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MODEL REPORT

Scope, Specification
& Technical Guidance













Version: [Insert document version number e.g. 1.0]

Date: [Insert date last updated]

Classification: [Insert document classification level]
GUIDANCE NOTE

1) Who is this Model Report template for?
For new models or models currently being developed, this template should be used as a live document with continual revision throughout the model’s life cycle. All updates must be recorded in the embedded version control sheet.  
For models that are already developed this document should be used as a guide to help retrospectively produce sufficient model documentation. If no model documentation exists then all the sections should be filled in (unless indicated in the section title); however,  you may wish to merge the specifications and technical guide. If alternative documentation exists already, please use the headings and guidance provided here as a checklist to confirm that you have covered all the relevant information in your existing documentation.

2) How should I use this template?
As you complete this template, the comments located throughout the document in highlighted italics will give you advice. Once you have read these, please delete them or appropriately replace them with body text (by selecting Styles->ClearFormatting). 

3) For a new model, when and how should I complete each part of the template?
The model scope should be completed as early as possible for a potential modelling project.  The scope defines the desired outcome of the modelling, the model boundaries, the estimated timing and resource demand, and lists the key stakeholders involved in the project. The content should be established through discussion between key stakeholders (analysts and model customers). 
After the scope has been formally agreed, the more detailed model specifications should be established by further research and investigation. The specifications should define the precise requirements of the model from the customer perspective. (see the section for more guidance)
The scope and specifications form the basis of the quality assurance (QA) approach.  The scope should identify who will carry out the key components of the QA and the specifications should indicate the precise tests that are planned for the model. Once built, the model must be validated against the scope and specifications to ensure that it delivers all the functionality defined in those sections.  
Together the scope and specifications should inform the design and build of the model. To assist in the model design and to help communicate the details of a model, we recommend constructing a hierarchical model map (see online resources for mapping guidance). The model map should be started early in the scoping phase and refined during the model specification and design phase. It should be embedded at the end of this document or a link should be provided at that section. 
The technical guide is intended for use by analysts working closely with the model. It should describe in full, how the model is built and how it should be maintained.  It must be completed in sufficient detail that a new skilled staff member could fully understand (together with the model map, scope and specifications) the workings of the model and be able to maintain and/or adapt it for future use. We recommend that the technical guide together with the model map are largely constructed before the final model build and used as design tools to help inform the programming.
The technical guide should comprehensively describe how the model works and can be adapted, however a user guide must also be provided (or embedded in the model for smaller spreadsheets).
As the model reaches sign-off, please update the model governance records table. This records the state of sign-off of the model and its documentation, and should be continually maintained in future.



Version Control of model report
Please use this table to keep track of changes in this document. Note that the document version number here is different from the model’s version (in the third column).

	Document version no. 
	Date of update
	Current model version no. 
	Description of additions/updates
	Author of update

	EXAMPLE
1.0
	dd/mm/yyyy
	 ‘NA’ if no model yet developed
	e.g. scope updated with new project timeline
	Joe Bloggs

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Governance record
Please use this table to record any official sign off for the project, model and documentation at its different stages.
	Item 
	Filename and version number
	Date of sign off
	Authorised by:
	Comments/links

	Scope
	Please insert either the document name and version or model name and version number
	dd/mm/yyyy
	Joe Bloggs
	Include any particular conditions of sign off, links to extra evidence etc.

