                          1 Business Case Document Template


Why is this project initiated?
This project is initiated to eliminate the manual TT payment validation process at SS&C Fintech Services. The existing process involves daily downloading of payment reports, manually cross-checking them with another team’s reports, and identifying duplicates or already-processed transfers — a slow, error-prone method. Automation is required to improve accuracy, speed, compliance, and reduce operational risks associated with human errors.

What are the current problems?
The major problems in the current process are:
· Entire TT payment validation is manual, time-consuming, and repetitive.
· High risk of human errors, especially when processing 100+ records daily.
· Manual matching leads to delays, creating compliance and operational risks.
· No automated duplicate detection, causing chances of duplicate payments.
· Lack of centralized audit logs, making compliance checks difficult.
· High-value payments lack automated alerts or secondary approval.
· Manual file saving and naming increases inconsistency and traceability issues.

With this project how many problems could be solved?
This project solves or significantly reduces 7 major problems:
1. Eliminates manual validation work.
2. Reduces human errors in duplicate/paid transaction detection.
3. Cuts processing time by 90%.
4. Generates automated exception reports.
5. Introduces high-value payment alerts and mandatory approvals.
6. Automatically saves validated files with consistent naming.
7. Produces complete audit logs for compliance.
Additionally, the solution improves traceability, productivity, and compliance reliability across the TT process.

What are the resources required?
People:
· 1 Business Analyst (You)
· 3 Developers
· 1 QA Tester
· 1 Project Manager
Tools/Technology:
· Automation tool development environment
· Excel file processing library
· Validation algorithm logic
· TT system integration environment
· Testing tools (JIRA/Excel, UAT environments)
· Shared drive/secure path for auto-save & audit logs
Budget: Approx. ₹40 Lakhs (Team cost + additional resources).

How much organizational change is required to adopt this technology?
The level of change is moderate:
· Users must shift from a fully manual process to an automated validation system.
· Training is required for payment users and compliance teams.
· Minor workflow updates are needed as validation will now happen before every bank upload.
· Adoption includes use of exception reports, automated logs, and secondary approval workflow.
· Change management effort involves communication, training, and initial post-deployment support.
However, since the system simplifies the user’s daily work, the change is manageable and adoption resistance is expected to reduce quickly.

Time frame to recover ROI?
Based on effort reduction (80%+ manual work reduced) and error reduction (95%+):
· Organization saves significant manual effort daily.
· Reduced errors lower compliance risk and potential financial losses.
· Savings from productivity + risk reduction indicate that ROI can be recovered in 10–12 months after full deployment.

How to identify Stakeholders?
A Stakeholder Matrix was created, listing Using RACI Matrix
        RACI Means-
· R-Responsible
· A-Accountable
· C- Consulted
· I-Informed

	Name Of Person
	Designation
	Responsible
	Accountable
	Consulted
	Informed

	SS&C Fintech Services
	Sponsor
	
	Yes
	
	Yes

	Mr Kunal khadse
	Financial Head
	Yes
	
	
	Yes

	Miss Shiwani Pawar
	Business Analyst 
	
	
	Yes
	Yes

	Payments processing team
	End Users 
	
	
	Yes
	Yes

	Mr Jayesh Patil
	project Manager
	Yes
	
	
	Yes

	Ms. Srushti, mis. Sakshi and Mr. Gaurav
	Developers
	Yes
	
	
	Yes

	Mr. Yash Patil
	Testers
	Yes
	
	
	Yes




                                                   Document 2: BA Strategy
1- Identify the stakeholders, List the stakeholders, summarize the stakeholder

As a Business Analyst, my approach follows a structured and repeatable framework to ensure clarity, alignment, and successful delivery of the project. Below is the end-to-end strategy I apply to complete any project efficiently.
Business requirement initiation (gathering stage) Identifying the stakeholders through the ILS. i.e., Identifying stakeholders through the ILS (Influence, Interest, and Impact) analysis is a structured approach to understanding and categorizing the various individuals, groups, or organizations that have an interest in a project, system, or initiative. The ILS analysis helps in prioritizing stakeholders based on their influence, interest, and impact on the project.
Sponsor- SS&C Fintech Services
Financial Head- Mr Kunal khadse
Business Analyst-Miss Shiwani Pawar
End Users-Payments processing team
project Manager-Mr Jayesh Patil
Developers-Ms. Srushti, mis. Sakshi and Mr. Gaurav.
Testers-Mr. Yash Patil.
RACI MATRIX
Responsible- Business Analyst (Shiwani Pawar)
Accountable- Project Manager (Jayesh Ptil)
Consulted- Finance Teams (Kunal khadse)
 Informed- sponsor (SS&C Fintech Services)
2- What elicitation techniques to follow
Elicitation Techniques Used:
1. Interviews
One-on-one sessions with:
· Business users
· Compliance
· Technical SMEs
· Operations and support teams
2. Workshops / Joint Application Design (JAD)
For:
· Validations
· Data mapping
· Getting a unified agreement on rules
3. Document Analysis
Review:
· Existing reports
· Historical data
· SOPs
· SLAs
· Old systems/screens
4. Prototyping
Wireframes or mock-ups to confirm:
· Field layouts
· UI elements
· Exception formats

