Once a change request is entered, an automated email is sent to the person making the request and the Lead RDM analyst.

						The Lead RDM Analyst contacts the primary RDM Analyst to validate.

						Once validated, the RDM Analyst will engage the Work Effort Team (including the Lead RDM Analyst) to review the request and determine if the request is in scope for the work effort and/or IT project.  (Note:  During elaboration efforts, the OI&T PD PM will also be engaged in these discussions.)



						Out of Scope Change Requests

						For change requests that are out of scope, the Work Effort Analyst Team will advise the requestor to submit an additional New Service Request (NSR). Upon submission of the NSR, a RDM Analyst will be assigned and the request will follow the standard  process. 

						The RDM Analyst will access the change request via the NSRD Management site to enter a status of Rejected as well as the rationale (for example, change requested is out of scope and a new NSR will be entered).



						In Scope Change Requests

						For change requests that are within scope, the Work Effort Analyst Team will work with the Lead SME/Business Owner and subject matter experts to analyze the change request.

						•  Reject In Scope Change Request

						If the Work Effort Team rejects the change request, justification will be documented in the NSRD and the status of the change request will be updated via the NSRD Management site.  (A change request may be rejected due to,  but not limited to, funding, lack of resources, project timeline or feasibility.)  

						•  Approve In Scope Change Request

						If the Work Effort Team approves the change request, justification will be documented in the NSRD and the status of the change request will be updated via the NSRD Management site.

						The RDM (and BA, if applicable) Analyst will make all necessary updates to the appropriate business requirements and architecture artifacts. 

						Note:  Add an explanation/sequence of events in the Overview Section, update the Revision Table, add byline to cover sheet (Updated Month/Year) under previous date, and include change details on the ARAP cover sheet.

						Note:  If reusing requirements (e.g., from BRDs previously completed), reuse requirements using the old syntax.  

						Note:  New needs/requirements (epics/user narratives) can be created using either the new (epic/user narrative) or old (business need/requirements) syntax. 

						A summary of the changes will be included in the Approvals Document (ARAP Cover Sheet) and submitted to the Business Owner or Lead SME for approval. 

						Upon receipt of business approval of the updated artifacts, the updated RAP and Approvals Document will be sent to OI&T Product Development Project Manager.

						Save the "new" RAP in the appropriate fields on the Links tab (i.e., Approved/Accepted Documentation section and Business Requirements Sections).  The "old" RAP should be saved in the Supporting Documentation folder in the NSRD.  Refer to the Documentation Management Guide for additional instruction.



						Refreshing Unmet/Partially Developed Requirements

						Currently, the Requirements Traceability Team reviews NSRs to identify met versus unmet requirements (including those that were partially developed).  

						Those that are unmet and partially developed are placed into a new NSR and RTM to document these outliers.

						Analysts should always get business owner sign-off (e.g., at least an email) for any deliverable even if it is just an RTM.





















Change Management Process

The Change Management Process is utilized when there is a request from an Integrated Project Team or responsible business owner to document changes in an original approved business requirements document (BRD).  

•  The RDM Analyst will work with OI&T and the business owner to determine if the BRD should be updated or if another document will be used to capture     
     the changes.
•  If they don't agree that the new needs/requirements are in scope, a new NSR (and BRD) is  required.
     
The process for completing this document is similar to  that required in completing a BRD, including updating the requirements repository and NSRD.  However,  there is no requirement to request technical, peer, and management reviews  of the updated documents.  



External BRDs (With RDM Help)



		Complete?		Step		Description

				D-1		Confirm the Program Office will be writing the BRD for an NSR.

				D-2		Enter a comment on the Comments tab of the NSRD of this confirmation.

				D-3		VHA IDs - Each NSR is assigned a VHA ID number.  The Reporting and Analysis (R&A) team typically assigns a VHA ID once the Business Owner approved field is populated under the Review Phase.  This number is used by the R&A team to track work throughout the lifecycle.  On those rare occasions when a request bypasses the Assessment Phase and proceeds to analysis (such as the case for externally generated BRDs), the RDM Analyst contacts the NSRD Management Lead to obtain the VHA ID number.

Note: Note:
NSRD Management Lead:
Leslie Dagen

						Note:  The VHA ID is needed for the HSIS database, which is used to track IT project activity including funding and PMAS progress.  If there is no VHA ID, it is not in their database.

				D-4		Work with Program Office to formulate a brief summary of the request.

						Note:  NSRs with externally generated BRDs only go to the Capability Review Board.  (They do not go through Field Comment Review or Business Owner Approval.)

				D-5		Receive business requirements document (or equivalent) from Program Office.

						Note:  Documents not created by RDM do not have to undergo the technical writing, peer, or management review process.

				D-6		Upload supporting documents within the "Links" tab, if applicable.

