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Business Process Analysis Templates: Usage Guide 
 
This usage guide provides a summary of how these templates were designed to be 

used. They can however, be adapted to suit the needs of your project. 
 

1. Business Process Analysis Questionnaire (BPAQ) 

 
Use this during requirements elicitation sessions (or send it out as a questionnaire 

to be filled by stakeholders) to arrive at a comprehensive definition of business 
processes, business needs and desired improvements. This template contains an 

inventory of questions targeted at achieving process improvement. 

 
2. Business Rule Documentation & Questionnaire (BRDQ) 

 
This template can be used for documenting an inventory of business rules within a 

domain either for the purpose of implementing them as system requirements or 
gaining a complete understanding of the business and its processes. Business Rules 

provide a deeper understanding of processes by providing insight into the rules that 

govern them and how these processes should be (or are) designed to work.  
 

3. Business Process Documentation (BPD) 
 

Represents a go-to guide for creating standard and comprehensive process 
definitions. The content of the BPAQ & BRDQ serves as input to this document and 

can be reviewed, printed and sent to stakeholders for sign-off. The results 

contained in the BPAQ and BRDQ can also serve as appendices to this document. 
 

4. Business Process Functional Specification (BPFS)  
 

Represents a go-to guide for creating standard and comprehensive requirement 

definitions. The content of the BPAQ & BRDQ serves as input to this document and 
can be reviewed, printed and sent to stakeholders for sign-off. The results contained 

in the BPAQ and BRDQ can also serve as appendices to this document. 
 

5. Business Terms Glossary (BTG)  
 

This template provides a structure for your glossary that can be customized 

depending on the requirements of your project and your own requirement to fill any 
existing knowledge gaps you have on the project. Use it to record all the key terms 

and definitions related to your project. You may share it with other stakeholders 
informally; send it to them as a separate document to be signed off on; include it 

as an appendix to the BPD or BPFS or keep it as your own personal knowledge book. 
 

 

 


