Business requirements document
[Project name]
[Organisation]  |  Version [0.1]  |  [Date]

How to use this template
Replace every [bracketed placeholder] and delete the grey guidance text as you go. Keep each section, even if it is short: an empty section tells reviewers you have not looked, a short one tells them you have. The sections follow the note "What Is a BRD? How to Write One, With Template and Example" at ubonudonkang.com/notes/how-to-write-a-brd/, where each one is explained with a worked banking example.
A BRD records what the business needs and why. Keep screen layouts, database fields and integration detail out of it; they belong in a functional specification, a design document or user stories.
1. Document control
Version, date, author, reviewers and approvers. Update the change history every time the document is reissued.
	Item
	Detail

	Document title
	[Business requirements document: project name]

	Version
	[0.1]

	Date
	[DD Month YYYY]

	Author
	[Name, role]

	Reviewers
	[Names and roles]

	Approvers
	[Names and roles of the people whose sign-off makes this final]

	Status
	[Draft / In review / Approved]



Change history
	Version
	Date
	Author
	Summary of changes

	[0.1]
	[Date]
	[Name]
	[First draft]

	
	
	
	


2. Background and problem
What is happening today, why it matters and what it costs. State the problem in business terms, not as "we need a new system".
[Describe the current situation and the problem it causes.]
[Describe the impact: time, cost, errors, risk, customer or regulatory effect, with figures where you have them.]
3. Objectives and success measures
What the business wants to achieve, with numbers where possible. If nobody can say what "done" looks like, the requirements will keep moving.
	ID
	Objective
	How it will be measured
	Target

	OBJ-01
	[What the business wants to achieve]
	[Measure, for example cycle time or error rate]
	[From X to Y by date]

	OBJ-02
	
	
	


4. Scope
What is in, and just as importantly, what is out. Listing what is out of scope prevents most arguments later.
In scope
1. [Process, product, channel, team or system that this change covers]
1. [...]
Out of scope
1. [What this change will not cover, and why]
1. [...]
5. Stakeholders
Who is affected, who decides and who needs to be kept informed.
	Name or group
	Role
	Interest in the change
	Involvement

	[Name or group]
	[Role]
	[What they need from the change]
	[Decides / Consulted / Informed]

	
	
	
	


6. Current process
The as-is process, ideally as a process map with its pain points marked.
[Insert or link the as-is process map.]
[List the steps, who performs each one, and where the delays, errors or workarounds happen.]
7. Future process
The to-be process and what changes for each role.
[Insert or link the to-be process map.]
	Role
	What changes for them

	[Role]
	[What they will do differently]

	
	


8. Business requirements
What the business must be able to do, numbered and prioritised. Each one should be testable and should not prescribe a technical solution without a reason.
	ID
	Business requirement
	Priority
	Source

	BR-01
	The business must be able to [...]
	[Must / Should / Could]
	[Stakeholder or regulation]

	BR-02
	
	
	


9. Functional requirements
What the system must do to meet each business requirement: numbered, prioritised and traced to a business requirement. Cover exceptions and failure scenarios, not only the normal flow.
	ID
	Functional requirement
	Traces to
	Priority
	Acceptance criteria

	FR-01
	The system must [...]
	BR-01
	[Must]
	[Given ... when ... then ...]

	FR-02
	
	
	
	



Use case (copy for each one that needs it)
	Item
	Detail

	Use case
	[UC-01: name]

	Trigger
	[What starts it]

	Preconditions
	[What must be true before it starts]

	Normal flow
	[Numbered steps]

	Failure conditions
	[What can go wrong, and what the system must do]

	Related requirements
	[FR-01, FR-02]


10. Non-functional requirements
Security, audit, availability, performance and regulatory needs.
	ID
	Category
	Requirement
	Measure

	NFR-01
	Security
	[For example, access by role only]
	[How it will be checked]

	NFR-02
	Audit
	[For example, every approval is logged with user and time]
	

	NFR-03
	Availability
	
	

	NFR-04
	Performance
	
	

	NFR-05
	Regulatory
	[Regulation or policy, and what it requires]
	


11. Reporting and notifications
Reports, alerts and who receives them.
	Report or alert
	Content
	Recipient
	Frequency or trigger

	[Name]
	[What it shows]
	[Role]
	[Daily / On event]

	
	
	
	


12. Assumptions, constraints and dependencies
What you are relying on, and what could stop delivery.
	Type
	Description
	Owner

	Assumption
	[Something taken as true without proof]
	[Name]

	Constraint
	[A limit on budget, time, technology or policy]
	[Name]

	Dependency
	[Another project, team, vendor or decision this relies on]
	[Name]


13. Sign-off
Names, roles, dates and signatures. Confirm these people at the start, not at the end.
	Name
	Role
	Signature
	Date

	[Name]
	[Business sponsor]
	
	

	[Name]
	[Process owner]
	
	

	[Name]
	[Compliance or risk]
	
	

	[Name]
	[Delivery lead]
	
	




Appendix A. Terms and abbreviations
	Term
	Meaning

	BRD
	Business requirements document

	[Term]
	[Meaning]


Appendix B. Open questions
	ID
	Question
	Owner
	Due date
	Answer

	Q-01
	[Question]
	[Name]
	[Date]
	

	
	
	
	
	


Appendix C. 20-point checklist before sign-off
Tick each point before you send the document for approval.
☐   1. Version, author and approvers are listed.
☐   2. The problem is stated in business terms, with its impact.
☐   3. Objectives are measurable.
☐   4. In-scope and out-of-scope items are both listed.
☐   5. All affected stakeholders are identified.
☐   6. The as-is process is mapped.
☐   7. The to-be process is mapped.
☐   8. Every requirement has a unique ID.
☐   9. Every requirement has a priority.
☐  10. Every requirement is testable.
☐  11. Every functional requirement traces back to a business requirement.
☐  12. No requirement prescribes a technical solution without a reason.
☐  13. Exceptions and failure scenarios are covered.
☐  14. Non-functional requirements are included (security, audit, performance).
☐  15. Regulatory and compliance requirements are referenced.
☐  16. Reports and notifications are specified.
☐  17. Assumptions and dependencies are recorded.
☐  18. Open questions have owners and due dates.
☐  19. Terms and abbreviations are defined.
☐  20. Sign-off names and roles are confirmed.
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