				D-7		RDM Analyst reviews the document to ensure it meets the standards for a BRD (correct template used, appropriate content included).  If corrections are needed, send recommendations back to the author to update, as appropriate.

				D-7.1		If process models are included in the externally generated BRD, send email to Tammy Talley [Business Architecture (BA)/Architecture, Strategy, and Design (ASD)] to request support/review.  

				D-7.2		If information models are included in the externally generated BRD, send email to Linda Drummond [Business Architecture (BA)/Architecture, Strategy, and Design (ASD)] to request support/review.  

				D-7.3		Updates RDM section of Stakeholders Table to read - - Did not author this document, but was responsible for working with all stakeholders to ensure the business requirements have been accurately recorded for this request.

				D-7.4		RDM Analyst verifies the non-functional requirements and security assessment responses have been completed per documentation standards.

				D-7.5		If non-functional requirements have not been completed or reviewed, work with the SMEs to document the non-functional requirements.  

				D-8		Send the document to Service Reliability (VA 005F Service Coordination SRM Team mail group: mailto: VA005FServiceCoordinationSRMTeam@va.gov) and Security Engineering (VHA OI SDD CASE Services; Susan Nelson (SLC) [mailto:Susan.Nelson3@va.gov]) for review. 

				D.8.1		Enter review requests on the "Internal" tab of the NSRD for each type of review.   Enter a comment on the "Comments" tab as well.  When reviews are returned, return to the "Internal" tab to enter a completion date.  Enter a comment on the "Comments" tab as well regarding the return.

				D-8.2		Share recommendations from the Service Reliability and Security Engineering representatives with the SMEs for review/input/revisions, as needed.

				D-9		RDM Analyst inquires if the document has been approved by the Business Owner(s) and OI&T PM.  If previously approved, request "approval confirmation messages" (proof from the SMEs/POCs that documents were approved).

				D-9.1		If approvals have not been obtained, RDM circulates artifacts (BRD and RTM) for approval or assists Program Office/Business Owner with circulation of artifacts.

				D-9.2		Follow guidance documented in the Digital Signature Guide for the email template, additional instructions, and the full list of email recipients).  Also, send final version of the documents to the requester as a courtesy.

						Note:  
RDM will utilize the RAP Approvals Signature Template to record RAP approval signatures (regardless of inclusion of Business Architecture artifacts).

				D-10		Upon receiving approval from the Business Owner, upload business requirements documents to NSRD on the "Links" tab (Externally Generated Requirements Artifacts).

				D-11		Enter business needs/epics, business requirements, non-functional requirements, and enterprise requirements into the  requirements repository and trace/map/tag (with the "externally generated" tag) appropriately (if the request impacts the VA).  For additional information, refer to the following link:  http://go.va.gov/ylmd.

						Note:  When entering business needs/epics and business requirements/user narratives into the requirements repository, the RDM Analyst should locate the NSR record (which is auto-generated in the requirements repository from the NSRD entry).  The RDM Analyst should NEVER manually create an NSR record.  If no NSR record exists, the RDM Analyst should contact the RDM Requirements Repository Leads.

				D-12		Completion of Lessons Learned IS required for externally generated BRDs, primarily to ensure documentation requirements within the NSRD and requirements repository have been satisfied.



						Populating the NSRD (Tracking Tab)

						Use the following "milestones" for populating prompts on the Tracking Tab of the NSRD:

						- Program Office Business Owners Identified:  Use same date when it was discovered an externally generated BRD would 
    be generated. 

						- Assessment Team Meeting Date:  Use date received the first draft of the BRD from the Program Office.

						- Assessment Complete:  Use date received the first draft of the BRD from the Program Office.

						- Assessment Decision:  Change to Proceed to Review Phase.  ALL NSRs regardless of whether the BRD is RDM or externally 
    generated, go through CMB review.

						- High Level Business Requirements Repository Updated:  Check Box (if requirements have been added to the repository).

						If not done previously, send email to Leslie Dagen to request a VHA ID.

						- Ready for Review Board:  Use date received the first draft of the BRD from the Program Office.

						- Proposed/Actual Start:  Use date received the first draft of the BRD from the Program Office.

						- Proposed Completion:  90 days after receiving the first draft of the BRD from the Program Office.









BRDs not Authored/Created by RDM (with RDM Assistance)

http://go.va.gov/ylmdhttps://vaww.vha.esp.va.gov/sites/RDM/RDM%20Templates/Signatures/Forms/AllItems.aspxhttp://go.va.gov/so6e

External BRDs(without RDM Help)



				Business Owner Responsibilities For Externally Generated BRDs Without RDM Assistance

				When the Business Owner opts to facilitate the entire BRD development/sign-off process, the following steps outline their responsibilities:

				For a list of RDM responsibilities, scroll down to the next section.