4. Requirements Documentation

What documents to write 		
we can list out ideas to convert BRD (business requirement documents) to FRD (Functional requirements Documents) Business Analysts play a critical role in gathering, analysing, and documenting various aspects of a project, system, or business process. 
Business Requirements Document (BRD): 					
This document outlines the high-level business requirements for a project or system. It describes what the project is expected to achieve, its scope, and key objectives. 
Functional Requirements Document (FRD): 
The FRD provides detailed specifications for how a system should function. It includes specific features, functions, and interactions required to meet business needs. 
Non-Function Requirements Document (NFRD):
 The FRD provides detailed specifications for how a system should function. this requirement generally not told by stakeholder 

4- what process to follow to sign off on the document 
We will apply MOSCOW technique to prioritize the requirement from the Stakeholder. So that we can reach to a mutual understanding with the stakeholder on the importance of each requirement. That will help us to gain approval and signing on the documents from Stakeholder for whom we are going to build this portal. the following steps should be taken to sing off on the document 
an introduction to the agenda, objectives, expected outcomes; a presentation of the sign off documents, such as the sign off form, report, and checklist; a discussion of any questions or feedback, and a closure by thanking 

5-How to take approval from client 
Obtaining client approval is a critical step in any project, whether we are delivering a product, service, or document. The process can vary depending on the nature of the project, client preferences, and the specific deliverable. 
Understand Client Expectations: 
Ensure we have a clear understanding of the client's expectations and requirements. This should be established early in the project. 
Document the Agreement:
 If we have a formal agreement, such as a project proposal, statement of work, or contract, refer to it to confirm that we have met all the agreed-upon terms and conditions. 
Prepare the Deliverable: 
Create or finalize the deliverable, by Ensure it aligns with the project's objectives and requirements. 
Quality Assurance: 
Perform a thorough quality assurance check to ensure that the deliverable is free of errors, meets established standards, and is of high quality. 
Internal Review: 
Conduct an internal review of the deliverable, involving team members or subject matter experts if necessary. This is an opportunity to catch any issues before presenting the work to the client. 
Client Presentation or Submission: 
Schedule a meeting or submit the deliverable to the client for their review. This could involve a formal presentation, email submission, or access to an online platform. 
Provide Context: 
When presenting the deliverable, provide context about what the client is reviewing. Explain the purpose, key features, and how it aligns with their needs and project goals. 
Address Questions and Concerns: if client ask any 
Request Feedback: Explicitly request feedback from the client. 
Document Feedback: Carefully document any feedback or suggested changes provided by the client. 
Revisions and Updates: 
Make any necessary revisions to the deliverable based on the client's feedback. 
Follow Up: 
After making revisions, follow up with the client to present the updated deliverable and ensure they are satisfied with the changes. 
Seek Approval: 
When the client is satisfied with the deliverable, formally seek their approval. 
Confirmation: Once the client provides formal approval, ensure that we have written confirmation, such as an email response or a signed approval form. 

6-what communication channels to establish n implement 
Establishing and implementing effective communication channels is essential for successful project management and collaboration with clients. The choice of communication channels depends on factors such as the nature of the project, client preferences, the size of the team, and the tools available. 
Meetings: 
In-Person Meetings: Face-to-face meetings can be valuable for critical project milestones or discussions. 
Video Conferencing: Platforms like Zoom, Microsoft Teams, or Google Meet facilitate virtual face-to-face meetings. 
Conference Calls: Traditional audio conference calls can be useful when video isn't necessary. 
Email: I will Use email for formal communication, sharing documents, and providing updates. 
Instant Messaging: Use messaging apps like WhatsApp or Slack for quick updates and informal communication. 
Phone Calls: Use phone calls for quick discussions, issue resolution, or client updates 
Text Messages’ se text messages for quick notifications or reminders if the client prefers this communication channel 

