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Top tips to successful
requirements gathering

One of the elements that is crucial to the delivery of a successful IT project is to ensure that it starts with the
correct requirements being defined. When they aren’t, a variety of impacts can be caused including; inflated
budgets, delays, user dissatisfaction, breakdown of trust between teams and the potential for the project to
be cancelled.
We turned to our resident Business Analyst experts to glean 10 top tips for successful requirements gathering.
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ALIGN REQUIREMENTS
TO BUSINESS GOALS

It can be all too easy to delve straight in
to gathering detailed requirements and
lose sight of what the project is ultimately
trying to achieve.
Be sure to:

Understand the drivers and
motivations – the ‘why’
Identify the vision
Regularly review that
the requirements are
contributing to the vision
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WORK WITH A SMALL
NUMBER OF STAKEHOLDERS

New projects can bring with them a lot of excitement
and interest and with it many people that want to get
involved. It’s important when preparing requirements
to work with a small number of stakeholders that form
the project team (ideally 6 or less). By working with a
group of this size it makes the process efficient, allows
everyone to contribute and means ground can be
covered more quickly.
For others that have shown an interest in being
involved, the review stage is a perfect time to engage
with them. If you do this ensure you set a deadline for
feedback and make it clear that although all comments
will be reviewed and considered by the project team,
they will make final choices to ensure the project is
kept on track and in line with the vision.
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A PICTURE IS WORTH A THOUSAND WORDS

Requirements documents can quickly become very lengthy and text heavy so it’s important to ask
yourself ‘would a picture help here?’.
There are many different types of diagrams or pictures that can be used during requirements gathering,
here are just 3 that our experts use;
Use case model

Wireframes

Provides a high-level view of the different user
roles and the main areas each role can access.
Here’s a basic example of how it may work for
part of a job application system:

Using wireframes enables you to provide
a very basic drawing of the content and
structure of the pages within a process
without users being distracted by design
issues. It’s also an opportunity to add
annotations to explain things such as
validation rules or complex calculations.

Job application system

Apply for a job
1. Browse job vacancies
2. Complete application form
3. Submit application form

Home>Job Vacancies

JOB VACANCIES

Review application

Category
Senior Management

4. View list of applications

Job Title
Managing Director
Sales Manager
Technical Team Leader

5. Review applications
6. Invite for interview

Show

Type
All

Search

Location
Exeter
Reading
London

Salary
80000
55000
45000
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User journey map
A visual of this type can come in many formats, our experts favour the approach shown in the
example below that is simple and easy to understand. It shows the user flow through the system,
starting with high level goals and then breaking each one down to show the lower level steps.

Release 1

Release 2

Applicant

Reviewer

Apply for a job

Review
applications

Browse job
vacancies

Complete
application form

Submit
application form

View list of
applications

Review
applications

Invite for
interview

Search by
filters

Enter personal
details

Submit

View list

View personal
details

Send invite

Search by
keyword

Attach CV

Receive
confirmation

Fliter list

View CV

Save and return

Add review notes
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DON’T JUMP
TO SOLUTIONS

When trying to understand the requirements
for a system it can be very easy for business
users to think in terms of what the final solution
should look like, rather than thinking about the
underlying and real requirements of a solution.
To help avoid the jump to solutions and ensure
you unearth the real requirements be sure to:
•

Help keep stakeholders focused on the
‘what’ is needed rather than the ‘how’
it is to be delivered

•

Keep asking ‘why’ to unearth the
underlying requirements
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WORK WITH REAL USERS
NOT PROXIES

Where possible work with real end users rather
than proxies.
This avoids the potential of proxies who may not:
•

Have the full picture and therefore the
required level of knowledge of the system

•

Understand the nuances, shortcuts and
workarounds that day to day users are
aware of

•

Explain things in terms of how it is actually
done and rather focus on ‘ideals’

05

FOCUS ON THE
USER PERSPECTIVE

User stories are a great way to make sure the
focus remains on the user.

Building a user story
As a (user function/role) I want to (action) in
order to (outcome of action)
Here’s an example of that in action:
As a job seeker I want to upload my CV to a
job application in order to provide a potential
employer with my employment history.
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PRIORITISE

It’s important when gathering requirements
to not constrain or restrict the ideas of users,
this encourages them to be as creative and
imaginative as possible which is likely where the
best ideas will come from.
That being said priorities then need to be
established. To do this we recommend focusing
on ensuring the most important business needs
are addressed first and also considering the
MoSCoW technique.

‘Must have, should have, could have,
will not have’
Remember anything that is listed as ‘will not
have’ may be of use in a future project.

08

DOCUMENT GENERAL FEATURES ONCE
AND ONCE ONLY

User requirements can quickly evolve into large documents so remember to
document general features once and only once. Having functions that will be
used multiple times in one central document avoids duplication and also means
there is one single source of truth during iterations.

09

DOCUMENTATION IS NOT THE SAME AS
COMMUNICATION

Even detailed requirements with visuals can be open to interpretation so
communication is crucial to encourage open conversation, verify any questions
and ultimately reach a set of specifications that key stakeholders clearly
understand and agree with.

10

PLAN FOR REQUIREMENTS TO CHANGE

Some change is inevitable during a project, whether it be a change in terms of
business needs or priorities – it does happen. These changes have the potential
to impact scope, resources and priorities, so it’s important to ‘be prepared’ and
anticipate that requirements may change and evolve as the project progresses.
When change does occur, the priorities should be reviewed to ensure that
requirements are kept aligned to business needs, otherwise it could result in
project failure.
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