business requirement template word

business requirement template word is a crucial tool for project managers, business
analysts, and stakeholders involved in various projects. This template serves as a
structured document that outlines the necessary requirements for a business project,
ensuring that all parties are aligned and that the project objectives are met effectively. In
this article, we will delve into the importance of business requirement templates, the
components they typically include, and how to create and utilize them effectively in
Microsoft Word. We will also provide practical tips and examples to enhance your
understanding of this valuable resource.
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Understanding Business Requirements

Business requirements are the essential needs and conditions that a project must satisfy to
be considered successful. They serve as the foundation for project planning, execution,
and evaluation. Understanding these requirements is vital for ensuring that the project
aligns with organizational goals and meets stakeholder expectations.

In many cases, business requirements are derived from a combination of stakeholder
interviews, market research, and various organizational strategies. They can vary widely
depending on the nature of the project, whether it is a new software development
initiative, a marketing campaign, or a process improvement project. The key is to capture
these requirements in a clear and concise manner, and that is where a business
requirement template comes into play.

Components of a Business Requirement Template



A well-structured business requirement template typically includes several key
components that help facilitate clear communication and understanding among
stakeholders. Below are the primary elements that should be included in any effective
business requirement template:

¢ Project Overview: A brief summary of the project, including its objectives and
scope.

e Stakeholders: A list of all stakeholders involved in the project, along with their roles
and responsibilities.

 Requirements: Detailed descriptions of the business requirements, categorized by
priority and type.

e Assumptions: Any assumptions that are being made regarding the project and its
requirements.

e Constraints: Limitations and constraints that may impact the project execution.

e Acceptance Criteria: Criteria that must be met for the project deliverables to be
accepted.

e Timeline: Estimated timelines for the completion of various project phases.

Each of these components serves a specific purpose in ensuring that all project aspects
are thoroughly documented and understood. They provide a comprehensive view of the
project and help identify potential risks and challenges early in the process.

How to Create a Business Requirement Template
in Word

Creating a business requirement template in Microsoft Word is a straightforward process
that can be accomplished with a few simple steps. Follow these guidelines to develop an
effective template:

Step 1: Open Microsoft Word

Start by opening a new document in Microsoft Word. You can choose to create a blank
document or use one of the available templates to kickstart your process.



Step 2: Set Up the Document Structure

Organize the document by creating headings and subheadings for each of the components
discussed earlier. Use the Heading styles in Word to maintain a consistent format
throughout the document.

Step 3: Add Content

Begin filling in the sections with relevant information. Use bullet points and numbered
lists to enhance readability and clarity. For example, under the "Requirements" section,
you might use a numbered list to outline specific requirements in a prioritized manner.

Step 4: Include Formatting Elements

Utilize tables, text boxes, and other formatting tools in Word to make the document
visually appealing and easy to navigate. Include spaces for stakeholders to provide
feedback or add additional requirements.

Step 5: Save and Share the Template

Once you have completed the template, save it in a format that is easily accessible to all
stakeholders, such as .docx or .pdf. Consider sharing it via email or a cloud-based platform
to facilitate collaboration.

Tips for Using Business Requirement Templates
Effectively

To maximize the effectiveness of your business requirement templates, consider the
following tips:

¢ Be Clear and Concise: Use simple language to ensure that all stakeholders can
understand the requirements without ambiguity.

e Involve Stakeholders Early: Engage stakeholders in the requirement-gathering
process to ensure that all perspectives are considered.

e Regularly Update the Template: Revise the template as needed to reflect changes
in project scope or requirements.



e Utilize Version Control: Keep track of different versions of the template to manage
changes effectively.

¢ Solicit Feedback: Encourage stakeholders to provide feedback on the template to
improve its utility for future projects.

Common Mistakes to Avoid

When creating and using business requirement templates, it is crucial to avoid common
pitfalls that can undermine their effectiveness. Here are several mistakes to watch out for:

e Overcomplicating the Template: Avoid making the template too complex or
lengthy, as this can discourage stakeholders from engaging with it.

¢ Neglecting Stakeholder Input: Failing to incorporate stakeholder feedback can
lead to misaligned expectations and project failures.

e Ignoring Updates: Not keeping the template updated can result in outdated
information being used in critical decision-making processes.

e Skipping Acceptance Criteria: Omitting acceptance criteria can lead to confusion
about project deliverables and success metrics.