7- How to update the progress or project to the stakeholders. 
Updating project progress to stakeholders is a critical aspect of project management. Stakeholders need to be informed about the project's status, achievements, challenges, and upcoming milestones. 
we can share time sheet of development with all stakeholder to give them update of project ongoing status. 
Establish a Communication Plan: Develop a communication plan that outlines the frequency, format, and content of project updates. Determine how often you will provide updates (e.g., weekly, monthly) and through which channels (e.g., meetings, reports, emails). 
Regular Status Meetings: Conduct regular status meetings with stakeholders, either in person or virtually. Provide a structured agenda for the meeting and share meeting minutes afterward 
Project Reports: Create project reports that summarize key project information. These reports can include a project overview, status updates, a list of accomplishments, issues or risks, budget updates, and upcoming milestones. 
Email Updates: Send regular email updates with project highlights, challenges, and key accomplishments. Use a consistent format and include links to more detailed reports if necessary. 
Project Management Software: We can use JIRA to update progress to stakeholders 


8- How to handle change request 
Handling change requests effectively is essential for managing projects and ensuring that they remain on track. Change requests can arise due to evolving project requirements, new insights, or unforeseen issues. 
1- Change Request Identification: Establish a formal process for identifying and documenting change requests. 
2- Change Request Form: Create a standardized change request form that captures essential information, including the nature of the change, the reason for the change, and the impact on the project. 
3- Document the Request: Ensure that all change requests are documented comprehensively. Include a clear description of the proposed change and any relevant supporting information. 
4- Change Request Review: Assemble a change control board or committee responsible for reviewing and assessing 
change requests. This group should consist of project stakeholders, subject matter experts, and individuals who can evaluate the requested changes. 
5- Impact Assessment: Evaluate how the change request will impact the project, including its effect on project scope, timeline, budget, and resources. Assess the potential risks and benefits associated with the change. 
6- Prioritization: Prioritize change requests based on their impact and urgency. Consider factors such as business value, project objectives, and critical path activities. 
7- Cost-Benefit Analysis: Conduct a cost-benefit analysis to determine whether the benefits of implementing the change outweigh the costs. 
8- Approval Process: Define an approval process for change requests. This process may involve obtaining approval from key stakeholders, project sponsors, or the client, depending on the project's structure and governance. 
9- Documentation Updates: Update project documentation, including the project plan, requirements documents, and test plans, to reflect the approved changes. 
10- Change Implementation Plan: a detailed plan for implementing the approved changes. This plan includes a timeline, resource allocation, and communication strategy. 
11-Communication: Communicate the approved change to all relevant stakeholders, including the project team, to ensure everyone is aware of the changes and their implications. 
12- Testing and Quality Assurance: If the change affects project deliverables, conduct testing and quality assurance to verify that the change has been implemented correctly and does not introduce new issues. 
13-Monitoring and Reporting: Continuously monitor the impact of the change on the project and report regularly to stakeholders on its progress and outcomes. 
14-Change Request Closure: After the change has been successfully implemented and meets the acceptance criteria, formally close the change request. 
15-Documentation Archiving: Archive all change request documentation for future reference and audit purposes 


9- How to take sign off on UAT 
At last during UAT we can prepare sign off template which will show how much project has reached the desired goal or much it satisfied customer need to take sign off the project




                 Document 3- Functional Specifications
	Field
	Details

	Project Name
	TT Payment Validation Automation System

	Customer Name
	SS&C Fintech Services

	Project Version
	Version 1.0

	Project Sponsor
	SS&C Fintech Services (Finance & Operations Head)

	Project Manager
	Jayesh Patil

	Project Initiation Date
	15-Nov-2024




                         Functional Requirement Specifications
	Req ID

	Req Name
	Req Description
	Priority

	FR0001
	Login
	System should allow authorized users to securely login using company credentials before accessing TT validation functions
	10

	FR0002
	Role-based Access
	System must restrict access based on user roles (User, Supervisor, Compliance). Supervisors can approve high-value exceptions.
	9

	FR0003
	Upload Payment Report
	User should be able to upload daily TT payment report (Excel/CSV).
	10

	FR0004
	Read Existing Report
	System should automatically fetch previous processed reports for duplicate comparison.
	9

