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Requested Need:
Effort Definition
Intentions – This report will help  achieve the following business results…
End Results:
This Reports Contributions:
Values – While adhering to the following principles…
(Note:  no more than 3 high, at least 1 low)




    Rank
Accuracy


low – medium – high – very high
Speed of delivery

low – medium – high – very high
Aesthetics (sizzle)

low – medium – high – very high
Robustness


low – medium – high – very high
Usability


low – medium – high – very high
Thoroughness


low – medium – high – very high
______________________
low – medium – high – very high
______________________
low – medium – high – very high
______________________
low – medium – high – very high
Focus – While examining this portion of the business…
Breadth – Including:
Breadth – Excluding:

Depth – Level of Detail (summary, intermediate, detailed):

Perspective – Stakeholders (customer(s), customer’s customer):

Universality (once vs. periodic, locations):

Context – While being mindful of the following constraints, risks…
Understandings

· Assumptions:
· Constraints:
Uncertainties

· Risks:
· Opportunities:
Issues:
Research Business Situation – Determination of Needed Data
· What questions do I need to answer?

· What data do I need to answer the questions?

· Where can I get the data?

· What manipulations are needed to acquire the data?

· What additional manipulations (higher-order) are needed to answer the question or address the issue?





· Other

Research Business Situation – Design of Data Acquisition and Manipulation Mechanisms

· Design of overall approach to acquiring and manipulating the data, including the tools.
· Tools to use:

· High-level description of approach for data acquisition:

· High-level description of approach for data manipulation:

· Design of data acquisition

· Design of data manipulation

· Relevant properties of the data (e.g., availability, integrity, sensitivity, volatility)

· Other Notes

Prepare Report Appearance & Supplemental Communications – Including Analysis of the audience and the findings

· What are the audiences?  What are the characteristics of the audience?  Do they have different data needs?

· What messages need to be delivered via the data presentation?

· Where will the communication be delivered (e.g., in a group meeting, one-on-one, in a board meeting, via email)?  What are relevant properties of the environment?
· How will the communication be delivered (e.g., orally, visually)?
· Will different audiences need different versions of the report?
· Other Notes

Design the “Study Findings” Report  
· Design of overall approach to communicating the findings, including report(s) and supplementary materials.
· Determine if there is a need for different versions of the report for different audiences

· Describe Each Report Versions and General Description (including data presentation mechanisms):

· Supplementary Materials and General Description:



















· Other Notes

Deliver  the “Study Findings” 
Delivery (Meeting) Definition
Intentions – This effort will achieve the following business results…
Values – While adhering to the following principles…
Focus – While examining this portion of the business…
Including:

Excluding:

Level of Depth (summary, intermediate, detailed):

Context – While being mindful of the following constraints, risks…
Delivery (Meeting) Agenda
Follow-Up
Effort – Candidate Elements Log
The following elements were identified prior to the appropriate stage. The elements have been documented to ensure they are not lost and should be revisited when appropriate. These are not requirements, but potential elements which should be considered.
Candidate Definition (“Why”):

Candidate Analysis (“What”):

Candidate Design (“How”):

Candidate Realize:

Candidate Implement:

Candidate “Assess”:

Candidate “Use”:

Note: This template is to aid, not replace your thinking.
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