Conclusion

A business requirement template in Word is an invaluable resource for ensuring that all
project requirements are documented, communicated, and understood by all stakeholders.
By following the outlined steps to create an effective template, incorporating essential
components, and adopting best practices, organizations can significantly enhance their
project outcomes. Furthermore, being mindful of common mistakes will aid in maintaining
clarity and alignment throughout the project lifecycle.

Q: What is a business requirement template?

A: A business requirement template is a structured document that outlines the necessary
requirements for a business project, ensuring that stakeholders are aligned and project
objectives are met.



Q: How do I create a business requirement template in
Word?

A: To create a business requirement template in Word, open a new document, set up the
structure with headings, add relevant content, format the document for clarity, and save it
for sharing.

Q: What should be included in a business requirement
template?

A: A business requirement template typically includes a project overview, stakeholder list,
detailed requirements, assumptions, constraints, acceptance criteria, and timelines.

Q: Why is stakeholder involvement important in
creating a business requirement template?

A: Involving stakeholders ensures that all perspectives are considered, which leads to
more comprehensive and accurate business requirements, ultimately enhancing project
success.

Q: What are common mistakes to avoid when using
business requirement templates?

A: Common mistakes include overcomplicating the template, neglecting stakeholder input,
ignoring updates, and skipping acceptance criteria.

Q: Can a business requirement template help in project
management?

A: Yes, a business requirement template aids project management by providing a clear
framework for documenting requirements, facilitating communication, and ensuring
alignment among stakeholders.

Q: How often should a business requirement template
be updated?

A: A business requirement template should be updated regularly to reflect changes in
project scope, requirements, and stakeholder feedback to maintain its relevance and
effectiveness.

Q: What tools can enhance the use of a business



requirement template?

A: Tools like Microsoft Word for document creation, collaborative platforms for
stakeholder engagement, and version control software can enhance the use of a business
requirement template.

Q: What is the significance of acceptance criteria in a
business requirement template?

A: Acceptance criteria define the conditions that must be met for project deliverables to be
accepted, ensuring clarity about success metrics and reducing ambiguity.

Q: How can I ensure clarity in my business requirement
template?

A: To ensure clarity, use simple language, be concise, structure the document logically,
and involve stakeholders in the review process to gather feedback.
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business requirement template word: Determining Project Requirements Hans Jonasson,
2007-10-04 Organizations waste millions of dollars every year on failed projects. Failure is
practically guaranteed by poor or incomplete requirements that do not properly define projects in
their initial stages.Business analysis is the critical process ensuring projects start on the path toward
success. To accurately determine project requirements, busines

business requirement template word: The Business Analysis Handbook Helen Winter,
2019-09-03 FINALIST: Business Book Awards 2020 - Specialist Book Category FINALIST: PMI UK
National Project Awards 2019 - Project Management Literature Category The business analyst role
can cover a wide range of responsibilities, including the elicitation and documenting of business
requirements, upfront strategic work, design and implementation phases. Typical difficulties faced
by analysts include stakeholders who disagree or don't know their requirements, handling estimates
and project deadlines that conflict, and what to do if all the requirements are top priority. The
Business Analysis Handbook offers practical solutions to these and other common problems which
arise when uncovering requirements or conducting business analysis. Getting requirements right is
difficult; this book offers guidance on delivering the right project results, avoiding extra cost and
work, and increasing the benefits to the organization. The Business Analysis Handbook provides an
understanding of the analyst role and the soft skills required, and outlines industry standard tools
and techniques with guidelines on their use to suit the most appropriate situations. Covering
numerous techniques such as Business Process Model and Notation (BPMN), use cases and user
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stories, this essential guide also includes standard templates to save time and ensure nothing
important is missed.