	FR0005
	Duplicate Transaction Detection
	System should compare new report with historical records and flag duplicates (match on sort code + amount + payee).
	10

	FR0006
	Rule-Based Validation
	All fields must be validated (date, amount, sort code, beneficiary data). System should apply business rules consistently.
	10

	FR0007
	High-Value Payment Alert
	Transactions above defined threshold should automatically generate alerts and require secondary approval.
	9

	FR0008
	Exception Report Generation
	System must generate an exception report highlighting duplicates, mismatches, and missing fields.
	10

	FR0009
	Zero-Out Logic
	User should be able to mark exceptions as "Zero-Out" for removed/invalid transactions.
	8

	FR0010
	Auto Save Validated File
	After validation, system must auto-save the final validated file to a predefined secure folder (YYYY-MM-DD format).
	9

	FR0011
	File Naming Convention
	system must generate files using standard naming convention
	7

	FR0012
	Audit Log Generation
	System should log all activity: user name, date/time, number of records validated, exceptions found.
	10

	FR0013
	High-Value Approval Log
	System must maintain logs for all secondary approvals on high-value payments.
	8

	FR0014
	Performance Benchmark
	System must process 100+ payments and generate results within 10 minutes.
	9

	FR0015
	User Dashboard
	A clean, simple dashboard must show: uploaded file status, number of duplicates, exceptions, final summary.
	7



                          Document 4- Requirement Traceability Matrix

	Req ID
	Req Name
	Req Description
	Design
	D1
	T1
	D2
	T2
	UAT

	FR0001
	Login
	User must be able to login to access the application
	Yes
	Completed
	Yes
	Completed
	Yes
	Yes

	FR0002
	Role-based Access
	Access based on user roles
	Yes
	Completed
	Yes
	Completed
	Yes
	Yes

	FR0003
	Upload Payment Report
	User uploads TT payment report
	Yes
	Completed
	Yes
	Completed
	Yes
	Yes

	FR0004
	Read Existing Report
	System fetches historical reports
	Yes
	Completed
	Yes
	Completed
	Yes
	Yes

	FR0005
	Duplicate Detection
	Identify duplicate payments
	Yes
	Completed
	Yes
	Completed
	Yes
	Yes

	FR0006
	Rule-Based Validation
	Apply all payment validation rules
	Yes
	Completed
	Yes
	Completed
	Yes
	Yes

	FR0007
	High-Value Alert
	Alert for high-value payments
	Yes
	Completed
	Yes
	Completed
	Yes
	Yes

	FR0008
	Exception Report
	Generate exception summary
	Yes
	Completed
	Yes
	Completed
	Yes
	Yes

	FR0009
		Zero-Out Logic



	



	Mark invalid payments for removal
	Yes
	Completed
	Yes
	Completed
	Yes
	Yes

	FR0010
	Auto Save File
	Save validated file to secure path
	Yes
	Completed
	Yes
	Completed
	Yes
	Yes

	FR0011
	File Naming Convention
	Auto-generate standard file names
	Yes
	Completed
	Yes
	Completed
	Yes
	Yes

	FR0012
	Audit Log
	Maintain activity log
	Yes
	Completed
	Yes
	Completed
	Yes
	Yes

	FR0013
	High-Value Approval Log
	Log secondary approvals
	Yes
	Completed
	Yes
	Completed
	Yes
	Yes

	FR0014
	Performance Requirement
	Process 100+ records <10 mins
	Yes
	Completed
	Yes
	Completed
	Yes
	Yes

	FR0015
	Dashboard
	Display summary, duplicates, status
	Yes
	Completed
	Yes
	Completed
	Yes
	Yes

	FR0016
	Error Alerts
	Show user-friendly error messages
	Yes
	Completed
	Yes
	Completed
	Yes
	Yes

	FR0017
	TT System Integration
	Output compatible with TT upload
	Yes
	Completed
	Yes
	Completed
	Yes
	Yes

	FR0018
	Data Mapping
	Correct mapping of all data fields
	Yes
	Completed
	Yes
	Completed
	Yes
	Yes





Document 5- BRD Template
Project Name:  TT Payment Automation System
Project ID: 2097
Version ID: 1.0
Author: BUSINESS ANALYST SHIWANI PAWAR

Document Revisions:
	Date
	Version Number
	Document Changes

	05/07/2025
	0.1
	Initial Draft Created

	10/07/2025
	0.2
	Added Business Requirements

	15/07/2025
	0.3
	Added Functional & Non-Functional Requirements

	20/07/2025
	0.4
	Updated Process Flows (AS-IS & TO-BE)

