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Disclaimer
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Template Usage Guidelines

The text mentioned below is to be used as a reference guide while completing this document. Remove this section/page after completing/before-publishing this document.

a) The dark blue text represents help/instructional text in the template – please remove it from the final version and/or before publishing the document.

b) This template is designed for the author of the Requirement Traceability Matrix to make sure the matrix is ready for review.
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d) Please do not remove any section(s) from this document unless otherwise specified.
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	All pages must be numbered.
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	 FORMCHECKBOX 

	 FORMCHECKBOX 
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	Project Information and RTM Usage Guide

	Is the project information populated with organisation, sponsor, project name and number?
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	 FORMCHECKBOX 
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	Has the requirements traceability matrix been reviewed and approved by key stakeholders?
	 FORMCHECKBOX 
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	Has the RTM usage guide been adjusted to suit author and project requirements?
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	 FORMCHECKBOX 

	

	Requirement Description

	Has the requirements been written in accordance to best practice like the Business Analysis Body of Knowledge (BABOK) or organisational methodology?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Has the type of requirements (Business, Stakeholder, Functional etc) been described to an appropriate level?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Do the requirements have a derived actor/source?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Do requirements have an assigned owner?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Is there a status attributed to the requirement for example draft, reviewed, approved, design, built etc?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Is there an assigned requirement priority for example using the MoSCoW method? 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Is a complexity metric assigned to the requirement?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Are any risks captured against requirements?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Are any issues to stability recorded against requirements?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Are any urgency classifications captured against requirements?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Have key dates been recorded against requirements?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	When required has acceptance criteria’s been used to further explain requirements?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Traceability

	Have requirements been classified correctly into types (business, functional, non-functional) or categories (security, performance, availability)?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Have all business requirements been traced to a business process?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Have all stakeholder requirements been traced to a business requirement?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Have all non-functional requirements been traced to a stakeholder or business requirement?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Have all business processes been traced to a use case?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Have all functional requirements been traced to either a business, stakeholder requirement or use case?
	 FORMCHECKBOX 

	 FORMCHECKBOX 
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