business requirement template word: The Salesforce Business Analyst Handbook Srini
Munagavalasa, 2022-11-18 Become a proficient Salesforce business analyst with the help of expert
recommendations, techniques, best practices, and practical advice Purchase of the print or Kindle
book includes a free eBook in the PDF format. Key Features Learn the intricacies and nuances of
every stage of a project's implementation Discover real-world examples, tips, and tricks that you can
apply to any Salesforce project Overcome the challenges inherent in user interaction and improve
your customer experience Book DescriptionSalesforce business analysis skills are in high demand,
and there are scant resources to satisfy this demand. This practical guide for business analysts
contains all the tools, techniques, and processes needed to create business value and improve user
adoption. The Salesforce Business Analyst Handbook begins with the most crucial element of any
business analysis activity: identifying business requirements. You’ll learn how to use tacit business
analysis and Salesforce system analysis skills to rank and stack all requirements as well as get
buy-in from stakeholders. Once you understand the requirements, you’ll work on transforming them
into working software via prototyping, mockups, and wireframing. But what good is a product if the
customer cannot use it? To help you achieve that, this book will discuss various testing strategies
and show you how to tailor testing scenarios that align with business requirements documents.
Toward the end, you'll find out how to create easy-to-use training material for your customers and
focus on post-production support - one of the most critical phases. Your customers will stay with you
if you support them when they need it! By the end of this Salesforce book, you'll be able to
successfully navigate every phase of a project and confidently apply your new knowledge in your
own Salesforce implementations.What you will learn Create a roadmap to deliver a set of high-level
requirements Prioritize requirements according to their business value Identify opportunities for
improvement in process flows Communicate your solution design via conference room pilots
Construct a requirements traceability matrix Conduct user acceptance tests and system integration
tests Develop training artifacts so your customers can easily use your system Implement a
post-production support model to retain your customers Who this book is forThis book is for
intermediate- to senior-level business analysts with a basic understanding of Salesforce CRM
software or any CRM technology who want to learn proven business analysis techniques to set their
business up for success.

business requirement template word: Advanced Information Systems Engineering Haris
Mouratidis, Colette Rolland, 2011-06-29 This book constitutes the refereed proceedings of the 23rd
International Conference on Advanced Information Systems Engineering, CAiSE 2011, held in
London, UK, in June 2011. The 42 revised full papers and 5 revised short papers presented were
carefully reviewed and selected from 320 submissions. In addition the book contains the abstracts of
2 keynote speeches. The contributions are organized in topical sections on requirements; adaptation
and evolution; model transformation; conceptual design; domain specific languages; case studies
and experiences; mining and matching; business process modelling; validation and quality; and
service and management.

business requirement template word: Data-Centric Business and Applications Aneta
Poniszewska-Maranda, Natalia Kryvinska, Stanistaw Jarzabek, Lech Madeyski, 2019-12-14 This book
explores various aspects of software creation and development as well as data and information
processing. It covers relevant topics such as business analysis, business rules, requirements
engineering, software development processes, software defect prediction, information management
systems, and knowledge management solutions. Lastly, the book presents lessons learned in
information and data management processes and procedures.

business requirement template word: Secure and Resilient Software Mark S. Merkow,
Lakshmikanth Raghavan, 2011-11-18 Secure and Resilient Software: Requirements, Test Cases, and
Testing Methods provides a comprehensive set of requirements for secure and resilient software
development and operation. It supplies documented test cases for those requirements as well as best



practices for testing nonfunctional requirements for improved information assurance. This
resource-rich book includes: Pre-developed nonfunctional requirements that can be reused for any
software development project Documented test cases that go along with the requirements and can
be used to develop a Test Plan for the software Testing methods that can be applied to the test cases
provided Downloadable resources with all security requirements and test cases as well as MS Word
versions of the checklists, requirements, and test cases covered in the book Offering ground-level,
already-developed software nonfunctional requirements and corresponding test cases and methods,
this book will help to ensure that your software meets its nonfunctional requirements for security
and resilience. The accompanying downloadable resources filled with helpful checklists and reusable
documentation provides you with the tools needed to integrate security into the requirements
analysis, design, and testing phases of your software development lifecycle. Some Praise for the
Book: This book pulls together the state of the art in thinking about this important issue in a holistic
way with several examples. It takes you through the entire lifecycle from conception to
implementation ... . —Doug Cavit, Chief Security Strategist, Microsoft Corporation ...provides the
reader with the tools necessary to jump-start and mature security within the software development
lifecycle (SDLC). —Jeff Weekes, Sr. Security Architect at Terra Verde Services