	25/07/2025
	0.5
	Added Validation Rules & Exception Handling

	28/07/2025
	0.6
	Reviewed & Updated Based on Stakeholder Feedback

	05/08/2025
	1.0
	Final BRD Approved



2. Approvals
	Role
	Name
	Title
	Signature
	Date

	Project Sponsor 

	SS&C Fintech Services
	Head – Payments Operations
	Signed
	05/08/2025

	Business Owner
	Ms. Priya Nair
	Senior Manager – Treasury & Payments
	Signed
	05/08/2025

	Project Manager
	Mr Jayesh Patil
	Project Manager – IT Delivery
	Signed
	05/08/2025

	System Architect
	Mr. Kalpak Dhumal
	Lead Solutions Architect
	Signed
	05/08/2025

	Development Lead
	Ms. Srushti Deshpande
	Technical Lead 
	Signed
	05/08/2025

	User Experience Lead
	MS. Shruti Pawar
	UI/UX Lead
	Signed
	05/08/2025



3. RACI Chart for This Document

	Name Of Person
	Designation
	Responsible
	Accountable
	Consulted
	Informed

	SS&C Fintech Services
	Sponsor
	
	Yes
	
	Yes

	Mr Kunal khadse
	Financial Head
	Yes
	
	
	Yes

	Miss Shiwani Pawar
	Business Analyst 
	
	
	Yes
	Yes

	Payments processing team
	End Users 
	
	
	Yes
	Yes

	Mr Jayesh Patil
	project Manager
	Yes
	
	
	Yes

	Ms. Srushti, mis. Sakshi and Mr. Gaurav
	Developers
	Yes
	
	
	Yes

	Mr. Yash Patil
	Testers
	Yes
	
	
	Yes



4. Introduction
4.1. Business Goals:
1. Reduce Manual Effort in Payment Validation
Automate the end-to-end TT payment validation process to reduce manual operational work by 80–90%, freeing staff for higher-value activities.
2. Improve Accuracy and Eliminate Human Errors
Ensure 95%+ accuracy in duplicate detection, validation checks, and data comparison to prevent incorrect or double payments.
3. Strengthen Compliance and Audit Readiness
Implement automatic audit logs, high-value payment alerts, and approval workflows to enhance regulatory compliance and reduce financial risk.
4. Improve User Experience for Payment Operations Team
Provide a simple, intuitive tool that reduces user workload, avoids confusion, and improves the daily working experience for the operations team.
4.2. Business Objectives:
-Developing an automated TT Payment Validation System to eliminate manual checking of daily payment reports.
-Building a tool that allows users to upload new TT payment reports and automatically read historical processed reports for comparison.
-Implementing duplicate payment detection using rule-based logic (amount + sort code + payee name).
-Applying validation rules to identify incorrect, missing, or mismatched payment details.
-Generating automated exception reports highlighting duplicates, errors, and invalid transactions.
-Creating high-value payment alerts with mandatory secondary approval to ensure compliance.
-Implementing Zero-Out functionality to remove invalid or rejected payment entries.
-Auto-saving validated files using a standard file naming convention and storing them in predefined secure folders.
-Generating complete audit logs that track user actions, validation details, date/time, and approval history.

4.3. Business Rules:
All TT payment files must be validated before they are uploaded to the bank system.
No payment file can be processed without completing the automated validation check.
Duplicate transactions must be detected using at least three key fields:
· Beneficiary/Payee Name
· Sort Code
· Amount
Any payment that matches historical processed data must be flagged as a duplicate.
Duplicate transactions cannot move to the final validated file without exception handling.
High-value transactions must follow mandatory secondary approval.
· Approval must be provided by an authorized supervisor or compliance officer.
· High-value threshold will be defined by the organization’s financial controls.
Audit logs must be generated for every validation activity.
Logs must include:
· User name
· Date & time
· Validation run details
· Number of records processed
· Exceptions identified
· Approvals completed
4.4. Background:
The TT Payment Validation Automation Project was proposed in response to the growing operational challenges faced by SS&C Fintech Services in handling daily telegraphic transfer (TT) payments. The existing validation process was entirely manual, requiring users to download daily payment reports, compare them against previously processed reports, and check for duplicates, mismatches, and invalid entries. This manual workflow was time-consuming, prone to human error, and carried significant compliance and financial risk, especially with high-value transactions.
As transaction volumes increased, the manual process became unsustainable, leading to delays in payment processing, inconsistent validations, and limited audit traceability. These issues highlighted the need for a standardized, accurate, and efficient solution.
To address these business problems, the automation project was initiated with the aim of reducing manual effort, improving accuracy, enforcing compliance rules, and ensuring faster validation cycles. Implementing this system is expected to deliver measurable benefits such as 80–90% reduction in manual effort, 95% accuracy in duplicate detection, automated exception reporting, complete audit trails, and timely bank uploads. The project ultimately provides a scalable, reliable, and compliant IT solution that enhances operational performance and reduces risk for the organization.