		Complete?		Step		Description

				D-1		Use the latest VHA templates which can be found at the following SharePoint site (https://vaww.vha.esp.va.gov/sites/RDM/RDM%20Templates/default.aspx) 
o Business Requirements Document (BRD) Template
o Requirements Traceability Matrix (RTM) Template (if applicable)

				D-2		Create an Innovation and Development Request Portal (IDRP)/New Service Request (NSR) entry for VHA tracking purposes and to accommodate the storage of BRDs and RTMs in the NSR Database for all IT enhancement requests.

				D-3		Ensure all Business Needs (Epics), Business Requirements (User Narratives), Non-Functional Requirements (as appropriate), HIPAA Requirements, and Enterprise Requirements are included.
o If an RTM is not completed, then all of these artifact types must be included in the BRD.


				D-4		Submit the BRD and RTM (if available) to Service Coordination/Reliability and Security for review and follow-up, as necessary – prior to Business Owner sign off.  
o  Mailgroup for Service Coordination/Reliability – VA 005F Service Coordination SRM Team
    § BRD sections to be completed (minimally) before requesting Service Coordination review – Overview Section;   
           Goals/Objectives Section; high level business needs; high level business requirements; non-functional 
           requirements; Service Level Requirements section
o  Mailgroup for Security - VHA 10P2 OIA CASE REQUESTS
   §     BRD sections to be Completed (minimally) before requesting Security review – high level business needs; high level 
          business requirements; Enterprise Requirements

				D-5		Prior to requesting Business Owner approval, submit all requirements artifacts to the assigned RDM Analyst for review.

				D-6		Facilitate the process of obtaining Business Owner and Product Development (PD) sign-off.

				D-7a		Ensure Requirements Development and Management (RDM) receives all final (Business Owner and PD approved) requirements artifacts for storage in the NSR Database.

				D-7b		This includes the Microsoft Word AND PDF versions of the BRD.  (Note:  RDM requests the Microsoft Word version of the document to add the unique identification numbers to each business need/requirement as assigned after entry into the requirements repository.  After the identifiers are added to the document, the updated document will be forwarded to the Program Office for their official record.)

				D-8		Ensure PD/Office of Information &Technology (OI&T) receives all final (Business Owner and PD approved) requirements artifacts for next steps.



				RDM Responsibilities For Externally Generated BRDs Without RDM Assistance



				When the Business Owner opts to facilitate the entire BRD development/sign-off process, the following steps outline the RDM Analyst's responsibilities:

				D-9		Receive business requirements document (or equivalent) from Program Office.

				D-10		If process models are included in the externally generated BRD, send email to Tammy Talley [Business Architecture (BA)/Architecture, Strategy, and Design (ASD)] to request support/review.  

				D-11		If information models are included in the externally generated BRD, send email to Linda Drummond [Business Architecture (BA)/Architecture, Strategy, and Design (ASD)] to request support/review.  

				D-12		Upload document(s) to Externally Generated ARAP link in NSRD.

				D-13		Enter a comment on the Comments tab of the NSRD of receipt of the document(s).

				D-14		Populate required prompts on NSRD (General Information Tab).  These are the same prompts as any other NSR.

				D-15		If not done previously, send email to the NSRD Management Lead to request a VHA ID.

Note: Note:
NSRD Management Lead:
Leslie Dagen



						Populating the NSRD (Tracking Tab)

				D-14		Use the following "milestones" for populating prompts on the Tracking Tab of the NSRD:

						- Program Office Business Owners Identified:  Use same date when it was discovered an externally generated BRD would 
    be generated or received (whichever occurred first). 

						- Assessment Team Meeting Date:  Use date received the BRD from the Program Office.

						- Assessment Complete:  Use date received the BRD from the Program Office.

						- Assessment Decision:  Change to Proceed to Review Phase.  ALL NSRs, regardless of whether the BRD is RDM or 
    externally generated, go through CMB review.

						- High Level Business Requirements Repository Updated:  Check Box (if requirements have been added to the repository)

						- Ready for Review Board:  Use date received the first draft of the BRD from the Program Office.

						- Proposed/Actual Start:  Use date received the first draft of the BRD from the Program Office.

						- Proposed Completion:  90 days after receiving the first draft of the BRD from the Program Office.



				D-15		Enter business needs/epics, business requirements, non-functional requirements, and enterprise requirements into the requirements repository and trace/map/tag (with the "Externally Generated" tag) appropriately (if the request impacts the VA).  For additional information, refer to the following link:  http://go.va.gov/ylmd.

						Note:  When entering business needs/epics and business requirements/user narratives into the requirements repository, the RDM Analyst should locate the NSR record (which is auto-generated in the requirements repository from the NSRD entry).  The RDM Analyst should NEVER manually create an NSR record.  If no NSR record exists, the RDM Analyst should contact the RDM Requirements Repository Leads.