business requirement template word: Software Requirement Patterns Stephen Withall,
2007-06-13 Learn proven, real-world techniques for specifying software requirements with this
practical reference. It details 30 requirement “patterns” offering realistic examples for
situation-specific guidance for building effective software requirements. Each pattern explains what
a requirement needs to convey, offers potential questions to ask, points out potential pitfalls,
suggests extra requirements, and other advice. This book also provides guidance on how to write
other kinds of information that belong in a requirements specification, such as assumptions, a
glossary, and document history and references, and how to structure a requirements specification. A
disturbing proportion of computer systems are judged to be inadequate; many are not even
delivered; more are late or over budget. Studies consistently show one of the single biggest causes is
poorly defined requirements: not properly defining what a system is for and what it’s supposed to
do. Even a modest contribution to improving requirements offers the prospect of saving businesses
part of a large sum of wasted investment. This guide emphasizes this important requirement
need—determining what a software system needs to do before spending time on development.
Expertly written, this book details solutions that have worked in the past, with guidance for
modifying patterns to fit individual needs—giving developers the valuable advice they need for
building effective software requirements

business requirement template word: Integrative Document & Content Management Len
Asprey, Michael Middleton, 2003-01-01 Portals present unique strategic challenges in the academic
environment. Their conceptualization and design requires the input of campus constituents who
seldom interact and whose interests are often opposite. The implementation of a portal requires a
coordination of applications and databases controlled by different campus units at a level that may
never before have been attempted at the institution. Building a portal is as much about constructing
intra-campus bridges as it is about user interfaces and content. Designing Portals: Opportunities and
Challenges discusses the current status of portals in higher education by providing insight into the
role portals play in an institution's business and educational strategy, by taking the reader through
the processes of conceptualization, design, and implementation of the portals (in different stages of
development) at major universities and by offering insight from three producers of portal software
systems in use at institutions of higher learning and elsewhere.

business requirement template word: Requirements Engineering for Software and Systems
Phillip A. Laplante, 2017-10-24 Solid requirements engineering has increasingly been recognized as
the key to improved, on-time, and on-budget delivery of software and systems projects. This textbook
provides a comprehensive treatment of the theoretical and practical aspects of discovering,
analyzing, modeling, validating, testing, and writing requirements for systems of all kinds, with an
intentional focus on software-intensive systems. It brings into play a variety of formal methods,




social models, and modern requirements for writing techniques to be useful to the practicing
engineer. This book was written to support both undergraduate and graduate requirements
engineering courses. Each chapter includes simple, intermediate, and advanced exercises. Advanced
exercises are suitable as a research assignment or independent study and are denoted by an
asterisk. Various exemplar systems illustrate points throughout the book, and four systems in
particular—a baggage handling system, a point of sale system, a smart home system, and a wet well
pumping system—are used repeatedly. These systems involve application domains with which most
readers are likely to be familiar, and they cover a wide range of applications from embedded to
organic in both industrial and consumer implementations. Vignettes at the end of each chapter
provide mini-case studies showing how the learning in the chapter can be employed in real systems.
Requirements engineering is a dynamic field and this text keeps pace with these changes. Since the
first edition of this text, there have been many changes and improvements. Feedback from
instructors, students, and corporate users of the text was used to correct, expand, and improve the
material. This third edition includes many new topics, expanded discussions, additional exercises,
and more examples. A focus on safety critical systems, where appropriate in examples and exercises,
has also been introduced. Discussions have also been added to address the important domain of the
Internet of Things. Another significant change involved the transition from the retired IEEE
Standard 830, which was referenced throughout previous editions of the text, to its successor, the
ISO/IEC/IEEE 29148 standard.

business requirement template word: Enterprise Contract Management Anuj Saxena,
2008-02-15 Globalization, increased economic and geopolitical uncertainty, technological
advancements, and a rise in the number of regulations and legislations have led to a significant rise
in the importance, volume, and complexity of modern contractual agreements. Yet, in spite of these
profound changes, many organizations still manage the contracting process in a fragmented,
manual, and ad-hoc manner, resulting in poor contract visibility, ineffective monitoring and
management of contract compliance, and inadequate analysis of contract performance. The net
effect of this has been a heightened interest in re-engineering and automation of Enterprise
Contract Management (ECM) processes across industry sectors and geographies. Enterprise
Contract Management: A Practical Guide to Successfully Implementing an ECM Solution addresses
all the questions surrounding ECM, ECM solutions, and the project management, change
management, and risk management considerations to ensure its successful implementation. This
concise text will help your organization manage the challenges of the contract life cycle and the key
success factors and pitfalls in a typical ECM solution. It is a must read for corporate executives,
buyers, procurement and strategic sourcing specialists, contract administrators and procurement
managers. There is currently no other book available on ECM solutions. All existing books on
contract management focus on the legal aspects of contracts, but none describe the functions,
features, capabilities of technology solutions that support ECM, nor do they explain the key
considerations for ensuring a successful ECM solution implementation.