4.5. Project Objective:
The objective of this project is to develop an automated TT Payment Validation System that replaces the existing manual, error-prone validation process with a standardized, accurate, and efficient IT solution. The system will automatically validate daily TT payment reports, detect duplicates using predefined business rules, identify mismatches or invalid entries, and generate exception reports to support faster decision-making. It will also enforce compliance controls by triggering high-value payment alerts and requiring mandatory secondary approvals.
The product will streamline the end-to-end workflow by integrating with existing TT bank upload formats, auto-saving validated files to secure organizational folders, and generating complete audit logs for every validation activity. These objectives align with the broader business goals of reducing manual effort, improving accuracy, enhancing compliance, and accelerating processing time. The solution will interact seamlessly with internal operational systems, historical payment datasets, and existing TT upload processes to ensure compatibility and smooth transition into current business operations.

4.6. Project Scope:
The project scope includes developing an automated TT Payment Validation System that allows users to upload daily TT reports, compare them with historical data, and automatically detect duplicate, invalid, or mismatched transactions. The system will generate exception reports, trigger high-value payment alerts with mandatory approvals, and support Zero-Out handling for invalid entries. It will also auto-save validated files using a standard naming format, maintain complete audit logs, provide a user-friendly dashboard, and ensure role-based access control. The solution will integrate with the existing TT bank upload format, meet required performance standards, and be built to support future enhancements and higher transaction volumes.
4.6.1. In Scope Functionality:
-Uploading daily TT payment reports (Excel/CSV).
-Automatic fetching of historical processed reports for comparison.
Duplicate payment detection using rule-based logic (amount + sort code + payee).
-Validation of payment fields to identify errors, mismatches, and missing data.
- Generation of automated exception reports for all invalid or duplicate entries.
-High-value payment alerts with mandatory secondary approval workflow.
-Zero-Out functionality for removing invalid or rejected transactions.
-Auto-saving validated files in predefined secure folders.
4.6.2. Out Scope Functionality:
-Modifications or enhancements to the bank’s TT upload system.
-Real-time or live transaction monitoring.
-Integration with external financial systems beyond existing TT upload format.
-Automatic correction of invalid transactions (only detection and reporting).
-Multi-currency validation features (unless added in future phases).
-OCR or automated data extraction from scanned documents.

5. Assumptions:
-Users will upload payment files in the correct and predefined Excel/CSV format.
-Historical processed payment data will be available, complete, and accurate for comparison.
-All business rules (duplicate logic, validation checks, high-value thresholds) will be finalized and approved by stakeholders before development.
-Access to required shared folders, servers, and environments will be provided on time.
-Required stakeholders (Payments Team, Compliance, IT) will be available for requirement discussions, reviews, and UAT.
-Integration documents and file structure details of the TT bank upload system will be provided by the organization.
-The system will operate within the existing internal network without requiring major infrastructure upgrades.

6. Constraints:
-System must comply with the organization’s data privacy, security, and financial compliance policies.
-Strict timelines due to daily operations dependency—validation must run before bank cut-off time.
-Project is limited to the available budget and approved resources.
-Tool must remain compatible with the existing TT bank upload format.
-No changes can be made to external banking systems or upstream/downstream applications.
-Performance must meet the requirement of processing 100+ records within the allowed time window.
-Users cannot modify validated files outside the system workflow due to compliance restriction.