				D-16		Once the business needs/requirements have been entered into the requirements repository, populate the BRD (and RTM, if applicable) with the unique identifiers.  Upload the updated documents to the NSRD.  Send copies of the updated documents back to the Program Office (authors) as a courtesy.

				D-17		Completion of Lessons Learned IS required for externally generated BRDs, primarily to ensure documentation requirements within the NSRD and requirements repository have been satisfied.



BRDs not Authored/Created by RDM (Without RDM Assistance)

http://go.va.gov/ylmd

Pre-BRAMP Rvw By CBOPC





		Complete?		Step		Responsible		Process

				2		RDM Analyst		Forwards the email to Business Owner POCs



				3		CBOPC Business Owner		Conducts a brief review to determine if the NSR should be assigned to them.



				4		CBOPC Business Owner		Responds via email to RDM Analyst within 3 business days of receiving the email (to accept/reject ownership of NSR).  



				5		RDM Analyst		Updates NSRD with with initial Business Owner decision(s).

								·      Scenario #1:  If NSR ownership rejected, then RDM to determine correct Business Owner (return to Step 1).

								·      Scenario #2:  If NSR accepted, but not supported, RDM closes the NSR.

								·      Scenario #3:  If NSR accepted and needs further assessment, continue to next step.



				6		CBOPC Business Owner		Conducts internal Program Office level assessment to determine support of the NSR (within 15 business days of receiving initial email in Step 3).



				7		CBOPC Business Owner		Notifies RDM Analysts via email with decision.

				7				·      Supports?

								– Business Owner develops an external BRD or

								– RDM proceeds with BRAMP Process (Level 1)

								·      Does Not Support?

								– RDM closes the NSR







































Pre-BRAMP Review By CBOPC

Overview:  Business Owner Assesses NSR's Benefits Prior To Level 1 Activities (Assessment Phase)  

Trigger:  This process is invoked when the CBOPC Business Owner wants to determine the validity of NSRs prior to beginning the BRAMP process.



Closing NSRs



		Complete?		Step		Description

				A-1		NSRs can be closed for a number of reasons (e.g., Requester chooses to withdraw request, lack of Program Office support, etc.). Before documenting any “official” notice in the NSRD regarding NSR closure, ensure the following:

				A-1.1		Regardless of why the request is being closed, the decision must be in writing (from the person closing the NSR) and will be included in the Supporting Documentation folder after notifying the requester.

				A-1.2		If requester is not aware of upcoming NSR closure, discuss the method of notifying the requester of this negative outcome with the Lead RA Analyst (this process varies slightly among NSR categories as well as by request).  

Note: Note:
Lead RA Analyst:
Cheryl Sklar

				A-2		Make sure all Hand-Offs have been returned and all fields have been populated, as appropriate.  (Hand-offs occur when the RDM Analyst can not continue any work during the Assessment or Analysis phases until a response is received from an other participant.  For example, a document has been sent for review to SMEs or a decision is pending.)

				A-3		Enter a final external comment on the "Comments" tab in the NSRD indicating why the request is being closed.

				A-4		Send message (including NSR Name, Number, and reason for closure) to the NSRD Management Lead (cc: the Lead RA Analyst).  They will complete a review of the tracking record, will follow-up with the RDM Analyst with any questions, and will populate the Request Closure, and Request Closure Reason fields. If the request has been assigned a VHA ID (on the "Internal" tab), Leslie will notify the R&A team of the action via email.

Note: Note:
NSRD Management Lead:
Leslie Dagen

Lead RA Analyst:
Cheryl Sklar

				A-5		Update the requirements repository by changing the status of the business needs and owner requirements associated with the applicable work effort and NSRs to "inactive".  Tracings to Business Function Frameworks (BFFs or ARCHs), non-functional and enterprise requirements are to be removed as well.



How to Close an NSR



Fast Track Requests

				Suggested Fast Track (Preliminary Stage) 

		Complete?		Step		Description

				B-1		Populate ‘Suggested Fast-Track” field in NSRD if recommendation is made to Fast Track request

				B-1.1		Work with RDM Lead to determine if request has been deemed as a "Confirmed Fast Track" request. 



				Scenario 1:  Status of "Confirmed Fast Track" Rejected 

		Complete?		Step		Description

				B-2		Business Owner and PD agree the request should not be confirmed as fast tracked:  RDM Analyst contacts the requester regarding the decision, if the requester was aware of the potential fast track designation.  



				Scenario 2:  Status of "Confirmed Fast Track" Undecided 

		Complete?		Step		Description

				B-3		Business Owner and PD cannot agree on whether or not the request should be confirmed as fast tracked:  Rely on guidance from RDM Management Team for next steps.