business requirement template word: Service design Great Britain. Office of Government
Commerce, 2007-05-30 The Service Design phase of the ITIL Service Lifecycle uses business
requirements to create services and their supporting practices. This volume covers design principles
for applications, infrastructure, processes and resources, as well as sourcing models. Service
managers will also find guidance on the engineering of sound requirements, supplier management
and design considerations for outsourcing.

business requirement template word: Business transformation in operation (s) Frank
Luyckx, 2015-02-04 The success of companies depends on the speed of implementing their business
model innovations. Innovating a business model is relatively easy - Osterwalder BMC can be applied.
In order to continuously align the business model innovations with E2E processes, ICT template
solutions and organizational performance metrics the ADM Business Transformation (BT) lifecycle
can help. This book shows use cases within companies like Philips, ERIKS, Unilever, Achmea and
Friesland Campina. Furthermore, SAP explains how Business Process Management and Internet of



Things can enhance business innovations. This book provides information on how to set up an BT
roadmap using best practices, how to define the governance model and determine ROI. The BT
lifecycle can help to improve the organizational agility, optimizing the project portfolio and reducing
the complexity of the ERP template, thereby increasing the success rate of digital business
transformation projects within the operational processes. Look at preview!

business requirement template word: Commerce Business Daily , 1998-10

business requirement template word: Microsoft Dynamics AX Implementation Guide Yogesh
Kasat, JJ] Yadav, 2015-09-18 Your all-in-one guide to exploring and implementing Microsoft Dynamics
AX About This Book From project kick-off to go live and upgrade, learn what to expect in each phase
of the project This book guides you through the entire journey of a Dynamics AX implementation
project, helping you to avoid the common pitfalls and adapt industry knowledge and best practices
for your own project This one-stop guide is packed with key tools and techniques to aid your
Dynamics AX implementation Who This Book Is For This book is for IT project managers, solution
architects, and consultants who are planning to implement or are in the process of implementing or
upgrading Dynamics AX. To use this book, you must have a working Dynamics AX system in place
and must be familiar with the basics of Dynamics AX. What You Will Learn Prepare for a great start
with effective project management and planning from the beginning Gather details early using
effective requirement-gathering tools and techniques Gain tools and techniques for effective
infrastructure planning and hardware sizing Get to grips with integration and data migration
through planning and strategy Familiarize yourself with the reporting and BI tools Master functional
and technical design to customize existing features and designs in your own projects Manage your
configuration and you're your configuration from one environment to another Learn industry's best
practices and recommendations on customization development and performance tuning In Detail
Microsoft Dynamics AX is Enterprise Resource Planning (ERP) software that supports multi-site
operations across various countries, providing international processing within the company. It is an
ERP solution with a lot of features and functionality, and it provides support across the fields of
financial, distribution, supply chain, project, customer relationship, HR, and field service
management. This book is all about simplifying the overall implementation process of Dynamics AX.
The purpose of this book is to help IT managers and solution architects implement Dynamics AX to
increase the success rate of Dynamics AX projects. This all-in-one guide will take you through an
entire journey of a Dynamics AX implementation, ensuring you avoid commonly-made mistakes
during implementation. You'll begin with the installation of Dynamics AX and the basic
requirements. Then, you'll move onto data migration, reporting, functional and technical design,
configuration, and performance tuning. By the end of the book, you will know how to plan and
execute Dynamics AX right, on your first attempt, using insider industry knowledge and best
practices. Style and approach This is a progressive, easy-to-follow book that summarizes numerous
aspects you need to know to make your Dynamics AX implementations successful using code
examples to get you hands-on.