7. Risks:
A risk is any event that may impact the project’s success. The following risks have been identified for the TT Payment Validation Automation System. Each risk includes the likelihood of occurrence, potential impact, and the recommended risk-handling strategy.
1. Technological Risks
Risk 1: Integration with existing TT bank upload system may fail
· Likelihood: Medium
· Impact: High
· Strategy: Mitigate — Conduct early technical reviews, obtain detailed file specifications, and perform integration testing in advance.
Risk 2: System performance may not meet required processing speed (100+ records within expected time)
· Likelihood: Medium
· Impact: Medium
· Strategy: Mitigate — Optimize code, test system performance early, and allocate additional system resources if needed.
2. Skills Risks
Risk 1: Limited availability of skilled developers familiar with automation and validation logic
· Likelihood: Medium
· Impact: Medium
· Strategy: Mitigate — Provide technical guidance, assign backup developers, and maintain clear documentation.
Risk 2: Users may struggle to adapt to the new automated tool
· Likelihood: High
· Impact: Medium
· Strategy: Mitigate — Provide training sessions, detailed user manuals, and hands-on practice during UAT.
3. Political Risks
Risk 1: Stakeholders may resist process change due to comfort with manual validation
· Likelihood: Medium
· Impact: High
· Strategy: Mitigate — Conduct change management sessions, communicate benefits clearly, and involve key users early.
Risk 2: Approval delays from Compliance or Senior Management
· Likelihood: Medium
· Impact: Medium
· Strategy: Mitigate/Transfer — Set timelines, escalate approval delays to project sponsor when required.
4. Business Risks
Risk 1: Duplicate or incorrect payments may slip through if rules are incomplete
· Likelihood: Low
· Impact: High
· Strategy: Avoid/Mitigate — Ensure thorough rule validation, compliance review, and extensive UAT.
Risk 2: Operations may face daily delays if system fails or crashes
· Likelihood: Medium
· Impact: High
· Strategy: Mitigate — Keep manual fallback procedure ready and conduct thorough system testing.
5. Requirements Risks
Risk 1: Requirements may not be fully captured or clarified, leading to rework
· Likelihood: Medium
· Impact: High
· Strategy: Mitigate — Use detailed elicitation techniques (interviews, workshops, prototypes) and maintain RTM.
Risk 2: Business rules for duplicate detection or high-value alerts may change during development
· Likelihood: High
· Impact: High
· Strategy: Mitigate — Apply controlled Change Request (CR) process with impact analysis.
6. Other Risks
Risk 1: Data dependency on other internal teams for historical reports
· Likelihood: Medium
· Impact: Medium
· Strategy: Transfer/Mitigate — Establish clear SLAs and communication plans.
Risk 2: Audit log file size may increase over time leading to storage problems
· Likelihood: Low
· Impact: Medium
· Strategy: Mitigate — Implement log rotation and periodic archival process.

8. Business Process Overview:
This section explains the overall business process for TT payment validation in both the current (manual) workflow and the proposed automated workflow. It describes how payment reports are handled, validated, corrected, and prepared for bank upload.
8.1 Legacy System (AS-IS)
In the existing legacy process, the TT payment validation workflow is performed entirely manually by the Operations/Payments Team. Each day, users download TT payment reports from the system, extract them into Excel, and manually compare them with previously processed reports shared by another internal team. Duplicate transactions are identified visually by matching payee name, sort code, and amount. Users then check each payment line for mistakes, invalid values, or missing information, and manually prepare the corrected file for bank upload.
There is no automated audit log, exception reporting, or high-value approval workflow. All validations depend on user experience, increasing the likelihood of human errors. The manual process is time-consuming, inconsistent, and creates operational and compliance risks, especially when processing large volumes.
AS-IS Process Flow (Legacy Process)
1. User downloads TT payment report from system
2. User retrieves historical processed reports manually
3. User compares line items one-by-one
4. User identifies duplicates manually
5. User checks field-level validation (amount, payee, sort code, dates)
6. User manually removes invalid entries 
7. User creates Excel summary manually
8. User finalizes edited report
9. User saves file manually in shared folder
10. User prepares report for bank upload
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8.2 Proposed Recommendations (TO-BE)
The proposed TT Payment Validation Automation System will completely transform the manual workflow into a fast, accurate, rule-based automated validation process. In the new system, users will upload daily TT payment reports into the tool, which will automatically fetch previous processed data, apply duplicate detection rules, validate payment fields, and generate exception reports.
High-value payments will trigger automated alerts and require mandatory secondary approval from a supervisor or compliance officer. The system will auto-save the validated output file with a standardized naming convention and generate audit logs capturing every action performed. The automated workflow reduces manual effort, improves accuracy, and ensures consistency, transparency, and compliance across the organization.
TO-BE Process Flow (Proposed Automated Process)
1. User logs into the TT Validation System
2. User uploads daily TT payment report
3. System automatically fetches historical processed reports
4. System applies duplicate detection logic
5. System performs validation checks on all payment fields
6. System generates exception report (duplicates, mismatches, invalid entries)
7. High-value alerts trigger mandatory secondary approval
8. User applies Zero-Out for invalid payments
9. System auto-saves validated file in secure folder with standard naming
10. System generates audit log (user, date, exceptions, approvals)
11. Final file is uploaded to bank’s TT upload system
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9. Business Requirements
The following business requirements were gathered from Operations, Compliance, IT, and Stakeholder teams. They represent what the organization needs the TT Payment Validation Automation System to achieve in order to replace the existing manual process and improve accuracy, compliance, and efficiency.