				Scenario 3:  Status of "Confirmed Fast Track" Approved

		Complete?		Step		Description

				B-4		Business Owner and PD agree the request should be confirmed as fast tracked: RDM Analyst contacts PD’s PMO to alert them to the request and engages them in immediate further discussions with the requester/SMEs.



				Follow-on Confirmed Fast Track Activities

		Complete?		Step		Description

				B-5		When confirmed by Business Owner and PD Program Management Office (PMO), enter the Fast Track Confirmed date in the "General Info" tab

				B-5.1		Engage all stakeholders including Business Owner, PD, and SMEs immediately for discussions.

				B-5.2		Contact the RDM Deputy Director/Lead RA Analyst/cc: NSRD Management Lead via email to request an update to the status of 'Fast Track Confirmed' field in the NSRD.

Note: Note:
RDM Deputy Director:
Rose Lester

Lead RA Analyst:
Cheryl Sklar

NSRD Management Lead:
Leslie Dagen

				B-5.3		Continue analysis work toward obtaining final sign-offs on applicable requirements documents.  (Confirm with the RDM Management Team regarding what documents and steps are needed for this unique request.)

Note: Note:
RDM Management Team:
Linda Hebert
Rose Lester

				B-5.4		Documentation other than the BRD and RTM that requires the NSR to be fast tracked as well as information about the business risks of not implementing the requirements immediately should be uploaded in the Supporting Documentation section of the NSRD ("Links" tab) and referenced in the BRD/RTM.

				B-5.5		RDM Analysts contacts PD’s PMO and representatives to engage in further business requirements gathering discussions regarding the request (including whether or not this work could be included in an active project).

				B-5.6		Continue to follow guidance provided by RDM Management.



				Compressed Schedule

		Complete?		Step		Description

				B-6		Security and Service Reliability review can be completed before the final draft is available when there are time constraints.

				B-7		For fast tracked requests, begin analysis as soon as possible after request has been submitted.

				B-8		When you send the document for reviews (for example Security and Service Coordination) and the expected response time will not allow you to meet your deadline, you should negotiate an acceptable due date. 

				B-9		When you have an extremely compressed time schedule, hold multiple calls and adjust the agenda depending on who can attend.  

				B-10		If there is insufficient time for technical writer, peer, and management reviews, make sure that at least management review is completed.



Guidance on Fast Track Requests
There are two Fast Track categories – Suggested Fast Track and Confirmed Fast Track.  A Suggested Fast Track status could be recommended by anyone.  However, a Confirmed Fast Track status has to be agreed on by Business Owner, and PD.



Lessons Learned



				Differing/Conflicting Needs/Approaches

		Complete?		Step		Description

				E-1		Business Owner has signed-off, but OI&T refuses (i.e., expresses verbal or written refusal of requirements artifacts submitted) to sign-off on the BRD.

				E-1.1		Negotiate differences/issues with customer.

				E-1.3		Elevate the issue to RDM Management.

				E-1.2		Work with ARIWG to get a resolution (if recommended by RDM Management).

Note: Note:
RDM Management Team:
Linda Hebert
Rose Lester

				E-1.4		It is important to keep details of all actions in the "Comments" tab of the NSRD so that even if the dates on the "Tracking" tab are nebulous, the reader would be able to discern the process and evolution of the NSR in narrative form. 

				Compressed Schedule

		Complete?		Step		Description

				E-2		Security and Service Reliability review can be completed before the final draft is available when there are time constraints.

				E-2.1		For fast tracked requests, begin analysis as soon as possible after request has been submitted.

				E-2.2		When you send the document for reviews (for example, Security and Service Coordination) and the expected response time will not allow you to meet your deadline, you should negotiate an acceptable due date. 

				E-2.3		When you have an extremely compressed time schedule, hold multiple calls and adjust the agenda depending on who can attend.  

				Collaboration/Communication

		Complete?		Step		Description

				E-3		Identify and engage the appropriate SMEs throughout the process.  RDM Analysts, Requester, and other SMEs can help you to identify the correct SMEs.  Look at other related requests for suggestions on who to contact. 

				E-3.1		Keep business owner informed throughout the process.

				E-3.2		Utilize teamwork, perseverance, and patience.

				E-3.3		It is important to keep customers engaged through continuous follow-up regarding status of the NSR and input on draft business requirements.

				E-3.4		Make reference to the specific NSR in other discussions you may have with same business SMEs for their other projects.

				E-3.5		Make sure all participants are "on the same" page by getting agreement on areas such as scope, requirements, timeline, etc.

				E-3.6		While additional discussion may create a delay in finalizing the BRD, it can be helpful to the process by allowing contributions from SMEs .

				E-3.7		Be persistent (for example, provide follow-up when needed, contact supporting personnel, use telephone and email contact, NOTE:  DO NOT directly contact SES).  Elevate issues when appropriate (for example, see item 1).

