
Best practices for 
requirements gathering



Requirements gathering basics

❖ An RFP consumes lot of time; concise and accurate 
requirements will drive an accurate solution and helps 
drive down the time it takes to run an effective RFP.

❖ Without accurate requirements you can follow all the 
processes but it always remain a “Garbage In Garbage 
out scenario”.

❖ Unclear  requirements could lead to expectations 
mismatch whether it is delivery,performance or other 
factors.



Ingredients of good requirements

❖ A good requirement has one or many of the following 
aspects
➢ Performance requirements

■ Defines the specific performance of the product. For example, a machine should be 
able to produce a certain widget in X minutes.

➢ Design requirements
■ Covers the complete description of the physical characteristics of the product,and 

specification of the materials to be used to manufacture the product.

➢ Functional requirements
■ Description of functionality of a equipment,product (physical or software) or a 

service should deliver

➢ Brand specifications
■ Sometimes there will be a need only for the specific brand, in that case you can 

define the brand name as requirement



Developing requirements

❖ You can start with your business stakeholders, since 
they have the most intimate knowledge of what they are 
looking for.

❖ In some cases suppliers are good source of getting a 
boilerplate, especially where the solution is not clearly 
defined or specs are not readily available. Some of the 
examples
➢ Software solutions
➢ New product where exact specifications can be 

derived based on the industry best practices.



Pitfalls to avoid

❖ Make sure you have clear understanding of the product 
demand so that you can avail best possible volume 
discounts.

❖ Identify areas which can potentially impact the demand 
of the product. For more on demand planning see “Basics 
of demand planning”

❖ In case the demand is not fully known, you can use tier 
based pricing and still get the benefits of volume 
discounts.
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Pitfalls to avoid

❖ Make sure your stakeholders have written approval of  
the requirements before you send the RFP out. Any 
change to the requirements later will lead to change in 
pricing and probably potential vendor mix.

❖ Make sure that all the requirements are marked as 
“Must Have” and “Nice to have” , so that you can conduct 
an objective evaluation and get the best value for the 
company.



Thanks


