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GUIDELINES FOR THE DATA REQUIREMENTS DOCUMENT CHECKLIST:

This checklist is provided as part of the evaluation process for the Data Requirements Document.  The checklist assists designated reviewers in determining whether specifications meet criteria established in HUD’s System Development Methodology (SDM).  The objective of the evaluation is to determine whether the document complies with HUD development methodology requirements.

Attached to this document is the DOCUMENT REVIEW CHECKLIST.  Its purpose is to assure that documents achieve the highest standards relative to format, consistency, completeness, quality, and presentation.

Submissions must include the following three documents, and must be presented in the following order:  (First) Document Review Checklist,  (Second) the Data Requirements Document Checklist, and (Third) the Data Requirements Document.

Document authors are required to complete the two columns indicated as “AUTHOR X-REFERENCE Page #/Section #” and “AUTHOR COMMENTS” before the submission.  Do NOT complete the last two columns marked as “COMPLY” and “REVIEWER COMMENTS” since these are for the designated reviewers.

Document reviewers will consult the HUD SDM and the SDM templates when reviewing the documents and completing the reviewer’s portions of this checklist.
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	The Data Requirements Document is prepared when a data collection effort by the user group is required to generate and maintain system data or files.  It is as detailed as possible concerning the definition of inputs, procedures, and outputs.
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	1.0
GENERAL INFORMATION

	1.1
	Purpose:  Describe the purpose of the Data Requirements Document.
	
	
	
	
	

	1.2
	Scope:  Describe the scope of the Data Requirements Document as it relates to the project.
	
	
	
	
	

	1.3
	System Overview:  Provide a brief system overview description as a point of reference for the remainder of the document, including responsible organization, system name or title, system code, system category, operational status, and system environment or special conditions.
	
	
	
	
	

	1.4
	Project References:  Provide a list of the references that were used in preparation of this document.
	
	
	
	
	

	1.5
	Acronyms and Abbreviations:  Provide a list of the acronyms and abbreviations used in this document and the meaning of each.
	
	
	
	
	

	1.6
	Points of Contact:
	
	
	
	
	

	
	1.6.1       Information:  Provide a list of the points of organizational contact that may be needed by the document user for informational and troubleshooting purposes.
	
	
	
	
	

	
	1.6.2       Coordination:  Provide a list of organizations that require coordination between the project and its specific support function (e.g., installation coordination, security, etc.).  Include a schedule for coordination activities.
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	2.0
DATA DESCRIPTION

	2.1
	Logical Database Design:  Describe and depict in a graphic representation the logical organization of the data and defined relationships, including business rules relevant to the data model or to specific data items.
	
	
	
	
	

	2.2
	Data Characteristics and Categorization:  Discuss the data elements to be used by the system.
	
	
	
	
	

	
	2.2.1       Static Data:  List the static data elements used for either control or reference purposes, including data element name; synonymous name; type; definition; format; range of values or discrete values; unit of measurement; precision; data item names, abbreviations, and codes; and characteristics, such as accuracy, validity, timing, and capacity.
	
	
	
	
	

	
	2.2.2       Dynamic Input Data:  Include the following for each data element:  data element name; synonymous name; type; definition; format; range of values or discrete values; unit of measurement; precision; data item names, abbreviations, and codes; and characteristics, such as accuracy, validity, timing, and capacity.
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	2.2.3       Dynamic Output Data:  Include the following for each data element:  data element name; synonymous name; type; definition; format; range of values or discrete values; calculation or algorithm used to derive data value; unit of measurement; precision; data item names, abbreviations, and codes; and characteristics, such as accuracy, validity, timing, and capacity.
	
	
	
	
	

	
	2.2.4       Internally Generated Data:  Include the following for each data element:  data element name; synonymous name; type; definition; format; range of values or discrete values; calculation of algorithm used to derive data value; unit of measurement; precision; data item names, abbreviations, and codes; and characteristics, such as accuracy, validity, timing, and capacity.
	
	
	
	
	

	2.3
	Data Constraints:  State the constraints on the data, indicating the limits of the data requirements with regard to further expansion or use, such as the maximum size and number of files, records, and data elements.
	
	
	
	
	

	2.4
	Data Retention:  Describe the data retention requirements as follows:  historic retention to include the collection of data to be retained and its format, storage medium, and time parameters; periodic report data (retention period after generation of reports and retention period of periodic reports after summary reports are generated); and Summary Reports data (retention period after generation).
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	2.5
	Impacts:  Describe the impact, if applicable, of the data requirements on equipment, software, user, and developer organizations.
	
	
	
	
	

	
	2.5.1         Equipment:  Describe the impact of the data requirements on equipment.
	
	
	
	
	

	
	2.5.2         Software:  Describe the impact of the data requirements on software.
	
	
	
	
	

	
	2.5.3         Organization:  Describe the impact of the data requirements on the user and developer organization.
	
	
	
	
	

	2.6
	Data Storage:  Estimate the data storage and processing requirements in terms of size and number of records.
	
	
	
	
	

	2.7
	Scales of Measurement:  Specify for numeric scales, units of measurements, increments, scale, zero-point, and range of values.
	
	
	
	
	

	2.8
	Measurement Conversion Factors:  Specify the conversion factors of measured quantities that must go through analog or digital conversion processes.
	
	
	
	
	

	2.9
	Frequency of Update and Processing:  State the expected frequency of data element change and the expected frequency of processing input data elements.  
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	3.0
DATA HANDLING

	3.1
	Source of Input:  Create a table identifying the source from which data elements will be entered, such as an organizational unit or operator.
	
	
	
	
	

	3.2
	Medium and Device:

	
	3.2.1        Input Medium and Device:  Describe, in detail, the format of data to be input to the proposed system.
	
	
	
	
	

	
	3.2.2        Output Medium and Device:  Identify the medium and hardware device intended for presenting output data to the recipient.
	
	
	
	
	

	3.3
	Recipients:  Name the organization or system that will be receiving output data.
	
	
	
	
	

	3.4
	Data Collection Procedures:  Describe procedures that will be used to collect data, including a detailed format for the input data.
	
	
	
	
	

	3.5
	User Access:  Describe or depict the user or user types and their associated create, read, update, and delete permission.
	
	
	
	
	

	3.6
	Error Handling:  Identify the process for handling inaccurate or incomplete data.
	
	
	
	
	

	3.7
	Data Responsibilities:  Determine and describe the organization that will be responsible for managing the data.
	
	
	
	
	

	3.8
	Security:  Describe the security classification for the data and the degree of security of the algorithms.
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