				Mentoring

		Complete?		Step		Description

				E-4		When working with new SMEs/business owners, discuss their expectations with the RDM Mentor/Lead Analyst in order to develop requirements elicitation strategy.

Note: Note:
RDM Mentor:
Varies, Optional

RDM Lead Analyst:
Cheryl Sklar

				E-4.1		When the analyst is not familiar with the application area, collaborate with a SME and/or utilize the VA Software Document Library (http://www.va.gov/vdl/).

				Call Strategies

		Complete?		Step		Description

				E-5		With large number of SMEs, hold multiple smaller calls based on area to be discussed.

				E-5.1		With extremely compressed schedule, hold multiple calls and adjust agenda depending on who can attend.

				E-5.2		Have discussion with Requester/Business Owner prior to beginning analysis to develop a conference call strategy.  

				On-Hold

		Complete?		Step		Description

				E-6		RDM Analyst should put requests on hold when the analyst cannot work on the request due to reasons that are outside of the analyst’s control, for example:  SMEs are not available, waiting for a response before the request can proceed, and the analyst is assigned to other higher priority work and does not have the resources to work on this request.  Contact the Lead RA Analyst and the NSRD Management Lead if you have questions about placing a request on-hold.

Note: Note:
Lead RA Analyst:
Cheryl Sklar

NSRD Management Lead:
Leslie Dagen

				E-6.1		The analyst cannot place the request on-hold.  An email message needs to be sent to the RDM Lead to request the on-hold.

				E-6.2		Analysts can take the request off of on-hold at any time by returning the hand-off.

				Miscellaneous

		Complete?		Step		Description

				E-7		The complexity rating is done by the Lead RA Analyst for all requests when they proceed to L2 (analysis).  If the complexity level was not done for L2, the RDM Analyst and RDM Requirements Elaboration Lead will jointly determine the complexity for L3.

Note: Note:
Lead RA Analyst:
Cheryl Sklar

RDM Requirements Elaboration Lead:
David Jung

						

Note: Note:
RDM Management Team:
Linda Hebert
Rose Lester		

Note: Note:
Lead RA Analyst:
Cheryl Sklar

NSRD Management Lead:
Leslie Dagen		E-8		The original BRD sign-off date is maintained in the BRD and on the NSRD "Tracking" tab.  Additional dates are added to the BRD and NSRD when post sign-off revisions are made to the BRD.  Additional dates are documented on the "Tracking" tab of the NSRD when an additional BRD is developed (not to be confused with updating a BRD). 

				E-9		Do not delay requirements analysis process to complete steps that will be done during requirements elaboration efforts when/if the request is funded.

				E-10		If a Root Cause Analysis (RCA) is available, those results should be incorporated into the analysis.

				E-11		Completion of Lessons Learned IS required for externally generated BRDs, primarily to ensure documentation requirements within the NSRD and requirements repository have been satisfied.



Appendix D - BRDs not Authored/Created by RDM

Lessons Learned Qualitative Responses

http://www.va.gov/vdl/

Acronyms



		Term		Definition

		BCMA		Bar Code Medication Administration 

		BPMN		Business Process Model and Notation

		BRD		Business Requirements Document 

		CMB		Capability Management Board 

		CPRS		Computerized Patient Record System

		FDA		Food and Drug Administration 

		HFEMA		Healthcare Failure Mode and Effect Analysis 

		HIM		Health Information Management 

		HIS		Indian Health Services 

		HPS		Health Provider Systems 

		ICD		International Classification of Diseases

		IDRP		Innovation and Development Request Portal

		IE		Information Exchange

		iEHR		integrated Electronic Health Record

		IT		Information Technology

		NSR		New Service Request 

		NSRD		New Service Request Database 

		OI&T		Office of Information and Technology 

		OWNR		Owner Requirements

		PD		Product Development 

		PMO		Program Management Office 

		POC		Point of Contact 

		R&A		Reporting and Analysis

		RA		Requirements Analysis

		RCA		Root Cause Analysis 

		RDM		Requirements Development & Management 

		SME		Subject Matter Expert 

		TSPR		Technical Services Project Repository

		VANTS		VA Nationwide Teleconferencing System 

		VHA		Veterans Health Administration 

		VISN		Veterans Integrated Service Network 

		VistA		Veterans Health Information Systems and Technology Architecture





Appendix F - Acronyms




Revision History



		Date		Version		Description		Author

		9/6/16		2.25		Removed references to Quad creation/development from document.		Hebert, Dagen

		3/1/16		2.22		Removed references to ESM/AIM/Portfolio Analysts from document		Sklar, Dagen, Maxile

		3/26/15		2.21		Updated Levels 0 and 1 and added Formal Review Phase with improved Lean process steps.		Lean Process Improvement Team (Jevec, Dagen, Sklar, Hardeen, Maxile)

