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[bookmark: _Toc428894972][bookmark: _Toc428907503][bookmark: _Toc428907664][bookmark: _Toc428966097][bookmark: _Toc432302941]Initial Request- Please place detailed request here. 
Department Making the Request- 
[bookmark: _Toc428894973][bookmark: _Toc428907504][bookmark: _Toc428907665][bookmark: _Toc428966098]Planning: Please place Meeting for Requirements on Outlook Calendar for this date.
Please define the size of the project:
Please define the business justification:
[bookmark: _Toc428894974][bookmark: _Toc428907505][bookmark: _Toc428907666][bookmark: _Toc428966099][bookmark: _Toc67982927][bookmark: _Toc114988434]CSI Requirements:
· What is the full scope of the project?
· Is there a time frame this will need to be delivered?
· Has the design been created?
· What is the Business Unit that is making the request?
· Will this require hardware or software?  Who will be responsible for purchasing?
· Who will this impact?
· Is this an update to current system?  Is this new implementation?
· Who will be doing the approvals?
· Purchasing
· Design
· Implementation
· Scheduling

[bookmark: _Toc428894975][bookmark: _Toc428907506][bookmark: _Toc428907667][bookmark: _Toc428966100]RACI 	 
Nerium International uses a linear responsibility assignment matrix, also known as a RACI matrix to describe the participation by various roles in completing tasks or deliverables for a project or business process.  The following RACI matrix has been created to clarify the roles and responsibilities for this process.
	   [image: ]
	RESPONSIBLE
Those who do the work to achieve the task.  There is at least one role with a participation type of responsible, although others can be delegated to assist in the work required.
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	ACCOUNTABLE
The person ultimately answerable for the correct and thorough completion of the deliverable or task, and the one who delegates the work to those responsible.  In other words, an accountable must sign-off (approve) work that responsible provides.  There must be only one accountable specified for each task or deliverable.
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	CONSULTED
Those whose opinions are sought, typically subject matter experts (SMEs); and with whom there is a two-way communication.
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	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 a one-way communication.



	Task Description
	Role

	
	Desktop
	Network
	Systems
	CSI-PM
	CSI-Manager
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	Communication/ Meetings
	








	Procurement
	











	Business Justification




	


	Create Project Tasks



	

	Schedule



	










	Risk Management



	

	Constraints/ Risks
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	Deliverable
Milestones

	







	Documentation



	


	Resources



	

	Closure



	



[bookmark: _Toc67982928][bookmark: _Toc114988435]




	Epic Name:
(Short name for the Epic)
	Funnel Entry Date:
(Date the Epic entered the Funnel)
	Epic Owner:
(The name of the Epic Owner)

	Epic Description:
(A description of the Epic; consider using the Epic Value Statement as a starting point. See http://www.scaledagileframework.com/epics/)

	Success Criteria: 
(Describe how the success of the Epic will be measured, for example, 50% increase in shoppers under 25; Availability increases from 93% to 99.9%,etc.)

	In Scope:
· …
· …
· …
	Out of Scope:
· …
· …
· …
	Non-Functional Requirements:
· …
· …
· …


	Stakeholders Sponsors:
(List key business sponsors who will be supporting the initiative)

	Users and Departments Affected:
(Describe the user community of the solution and any markets affected)

	Products, Programs, Services Affected:
(Identifies products, programs, services, teams, departments, etc. that will be impacted by this Epics)

	Impact on Current Systems/Risks:
(Describes any impact on how the product is implemented)

	Analysis Summary: 
(Brief summary of the analysis that has been formed to create the business case.
	Go / No-Go:
(Go, or No-Go Recommendation)

	Estimated Investment
	Estimated Story Points: 
(Estimated story points for the Epic)
	Estimated Monetary Cost:
(Example: Estimated story points * cost per story point)

	 Weighted Shortest Job First:
(WSJF relative to other Epics in the Analysis queue)
	Type of Return:
(Market share, increased revenue, improved productivity, new markets served, etc.)
	Estimated Revenue:
(Revenue, Return on Investment, or other applicable financial metrics)

	Requirement of Hardware or Software:
Who will be responsible for purchasing?
What Equipment and Resources will be needed?


	Estimated development Timeline
	Start Date:
(Estimated start date)
	Completion date:
(Estimated calendar date or estimated number of PIs)

	Incremental Implementation Strategy:
(Epics are defined as a single whole, but each epic undergoes incremental implementation. Visit http://www.scaledagileframework.com/implementation-strategies-for-business-epics/ for details on potential strategies. Many parts of this guidance can be applied to Architectural Epics)

	Sequencing and Dependencies:
(Describe any constraints for sequencing the Epic and identify any potential dependencies with other Epics)

	Milestones or Checkpoints:
(Identify potential milestones or checkpoints for re-evaluation of the Epic)

	Attachments:
(Design Information will be needed here. )

	Other Notes and Comments:
(Any additional miscellaneous Information)
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