	BR ID

	Business Requirement
	Priority
	Functional Area

	BR001
	The system must allow users to upload daily TT payment reports in Excel/CSV format.
	High
	Input Handling

	BR002
	The system must automatically retrieve historical processed reports for comparison.
	High
	Data Integration

	BR003
	The system must validate the uploaded file format and reject incorrect formats.
	High
	Data Validation

	BR004
	The system must detect duplicate transactions using payee name, sort code, and amount.
	High
	Validation

	BR005
	The system must validate each payment record for missing, incorrect, or mismatched fields.
	High
	Validation

	BR006
	The system must generate an automated exception report containing duplicates, errors, and invalid entries.
	High
	Exception Handling

	BR007
	Users must be able to mark invalid entries as “Zero-Out” to remove them from the final output file.
	High
	Exception Handling

	BR008
	The system must trigger alerts for high-value payments.
	Medium
	Compliance

	BR009
	The system must auto-save the validated payment file in a predefined secure folder.
	Medium
	File Management

	BR0010
	The system must process and validate at least 100+ records within 10 minutes.
	Medium
	Performance



10.Appendices
10.1. List of Acronyms:
The "List of Acronyms" is one of the common sections that can be included in the appendices of a Business Requirements Document (BRD). In this section, you provide explanations or definitions for acronyms and abbreviations that are used throughout the document. It's a helpful reference for readers, especially when dealing with technical terms or industry-specific jargon. Here's how to structure and what to include in the "List of Acronyms" in the appendices of a BRD:
	Acronym
	Full Form

	TT
	Telegraphic Transfer

	UAT
	User Acceptance Testing

	BRD
	Business Requirements Document

	FRD
	Functional Requirements Document

	RTM
	Requirements Traceability Matrix

	QA
	Quality Assurance

	IT
	Information Technology

	UI
	User Interface

	CSV
	Comma Separated Values

	NFR
	Non-Functional Requirement

	CR
	Change Request

	SLA
	Service Level Agreement

	SOP
	Standard Operating Procedure

	ID
	Identifier

	DB
	Database


10.2. Glossary of Terms:
Including a "Glossary of Terms" in the appendices of a Business Requirements Document (BRD) is a helpful way to provide definitions and explanations for terms or jargon that are unique to the project, industry, or organization. This section ensures that all stakeholders have a common understanding of the terminology used in the document.
Term                                               Definition
	Telegraphic Transfer (TT)
	A method used to electronically transfer funds from one bank to another.



	TT Payment Report
	A daily report listing all outgoing telegraphic transfer transactions.



	Historical Processed Report
	Previously processed TT payment files used for comparison to identify duplicates.



	Duplicate Transaction
	A payment that appears more than once based on same amount, sort code, and payee details.



	Exception Report
	A system-generated report listing errors, mismatched data, and duplicate entries.



	Zero-Out
	A process used to remove or negate invalid or duplicate transactions from the final validated report.



	High-Value Approval
	A mandatory secondary review process for transactions exceeding a predefined threshold.



	Audit Log
	A record of all actions performed in the system, captured for compliance and auditability.



10.3. Related Documents:
Below is the list of related documents referenced to this project:
· Business Case Document – Provides justification, ROI, problem statements, and stakeholder information.
· Functional Requirements Document (FRD) – Detailed system behaviour, workflows, rules, and features.
· RTM (Requirements Traceability Matrix) – Maps BR ➝ FR ➝ Test Cases ➝ UAT.
· UAT Test Plan and Test Scenarios – Describes user testing approach and acceptance criteria.
· Change Request (CR) Log – Tracks scope changes approved during the project.
· Process Flow Diagrams (AS-IS & TO-BE) – Visual diagrams showing legacy and proposed workflows.
· User Manual / Training Guide – Instructions for end-users to operate the system.
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