		12/2/14		2.20		Updated guidance for requesting RAP approvals		E. Jevec, C. Sklar, J. Maxile

		11/3/14		2.19		Added guidance regarding completing and viewing the Quality Management Scorecard.		Peer/Management Review Work Group

		9/22/14		2.18		•  Updated verbiage for RAP approval/acceptance email 
    communications to Business Owners, ESMs, and OI&T Manager
•  Added guidance on PMSR and IMSR
•  Updated Screening Call guidance
•  Updated RDM's role with CMB
•  Added guidance on when to begin drafting epics
		RDM Process Mgmt Work Group

		9/10/14		2.17		•  Updated guidance on peer/management reviews
•  Added guidance for completing environmental scans		•  L. Hebert, E. Jevec, C. 
    Hirko, C. Sklar, J. Maxile
•  RDM Process Mgmt WG

		6/25/14		2.16		Added guidance regarding Screening Call and NSRD Comments to the Externally Generated BRDs tab.		J. Maxile, C. Sklar

		5/31/2014		2.15		Added Rose Lester as cc recipient for approval emails for Business Owners and PD		R. Lester

		5/8/2014		2.14		Updated guidance regarding submission to Customer Advocate.  Added guidance regarding updating the requirements repository when a request is closed because functionality is no longer needed.		C. Sklar, J. Maxile, D. Handley, E. Jevec

		4/28/14		2.13		Added guidance regarding Lessons Learned (Level 1), which is not required for NSRs that have been entered as placeholders for externally developed BRDs.		C. Sklar

		4/25/14		2.12		Added guidance on obtaining OI&T sign-off		L. Hebert, R. Lester, E. Jevec, C. Sklar, J. Maxile

		4/7/14		2.11		Added guidance for adding BRDs/BRCDs to the NSRD; updated references to "Requisite Pro/ReqPro" to "requirements repository"; updated references to "Health Systems" to "AIM"; removed references to the "BIRB"		C. Sklar, J. Maxile, L. Miller

		2/26/14		2.10		Updated guidance on BRCD to copy over existing NF, Usability, and Enterprise requirements into the new document even if no changes were made.		C. Sklar

		2/24/14		2.9		Removed step to contact IT Patient Safety to determine if they have evaluated the issue related to the request.  They will contact RDM when there are related NSRs.		L. Hebert, C. Sklar

		2/13/14		2.8		Updated guidance for housing the BRD and subsequent BRCDs in Level 2 and the BRCD tabs.		L. Hebert, RDM Process Management Work Group

		2/3/14		2.8		Updated link for Connected Health (Mobile Applications) on cover page.		J. Maxile, L. Hardeen

		1/14/13		2.7		Updated Level 1 with CMB guidance; updated Level 2 with additional stakeholder queries		L. Hebert

		1/15/14		2.6		Added maximum review days, updated with automated review request process within NSRD (Level 2), added BRD approval email template (Level 2)		RDM Process Management Work Group

		12/18/13		2.5		Updated BPMN related note in Level 2.		RDM Process Management Work Group

		12/12/13		2.4		Updated email link for Service Coordination BRD review.		RDM Process Management Work Group

		12/6/13		2.3		Added links to templates for requesting NSR for screening call and action items.		RDM Process Management Work Group

		11/20/13		2.2		Updated clarification regarding business process models to exclude those included externally generated BRDs; Added hyperlink to ReqPro guidance		RDM Process Management Work Group

		11/12/13		2.1		Added clarification regarding business process models		 L. Hebert, C. Sklar, D. Handley, J. Maxile

		10/16/13		2.0		Final tech writing review on new format of the checklist. Changed name from 'Checklist_for_RAEM_Analysts' to RDM Process Guide		J. Hamm

		9/30/13		1.4		Updated entire document as needed.		RDM Process Management Work Group

		7/31/13		1.3		Moved Document from .doc format to .xls format		J. Hamm

		6/19/13		1.2		Removed ONS/PCS review of requests as that step has been eliminated		C. Sklar

		5/21/13		1.23		Updated references from: 
•  RAEM to RDM and RA, as appropriate.
•  Communications Lead to Requirements Management Lead		J. Maxile

		3/15/13		1.22		Reiterated importance of not manually adding an NSR record to Requisite Pro.		C. Sklar, E. Jevec

		12/13/12		1.21		Added Lessons Learned Qualitative Responses Appendix.		Quality Management WG

		10/18/12		1.20		Removed references to the Screening Call Record, which is no longer utilized.		C. Sklar

		4/9/12		1.19		•  Added process for review by OIA if request is related to CPRS or 
    nursing with no prior Health Informatics Program Office support:
•  Added note regarding how to add new documents to compressed 
    folders
•  Added guidance regarding not manually entering NSRs into ReqPro
•  Changed references from ESM to Health Systems
•  Added guidance regarding not changing endorser information		RDM Process Management Work Group