business requirement template word: Handbook of Research on Emerging
Advancements and Technologies in Software Engineering Ghani, Imran, Kadir, Wan Mohd
Nasir Wan, Ahmad, Mohammad Nazir, 2014-04-30 Advanced approaches to software engineering
and design are capable of solving complex computational problems and achieving standards of
performance that were unheard of only decades ago. Handbook of Research on Emerging
Advancements and Technologies in Software Engineering presents a comprehensive investigation of
the most recent discoveries in software engineering research and practice, with studies in software
design, development, implementation, testing, analysis, and evolution. Software designers,
architects, and technologists, as well as students and educators, will find this book to be a vital and
in-depth examination of the latest notable developments within the software engineering community.

business requirement template word: Digital business transformation in operation(s) Frank
Luyckx, 2015-10-21 The success of companies depends on the speed of implementing their business
model innovations. Innovating a business model is relatively easy - Osterwalder BMC can be applied.



In order to continuously align the business model innovations with E2E processes, ICT template
solutions and organizational performance metrics the Business Transformation (BT) lifecycle can
help. This book shows use cases within companies like Philips, ERIKS, Unilever, Achmea and
Friesland Campina. Furthermore, SAP explains how Business Process Management and Internet of
Things can enhance business innovations. This book provides information on how to set up an BT
roadmap using best practices, how to define the governance model and determine ROI. The BT
lifecycle can help to improve the organizational agility, optimizing the project portfolio and reducing
the complexity of the ERP template, thereby increasing the success rate of digital business
transformation projects within the operational processes. Look at preview!

business requirement template word: Developing and Measuring Training the Six Sigma Way
Kaliym A. Islam, 2006-12-13 This important resource translates the popular Six Sigma
methodologies, tools, and techniques in a way that is customized specifically for the design,
implementation, and measurement of employee development programs. A proven alternative to the
Kirkpatrick Model, this new model offers a more effective method for designing and testing the
effectiveness of training. Throughout the book, the author presents tools in a user-friendly and
understandable format that is tailored for implementation in the development and measurement of
employee learning programs. Step-by-step, Developing and Measuring Training the Six Sigma Way
walks the reader through the highly effective and proven DMADDITM process.

business requirement template word: Organise Workplace Information Cheryl Price, Julia
Wix, 2002

business requirement template word: Extreme Programming and Agile Methods - XP/Agile
Universe 2004 Carmen Zannier, Hakan Erdogmus, Lowell Lindstrom, 2004-08-03 This book
constitutes the refereed proceedings of the 4th Conference on Extreme Programming and Agile
Methods, XP/Agile Universe 2004, held in Calgary, Canada in August 2004. The 18 revised full
papers presented together with summaries of workshops, panels, and tutorials were carefully
reviewed and selected from 45 submissions. The papers are organized in topical sections on testing
and integration, managing requirements and usability, pair programming, foundations of agility,
process adaptation, and educational issues.

business requirement template word: Translational Sports Medicine Jeffrey A. Bakal,
Steve DeFroda, Brett D. Owens, Adam E.M. Eltorai, 2023-08-14 Translational Sports Medicine
covers the principles of evidence-based medicine and applies these principles to the design of
translational investigations. This title is an indispensable tool in grant writing and funding efforts
with its practical, straightforward approach that will help aspiring investigators navigate
challenging considerations in study design and implementation. It provides valuable discussions of
the critical appraisal of published studies in translational sports medicine, allowing the reader to
learn how to evaluate the quality of such studies with respect to measuring outcomes and to make
effective use of all types of evidence in patient care. In short, this practical guidebook will be of
interest to every medical researcher or sports medicine clinician who has ever had a good clinical
idea but not the knowledge of how to test it. Readers will come to fully understand important
concepts, including case-control study, prospective cohort study, randomized trial and reliability
study. Medical researchers will benefit from greater confidence in their ability to initiate and
execute their own investigations, avoid common pitfalls in translational sports medicine, and know
what is needed in collaboration. - Focuses on the principles of evidence-based medicine and applies
these principles to translational investigations within sports medicine - Details discussions of the
critical appraisal of published studies in translational sports medicine, supporting evaluation with
respect to measuring outcomes and making effective use of all types of evidence in patient care -
Written by experts in the sports medicine field
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