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Requirement Writing Style Considerations

The table below identifies some writing attributes and considerations that should be taken into account when writing requirements.
	Writing Attributes
	Considerations

	Accuracy
	· Are we asking for the right thing?

· Are all data and references current, complete, correct, and relevant?
· Is the requirement consistent with the intent?
· Is the requirement based on fact and not opinion?
· Is the requirement focused on results and not characteristics?

	Appropriate
	· Is the requirement consistent with all prior approvals and state rules?

· Is the requirement feasible and competitive?

· Is the requirement related to a program objective, goal, or sub-goal?

· Is the requirement properly placed or should it be placed elsewhere?  For example, the “program” requirement is really a contractual or bidding requirement and should be placed elsewhere in the RFP.

· Are the words used appropriate for the requirement
(e.g. should “Contractor” be used instead of “Bidder”)?

· Is “shall”, “must”, or “will” used for mandatory requirements or “should” or “may” for desirable ones.

· Is the requirement more detailed than necessary (e.g. addresses design or “how to”)?

	Clear
	· Is the requirement easily readable and understandable?
· Will the reader understand the requirement’s value and relationship to program objectives? 

· Does the requirement assume the reader knows something?
· Does it use plain language (i.e. active voice, strong present or future tense verbs, positive directive style)?
· Is the requirement assembled well? 
· Does the requirement conflict with any other? 
· Is there a single responsible party?

· Any of the words vague or have multiple meanings to any reader? 

· Does the requirement have a “SCOPE” problem?

	Complete
	· Are all requirements identified and sufficiently describe our needs?
· Has assistance and input been obtained from all stakeholders? 

· Do all the stakeholders adequately represent all relevant perspectives of the program needs?

· Will the requirement include enough information to ensure understanding? If not, what further information is needed? 

· Do all the links (if any) work?

	Concise
	· Is the requirement direct and to the point?

· Can it be said simpler? 

· Would the requirement be clear using a shorter sentence and/or simpler words?
· Are there any duplicate or redundant requirements?
· Should the requirement be merged with another like requirement?

· Can a glossary, list, chart or graph be used to describe the requirement more concisely?

	Verifiable
	· Can the requirement be verified at acceptance?

· What criterion will be used to verify requirement was delivered?

· If not verifiable, should the requirement really be a contractual guarantee or rewritten or deleted?

· If there are parts to the requirement, are all parts verifiable at the same time using the same or similar criterion?
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