	Spec
	
	
	
	

	QA Log
	
	
	
	

	Assumptions Log
	
	
	
	

	Model
	
	
	
	

	
	
	
	
	

	
	
	
	
	




[bookmark: Section1]Model ScopeGUIDANCE NOTE
For new models, this model scope section should be continually updated during the early phase of the project. Ideally this would be agreed by all stakeholders and signed off before the specification phase begins. Early estimates (e.g. for costs, timing etc.) should be refined and updated as more detailed information is available later in the project. (Please log all updates in the version control in section 1.)
Note – This section is still relevant if you’re filling it in retrospectively for developed models, but you can exclude part 3.4 (development project management)
To agree the scope for any new model, we would recommend that stakeholders are given the chance to fully scrutinise the fundamental requirements. You might want to think about the following questions as a way to understand requirements during initial stakeholder meetings.
· What are the key business decisions/questions that the model will address?
· How will model outputs match to the decisions/questions? 
· Is the work aligned with departmental priorities and how does this fit with the overall analytical work programme? 
· Is the intended scale of this work compatible with policy timings and other milestones?
· What other options are available – could similar outputs and outcomes be achieved through different approaches that require less resource?
· What is the appropriate balance between using existing evidence that may not be ‘ideal’ and devoting resource to collecting new evidence? 
· What are the anticipated benefits and costs of filling the evidence gap?
· What are the consequences if the work is not carried out now? 

[DELETE THIS TEXT BOX FROM THE FINAL DOCUMENT]


Summary statement
Please summarise the key purpose of the model, ideally just in one or two sentences 
List of Stakeholders
Please list all relevant stakeholders (individuals or groups) and their main role in the project in the table below. The list should include a Senior Responsible Owner (SRO), Approving body (AB), Senior Analyst (SA) and Project Manager (PM). More guidance is available oon request
	Role
	Name(s)

	Senior Responsible Owner (SRO)
	[Insert the name(s) for each role]

	Approving body (AB)
	

	Senior Analyst (SA)
	

	Project Manager (PM)
	

	QA Support
	

	[Insert additional stakeholders i.e model customers/users, analysts, etc.]
	

	
	


Model details
0. Business area 
Insert business/policy area that the model will serve
0. Model Classification 
Insert model classification -  i.e OFFICIAL-SENSITIVE, SECRET etc. 
0. Business Criticality 
Assess the model against BEIS’s business-critical criteria: A model is Business Critical if is judged as High for both question 1 (either for a or b) and question 2:
1) Either
 a) How much dependence does the given programme in BEIS have on the model for delivery of BEIS current and future business (e.g. of payments, policy, publications; are there alternative quality-assured sources that can be used?)
Or 
b) Are your model or its outputs used to calculate the size of payments involved in financial transactions, regulations or tariffs which exceed £1 million?
2) If the model is used and then subsequently found to have an error, what is the risk of damage to BEIS (e.g. damaged reputation, financial risk over £1million, legal risk)?
   
Supported decisions
Define the key decisions which the model will help to support
Key Outputs
Describe the key outputs generated by the model. 
Key Inputs
Describe the key data sets used by the model and any data processing that will be required
Boundaries and limitations
Give details of the boundaries of the model. Define any notable functions/areas that it will specifically not include/cover.
Interactions/dependencies with other models/projects
Define the interactions and/or dependencies with any related models and/or projects. 

[bookmark: _Ref413248615][bookmark: _Toc413252126][bookmark: _Toc413252454]Model Project Management [For new models only]
Critical deadlines
List the critical deadlines associated with the model delivery
Key milestones
Estimate timing of other key project milestones (i.e scope, spec, design, build, delivery etc.)
Cost 
Breakdown any potential costs associated with the project
Skills and resources 
Identify the skills and resource required for the full model life cycle including testing and QA.
Risks
List the highest risks associated with the delivery of the model and any mitigation plans to address them.  (Risks should be registered in a separate log once the project is underway.)
Project assessment
Define the criteria upon which the project will be judged a success. 
Model Specifications
GUIDANCE NOTE
The model specifications should be completed after the initial scope has been agreed by key stakeholders. It should be an extension of the scope in terms of defining the model. The appropriate sections of the scope should be updated as new information is made available. Together the revised scope and specifications should be agreed and signed off before the design and build phase of the model.
The specifications should define the precise requirements of the model from the customer perspective. They don’t need to determine the model design - different solutions (software, methods, algorithms etc.) may be able to satisfy the same requirements - instead, the specifications should define the interface with any model users, the exact calculations the models has to perform, the data going in and the results coming out. It should describe every eventuality that may need to be handled by the model. All updates should be logged in the version control (section 1). 
The following high-level headers are recommended only as a guide. They should be expanded/restructured to best accommodate the model. For example, it may be useful to separate model functions into discrete headed sections each comprising inputs, outputs and calculations.  
Note – If this template is being completed retrospectively for developed models it is recommended that the specifications and technical guide are combined.  In this case it must still be clear what the requirements of the model are and how they are delivered in the actual code.

