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[bookmark: _Toc353684257][bookmark: _Toc353684303][bookmark: _Toc353684375]

Report Specifications
For {Insert name of report}

Statement of Work (SOW) Reference:

Report Spec File Name & Folder Path: 

	Deliverable Approval - Sign Off

	REQUIRED 

	Participant
	Name
	Initials
	Date

	Customer (BA or Client)
	
	
	

	Technical Lead
	
	
	

	Team Lead
	
	
	

	Quality Control ~ Testing
	
	
	

	Functional Area(s)
	
	
	

	Priority 1 = Emergency, 2 = Critical, 3 = High Importance , 4 = Med Importance, 5 = Low Importance
	
	
	

	

	OPTIONAL 

	Participant / End-user
	Required

	Name
	Initials
	Date

	[bookmark: Check6]
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	VERSION CONTROL

	Version
	Date
	Notes

	Who
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[bookmark: _Toc339959365]
[bookmark: _Toc231630945]
Initiation 
[bookmark: _Toc231630946]Report Requirements

	Report Owner & Contact Info
	

	Author 
	

	Report Name
	

	Report File Name
	

	Retention & Media Requirements
(if any)
	

	Tool used to create report
	     



[bookmark: _Toc353668441][bookmark: _Toc353679220][bookmark: _Toc353684055][bookmark: _Toc353684262][bookmark: _Toc353684308][bookmark: _Toc353684380][bookmark: _Toc353686867][bookmark: _Toc353853457][bookmark: _Toc353861522][bookmark: _Toc359143570][bookmark: _Toc363444472][bookmark: _Toc231630947]Description of Report
Describe the purpose and overall design of report.
Include the key components of the report and any references.
Insert information here.

[bookmark: _Toc231630948]Describe Report Audience
 Insert the end-user’s job description / title / role / function here

[bookmark: _Toc231630949]Security Concerns
Insert information here.

[bookmark: _Toc231630950]Analysis 

[bookmark: _Toc363444474][bookmark: _Toc231630951]Similar Reports (Legacy or Other)
[bookmark: _Toc359143572][bookmark: _Toc363444476][bookmark: _Toc385816336]If any processes/reports that perform the same/similar functions or are similar in design exist, list them and give a brief explanation.  If possible, attach a copy of the report layout.
Insert information here.

Is a copy of a similar report attached?
Insert answer here.

[bookmark: _Toc353861524][bookmark: _Toc359143573][bookmark: _Toc363444477][bookmark: _Toc231630952]User Input  
List selection criteria needed to limit the range of data to be included in the report.
Insert information here.

	Prompt
	Description

	
	

	
	

	
	



[bookmark: _Toc231630953]Report Layout
Insert information here.

	Description
	Font
	Size
	Alignment / Other Specifications

	Report Titles
	
	
	

	Report Sub Titles
	
	
	

	Page Headers
	
	
	

	Page Footers
	
	
	

	Block Titles
	
	
	

	Block Headers
	
	
	

	Block Sub Headers
	
	
	

	Sorting
	
	
	

	Report Cell /Columns
	
	
	

	Sub Total
	
	
	

	Grand Total
	
	
	

	Numeric Values
	
	
	

	Currency
	
	
	

	Characters
	
	
	

	Page Orientation
	
	
	

	Paper
	
	
	

	Charting
	
	
	

	Drill Downs
	
	
	

	
	
	
	



Insert a copy of report layout here.
Provide a sample of the desired report layout. Include any control breaks/sorting/summing requirements and standard headings/footings.  


[bookmark: _Toc353861527][bookmark: _Toc359143577][bookmark: _Toc363444480][bookmark: _Toc385816340][bookmark: _Toc231630954]Scheduling
This section is to be used to document all scheduling requirements and identify the data freshness.
	Data Freshness Requirement
	[bookmark: Check12][bookmark: Check13][bookmark: Check14][bookmark: Check15]|_|  Real Time   |_|  Daily   |_| Weekly   |_|  Monthly    
[bookmark: Check16][bookmark: Text62]|_| Other:       

	Is Report to be run…. 
	[bookmark: Check17]|_|  Scheduled     or    |_|   On Demand

