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Generic Requirements Documentation Template — applicable across industries and project types


1. Purpose & Overview
Requirements Documentation describes how individual requirements meet the business need for the project. It provides the detail behind each requirement so that it can be measured and tested once project execution begins. This document works together with the Requirements Traceability Matrix (a separate spreadsheet), which tracks each requirement from origin through delivery and verification.
Requirements are typically grouped into the categories below: Business, Stakeholder, Solution (Functional and Non-Functional), Transition & Readiness, and Project Requirements.

2. Business Requirements
Describe the higher-level organizational needs driving the project, including business objectives, business rules, and guiding principles.
Business / Organizational Objectives (for traceability):
[List the business objectives this project supports]
Business Rules for the Performing Organization:
[List relevant business rules — policies, standards, constraints the organization operates under]
Guiding Principles:
[List guiding principles the project must respect, e.g., design philosophy, ethical standards]

3. Stakeholder Requirements
Describe how the project affects other parts of the organization and what stakeholders need in terms of support, communication, and reporting.
Impacts on Other Organizational Areas:
[Describe impacts on other business units or entities inside the organization]
Impacts on Other Entities (Inside or Outside the Project):
[Describe impacts on external entities — partners, vendors, regulators]
Stakeholder Support & Communication / Reporting Requirements:
[Describe what stakeholders need in terms of support, updates, and reporting]


4. Solution Requirements — Functional
Functional requirements describe the behaviors of the product — the processes, data, and interactions the end user should experience.
	Req. ID
	Description
	Priority
	Acceptance Criteria

	FR-001
	[Functional requirement description]
	[Must/Should/Could]
	[Acceptance criteria]

	FR-002
	[Functional requirement description]
	[Must/Should/Could]
	[Acceptance criteria]

	FR-003
	[Functional requirement description]
	[Must/Should/Could]
	[Acceptance criteria]



5. Solution Requirements — Non-Functional
Non-functional requirements describe the environmental conditions or qualities required for the product to be effective — e.g., reliability, security, performance, safety, compliance, service levels, and technology/standards compliance.
	Req. ID
	Category
	Description
	Acceptance Criteria

	NFR-001
	[Security / Performance / etc.]
	[Description]
	[Acceptance criteria]

	NFR-002
	[Security / Performance / etc.]
	[Description]
	[Acceptance criteria]

	NFR-003
	[Security / Performance / etc.]
	[Description]
	[Acceptance criteria]



6. Transition & Readiness Requirements
Describe temporary capabilities needed to move from the current state to the future state (e.g., data conversion, training) and the criteria used to judge readiness for transition.
Temporary Capabilities Needed:
[e.g., data conversion, parallel run, legacy system decommissioning, training]
Readiness Criteria (Current State → Future State):
[Describe the criteria used to determine the organization is ready to transition]


7. Project Requirements
Describe levels of service, performance, safety, and compliance the project itself must meet, along with overall acceptance criteria.
	Category
	Requirement
	Acceptance Criteria

	Service Level
	[Requirement]
	[Acceptance criteria]

	Performance
	[Requirement]
	[Acceptance criteria]

	Safety
	[Requirement]
	[Acceptance criteria]

	Compliance
	[Requirement]
	[Acceptance criteria]



8. Requirements Detail Register
Consolidated detail for each requirement across all categories above. This detail feeds the separate Requirements Traceability Matrix, which tracks each requirement through design, delivery, and verification.
	Req. ID
	Description
	Source
	Priority / Rationale
	Assumptions / Constraints

	[ID]
	[Brief description]
	[Who raised it]
	[Priority + rationale]
	[Assumptions / constraints]

	[ID]
	[Brief description]
	[Who raised it]
	[Priority + rationale]
	[Assumptions / constraints]

	[ID]
	[Brief description]
	[Who raised it]
	[Priority + rationale]
	[Assumptions / constraints]



9. Assumptions & Constraints
Assumptions:
[Factors considered true without proof for requirements gathering]
Constraints:
[Limitations affecting requirements — time, budget, technology, regulatory, etc.]



10. Approval Signatures
	Name / Role
	Signature
	Date

	[Sponsor]
	
	

	[Business Analyst / Requirements Owner]
	
	

	[Key Stakeholder]
	
	



11. Version / Revision History
	Version
	Date
	Author
	Change Description

	1.0
	[Date]
	[Name]
	Initial draft
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