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1. Executive Summary
💡 2–3 sentences: what this project is, what it needs to deliver, and who has approved these requirements.



2. Business Context
2.1 Background
[Describe the business situation that has prompted this work. What is happening and why does it matter?]

2.2 Business Objectives
💡 List 3–5 measurable business objectives. Each should describe an outcome, not an activity.
1. [Objective 1 — measurable outcome]
1. [Objective 2 — measurable outcome]
1. [Objective 3 — measurable outcome]

2.3 Strategic Alignment
[How does this initiative align to organisational strategy? Reference relevant strategic objectives or programme goals.]

3. Stakeholder Summary
💡 List key stakeholders only — full analysis in the Stakeholder Register. Focus on who has input to, or sign-off on, these requirements.
	Stakeholder
	Role
	Type
	Responsibility

	
	Sponsor
	Internal
	

	
	Business Owner
	Internal
	

	
	End Users
	Internal
	

	
	Technical Lead
	Internal
	

	
	BA
	Internal
	



4. Scope
4.1 In Scope
1. [Capability or function included in this requirement set]
1. [Capability or function included in this requirement set]
1. [Capability or function included in this requirement set]

4.2 Out of Scope
💡 Being explicit about what is NOT in scope prevents scope creep more effectively than anything else.
1. [Explicitly excluded item]
1. [Explicitly excluded item]

5. Functional Requirements
💡 Each requirement must be testable and traceable. Use the priority column: M=Must have, S=Should have, C=Could have, W=Won't have this time (MoSCoW).
	Req ID
	Requirement
	Priority
	Source
	Acceptance Criteria

	FR-001
	
	M / S / C / W
	
	

	FR-002
	
	M / S / C / W
	
	

	FR-003
	
	M / S / C / W
	
	

	FR-004
	
	M / S / C / W
	
	

	FR-005
	
	M / S / C / W
	
	

	FR-006
	
	M / S / C / W
	
	

	FR-007
	
	M / S / C / W
	
	

	FR-008
	
	M / S / C / W
	
	



6. Non-Functional Requirements
	Req ID
	Category
	Requirement
	Acceptance Criteria

	NFR-001
	Performance
	
	

	NFR-002
	Security
	
	

	NFR-003
	Availability
	
	

	NFR-004
	Usability
	
	



7. Assumptions, Constraints & Dependencies
7.1 Assumptions
1. [Assumption — something believed to be true but not yet confirmed]
1. [Assumption]

7.2 Constraints
1. [Constraint — a fixed limitation on the solution, e.g. budget, technology, regulation]
1. [Constraint]

7.3 Dependencies
1. [Dependency — something this project relies on from another project or team]
1. [Dependency]

8. Sign-off
By signing below, stakeholders confirm these requirements are complete, accurate, and approved for delivery.

	Name
	Role
	Signature
	Date

	
	Business Analyst
	
	

	
	Business Owner
	
	

	
	Project Sponsor
	
	

	
	Project Manager
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