		11/4/11		1.18		Added statement about NSR closure.		L. Dagen, C. Sklar

		9/13/11		1.17		•  Updated standard verbiage for email communication for document 
    review/approval
•  Added clarification regarding handling and routing of documents 
    related to Major Initiatives versus non-Major Initiatives (BIRB process 
    references)		C. Sklar, E. Jevec, J. Maxile

		8/16/11		1.16		•  Updated document with ICD connections steps
•  Included guidance on storing BRCDs in ClearCase		C. Sklar, J. Maxile, C. Bowen, L. Dagen, D. Handley, P. Montelongo

		7/14/11		1.15		•  Updated ability to indicate multiple mandates, if applicable
•  Added creation of zip folder to house BRDs/ BRCDs/non-traditional 
    process models  
•  Added guidance regarding review request/ completion dates
•  Added guidance regarding the Security Engineering/Service Reliability 
    review and reconciliation process
•  Added BRD sign-off clarification (Business Owner versus MI Lead)
•  Added standard verbiage for BRD sign-off and technical assessment 
    messages
•  Added Appendix C – BRCD Process
•  Added Appendix D – BRDs Not Authored/ Created By RDM
•  Deleted steps regarding CPRS Clinical Work Group and Dr. Nichol 
     reviews		L. Hebert, C. Sklar, C. Bowen, L. Dagen, D. Handley , J. Maxile, P. Montelongo 

		6/6/11		1.14		•  Updated Service Coordination mail group and when to forward BRD 
    for their review
•  Added communication component to the  Nursing Informatics 
    Committee once a decision has been made (add needs/owner 
    requirements to repository or proceed to analysis) *Moved/updated 
    the CPRS Clinical Work Group and Dr. Paul Nichol recommendation 
    (from the Assessment Phase to the Analysis Phase)
•  Added depiction of Revision History table within BRD
•  Added ClearCase tool use (template retrieval and document 
    versioning)
•  Added guidance for completing BRCD
•  Added Major Initiative definition		C. Sklar, P. Montelongo, R. Lester, D. Handley, J. Maxile, P. Montelongo, C. Bowen, L. Dagen

		5/4/11		1.13		•  Update to the checklist per Linda/Chris’ directive from Manny and 
    Susan L. to have Service Reliability review our BRDs before sign off 
    once non-functional requirements have been completed.   
•  Added step to reach out to other ESM Portfolio Staff when 
    stakeholders/customers outside the primary portfolio have been 
    included as SMEs to the NSR (during the Assessment and Analysis 
    Phases).  Should inquire during the ESM Screening Call as well.		C. Rhodes, L. Hebert

		4/18/11		1.12		Quad Chart should not be “approved” by Business Owner/SME if request is proceeding to Analysis.  Process Models developed during the Assessment Phase will be saved to the “Supporting Documentation” link.		C. Sklar

		3/4/11		1.11		Major revisions to RDM Checklist to include updated processes		J. Maxile, C. Bowen, D. Handley, L. Dagen, P. Montelongo, C. Sklar

		12/14/09		1.10		Added circumstances when CPRS Work Group Review is needed.  Updated fast track explanation.		E. Jevec, L. Hebert, P. Goyal

		12/1/09		1.9		Updated Patient Safety instructions.  Added additional level of peer review for BRD		E. Jevec, L. Hebert

		11/9/09		1.8		Updated Patient Safety instructions, processing NSRs not supported by the Program Office, and added explanation for NSR categories (Routine, Mandated, Fast Track)		R. Lester, L. Hebert, E. Jevec

		6/1/09		1.7		Added guidance on populating Program Office support date and associated dropdown,  Technical Analysis Completion field population, and the discontinuance of the On Hold status; added Appendix for “How To Close An NSR”		M. Burdick, D. Morgan, J. Maxile

		5/11/09		1.6		Removed word “New” from title; removed instruction to send CBJ to OED for technical assessment		P. Goyal, M. Burdick

		4/20/09		1.5		Moved endorsement instruction to appropriate phase; updated PS Review content; moved Quad Chart completion to appropriate phase; removed “FY” from CBJ and Screening Call Record document names		M. Burdick, D. Morgan, J. Maxile

		1/8/09		1.4		Added guidance on completing analyst portion of NSRD, patient safety determination, and obtained technical assessments 		M. Burdick, D. Morgan, J. Maxile

		12/31/08		1.3		OI changed to OHI		J. Hamm

		12/4/08		1.2		Added guidance on pursuing ESM Analyst involvement and uploading CBJ		R. Lester, M. Burdick

		11/25/08		1.1		Changes to CBJ/Quad Review section (guidance for no CBJ response)		M. Burdick, L. Hebert

		11/20/08		1.0		Initial draft		M. Burdick, A. Glenn, 
J. Maxile, D. Morgan
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