8 Questions to Ask Yourself Before
Gathering Project Requirements
Taking time to get to know your stakeholders and identify your project’s
high-level business requirements—before you plan or build anything—can
save a lot of headaches in the end. And questions are your friend when it
comes to understanding exactly what needs to be done to ensure project
success.
Just remember, not all stakeholders think like you do in terms of features,
functionality, and time to build. In fact, it could be a big black box for them.
It’s your job to connect their business goals and requirements to the
project.
Seize the opportunity by coming up with a core set of questions you can
ask to uncover a project’s essential requirements. You may not be able to
take a cookie-cutter approach to every project, but having ready questions
on hand can help you get the ball rolling in a pinch. (Hint: Check out this
download for question ideas.)
Of course, before you dump a set of questions on your stakeholders, be
sure you understand what you’re asking and why. Start by asking yourself
these questions first.

1

What kind of information am I
looking for?

Good question, right? Okay, maybe it seems high-level, but you
need to have an eagle eye for the things that could turn into
actual features or functions. That’ll give you a clue about what’s
going to be in scope and where you might be able to set some
clear boundaries. So if something looks unclear or just downright ridiculous, earmark it so you can dig in further.

2

How will this information help
the project and my team?

Sometimes project requests are extremely detailed, and other
times they’re so high-level you can’t get a sense of requirements. Once you dig into the documents that are available to
you, you’ll know what you need to do (ask for more or analyze).
But as you examine things, ask yourself this question, and use it
as your wayfinding guide to help you build out your
requirements.

3

Do any potential scope issues
stand out?

Your requirements need to be within scope. If you’re going
through your docs and have a concern about scope, question it
immediately. There’s nothing worse than accepting a requirement or making an assumption about one, only to have it
become a scope issue down the road. So think carefully about
what can be done within the scope of the project before
accepting what you see at face value.

4

Where is there confusion?

Along the same lines of the last couple of questions, you’ll want
to be 100% sure you’re clear on the details—and even the
details of the details! When it comes to requirements, you need
to be confident you know what will be executed and that everyone agrees. If you see something that’s even just a little off,
don’t be afraid to call it out.

5

Do our project goals align with
my stakeholders’ business?

Not just knowing—but fully understanding—your stakeholders’
business goals and how your project maps to them will help
you determine if you’re fully covering your requirements.

6

Will these requirements help me
set the proper expectations?

At the end of the day, your requirements will help you manage
the scope of your project. Without all the details documented,
you won’t be able to manage expectations properly. Think of
this as your opportunity to make things easier down the road
for your team and your project.

7

Am I asking the RIGHT people
these questions?

Once you’ve got your questions set and ready to ask, make
sure you get the right people at the table. Beware the stakeholders who are hiding in the corners, just waiting to introduce
new requirements. If you’re not sure who should be part of the
conversation, ask your point of contact to guide you in the right
direction. Tell them this is your opportunity to discuss all project
needs, and it will be difficult to manage new requests late in the
project.

8

Documented
Answers =
requirements

If you’re lucky, you’ll have positive, easy answers to all of these
questions. But chances are, you’ll have to dig in on a few
things. The good thing is, the answers to your questions will
eventually turn into expected interactions, features, or functionalities that will help you begin your requirements documentation. So take notes, and maybe even consider jumping straight
into a spreadsheet. Download our free Requirements Template
for a quick head start.