	If Scheduled - How Often?
	[bookmark: Check19][bookmark: Check20][bookmark: Check21][bookmark: Check22]|_|  Daily   |_|  Weekly   |_| Monthly   |_|  Quarterly
[bookmark: Check23]|_|  Other:



[bookmark: _Toc363444478][bookmark: _Toc385816338][bookmark: _Toc363444479][bookmark: _Toc385816339][bookmark: _Toc339959393][bookmark: _Toc353679240][bookmark: _Toc353684075][bookmark: _Toc353684282][bookmark: _Toc353684328][bookmark: _Toc353684400][bookmark: _Toc353686887][bookmark: _Toc353698325][bookmark: _Toc360609485]Insert information here.

[bookmark: _Toc231630955]Design
[bookmark: _Toc231630956]Data Identification
The purpose of this section is to define report elements down to the level of database and field identities.
Report Field Details
	Table Name 
	Field Name
	Type
	Sort Order
	Formulas
	Field Name on Report

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


[bookmark: _Toc339959390][bookmark: _Toc353679237][bookmark: _Toc353684072][bookmark: _Toc353684279][bookmark: _Toc353684325][bookmark: _Toc353684397][bookmark: _Toc353686884][bookmark: _Toc353698322][bookmark: _Toc360609484][bookmark: _Toc363444482]
Insert information here.


[bookmark: _Toc231630957]Detail Design Information
Insert information here.

Database
Number of Databases Referenced / Type: 
Number of Tables Referenced: 

Number of Views Referenced: 
Number of User Defined Function Referenced: 
Number of Procedures Referenced: 


Data Providers: 
OBDC or Other Drivers required: 
< include settings >

Selection Criteria
Static Criteria: 
< Field and range of values to limit >

Parameters: 

Grouping(s): 

Sorting(s): 

Performance
Number of records in database tables (pre-filter): 
<breakout number of records by table>

Number of rows after join: 
Number of records included in report: 
Test runtime (designer): 
Test runtime (scheduled on server): 

Perform SQL Trace ~ Need SQL Optimization?: 

Overall Performance Assessment: 
<OK?  Need Summaries?  Why?  Etc.>

Performance Enhancements
Summary Tables, Stored Procedures, etc: 
<list fields, table name, also what tables this would replace in the report>

Security and Access

Viewing privileges: 
< Static vs. modification?  Batch vs. Schedule vs. Ad-hoc?  Drilldown Allowed?  Graphics? >

Modification privileges: 
< Designer Access?  Analyzer access?  Scheduling? >

Modification users: 
<user name or groups>

[bookmark: Text88]Report Administrator:      
<position or user – person responsible for major changes>

Coding Specifications
Insert information here.

Testing Requirements/Specifications
Insert information here.

[bookmark: _Toc231630958]Build
In the phase the author of the report will develop the report according to the Design specifications.

[bookmark: _Toc231630959]Testing
In this phase the quality assurance individual will follow the testing specifications, in the section “Test Requirements/Specifications”, to ensure the report meets the customer requirements. 

[bookmark: _Toc231630960]Open Issues/Assumptions
Document all assumptions and open issues related to the report here.
Insert information here.

[bookmark: _Toc231630961]

Estimated Hours

	Project Phase
	Task
	Hours per Task

	Initiation
	
	

	
	Defining Report Requirements
	

	
	Describe Report
	

	
	Identify security concerns
	

	Analysis 
	
	

	
	Identify similar reports
	

	
	Identify user input
	

	
	Identify report layout
	

	
	Identify Schedule
	

	Design
	
	

	
	Identify data elements
	

	
	Identify detail design elements
	

	Build
	
	

	Test
	
	

	Implementation
	
	

	Total Hours
	
	




[bookmark: _Toc231630962]Cost
	Project Phase
	Task
	Cost per Task

	Initiation
	
	

	
	Defining Report Requirements
	

	
	Describe Report
	

	
	Identify security concerns
	

	Analysis 
	
	

	
	Identify similar reports
	

	
	Identify user input
	

	
	Identify report layout
	

	
	Identify Schedule
	

	Design
	
	

	
	Identify data elements
	

	
	Identify detail design elements
	

	Build
	
	

	Test
	
	

	Implementation
	
	

	Total Cost
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