Requirements Document Q&A

1. What happened to the Excel based requirements template?  
It was retired.  Customer feedback indicated it was difficult to use.  The new family of requirements documents is in Word format and intended to be easier to use.

2. Why is there a family of requirements documents?
Providing a family of documents allows you to focus on specific services and answer more pertinent questions for that particular service.  In addition, there will be less paperwork to complete.

3. What is the difference between these new requirements documents and standard work request forms?
We know our customers prefer standard forms so we modelled the new requirements document after them.  Note the requirements document numbers all start with “RD” and have an orange banner below the header.

4. I have already started my requirements using the old Excel form.  Can I still use it?
Yes.  The previous Excel based form will be accepted until Friday, June 12, 2015.

5. I need to submit a change order or revised requirements.  What document do I use?
We want this to be easy.  Provide the change order details or revisions using the original requirements document.  For the new Word forms, there is a section at the bottom of each form for change orders.

6. There are a lot of questions on these forms.  Do I have to answer them?
We ask these questions to help gather information so that the solution is more accurate and can be prepared in a timely manner.  Each form covers a large service area.  While there appears to be many questions, you may only need to answer a few depending on the service desired.  The form provides guidance to help you know which questions are required or optional.

7. What if I don’t know the answer to the questions?
[bookmark: _GoBack]Ask us for help.  Your CAM or AOM may be able to assist.  In some cases, we may be able to proceed.  In other cases, we may need to wait until the questions can be answered as the details are needed for the development of the best solution.

8. How do I submit the requirements document(s)?
The same way you have in the past.  You can either provide them to your CAM or send them directly to the VITAOneStop@vita.virginia.gov email account.  You don’t need to sign these documents.

9. Is the “family” going to grow?
Yes, we plan to develop more specialized documents to make it as easy as possible for you to request a service.  If you have suggestions on the current forms or new ones, please send them to the VITAOneStop@vita.virginia.gov email account or share them with your CAM.  We want to hear from you. 