[DELETE THIS TEXT BOX FROM THE FINAL DOCUMENT]

Data/inputs
Please describe the full set of data that will go into the model. This should define: the data format, any pre-processing that is required, how it will be filled and stored, how it will be verified and signed off.   
User inputs and model protection
Please describe the full set of interactions that different types of user may need to have with the model. Specify which parameters they may need to define and the type of interface that will be required.  Include any passwords or protection that needs to be built into the model – for example code or worksheets that should be inaccessible to different types of user. 
Model Outputs
Please specify the full list of tables, graphs, reports, impact assessments etc. that need to be generated by the model. Define the level of accuracy required for each variable and details of the precise format or each of these.
Calculations
Please define the full set of calculations that need to be performed by the model. This should include any fundamental formula that need to be implemented.  Try to avoid designing the actual model at this stage. The calculations should represent only those logical steps that are fundamental to delivering the output. It may be helpful to refer to a model map to specify the model calculations.  

Software/hardware/performance requirements
Please define whether or not the model should be run/programmed in any specific software or will need to run on any specific hardware and/or operating systems. If possible, specify the maximum run-time required of the model (or sub functions of the model) or any other key performance requirements.  
QA plan / testing
Please describe the set of tests that should be carried out on the final model for quality assurance purposes. This should include key verification and validation tests for the model. 
Uncertainty/sensitivity analysis
Detail the uncertainty analysis that you plan to carry out on the model (e.g. full Monte Carlo analysis, scenario tests, sensitivity analysis on specific parameters etc.) Note - this may set a requirement for detailing the uncertainty surrounding input parameters. 
Additional training and model support
Please specify if there any particular requirements for training in how to use model, or support and documentation required (beyond the standard user guide and technical guide). 






Technical Guide
GUIDANCE NOTE

The precise format of the technical guide may vary from model to model. If extensive comments have been written into a spreadsheet or code then the technical guide may reference their location instead of reproducing the same content. References to the model map may also form a substantial part of the technical guide. We recommend that the technical guide together with the model map are largely written prior to the final model build and used as design tools to help inform the programming.
The structure of the technical guide is left up to individual teams. It must describe in full, how the model is built and how it should be maintained. It is recommended that together with the model map the technical guide is used to assist in the design of the final model. The technical guide must be completed in sufficient detail that a new skilled staff member could fully understand (together with the model map, scope and spec) the workings of the model and be able to maintain and/or adapt it for future use.  
For a spreadsheet model, it may, for example, be useful to relate sections to individual worksheets. In some cases it may be easiest to embed a technical commentary within the model itself. Where this is the case the guidance should not be duplicated here but the location (i.e. worksheet name) of any material must be clearly referenced within the text here. You may also want to use references to the model map and/or specifications as a substantial part of the technical guide. Any separate material forming the technical guide must be linked here.
The technical guide should comprehensively describe how to use the model, however a separate user guide must also be provided on the model’s Deccipedia page as a separately linked document (or embedded in the model for small spreadsheets). 
Note – If this template is being completed retrospectively for developed models we recommend combining the specifications and technical guide.  In this case it must still be clear what the requirements of the model are and how they are delivered in the actual code.
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Model Map
GUIDANCE NOTE

Please insert (simple) model maps as an embedded image or provide a link/address for the file.
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Appendix
Please insert any additional supporting material in this section (or delete as appropriate).
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