Document 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?
Stakeholders were identified using a structured approach:
· Process Owners: Payments processing team using the TT validation tool daily.
· Input Providers: Team providing pre-validated/old reports for comparison.
· Compliance/Risk Team: Due to duplicate detection and high-value payment approval.
· IT/Developers: Building and maintaining the automation tool.
· QA/Testers: Ensuring correctness of validation logic.
· Project Sponsor: Senior management responsible for final approval.
· End Users: Daily operators who run validation and upload to bank.
A Stakeholder Matrix was created, listing:
· Role
· Responsibilities
· Communication frequency
· Level of involvement
· Influence & impact

Document 2: BA Strategy
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.
1. Initiation & Understanding the Business Need
Steps:
· Understand the business problem, opportunity, or regulatory requirement.
· Identify project goals, scope, success criteria, and constraints.
· Connect with the Project Sponsor and clarify expected outcomes.
· Assess whether the project is new development, enhancement, or process improvement.
BA Deliverables:
· Project Charter Inputs
· Business Case support
· Initial Problem Statement
2. Stakeholder Identification & Analysis
Steps:
· Identify all individuals/teams impacted by or contributing to the project.
· Classify stakeholders based on:
· Influence (Power)
· Interest
· Level of involvement
Tools Used:
Stakeholder Matrix
	Stakeholder
	Role
	Influence
	Interest
	Communication Frequency


RACI Matrix (Responsible, Accountable, Consulted, Informed)
Defines roles for each activity:
· R – Responsible (Executes the task)
· A – Accountable (Final decision-maker)
· C – Consulted (Provides information)
· I – Informed (Kept updated)
	Task
	BA
	Dev
	QA
	Sponsor
	User

	Requirements
	R
	C
	C
	A
	C

	UAT
	C
	C
	R
	A
	R



ILS Matrix (Interest, Level, Support)
· Helps understand stakeholder attitude toward the project.
BA Deliverables:
· Stakeholder Register
· Stakeholder Matrix (RACI/ILS)
3. Requirements Elicitation Strategy
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
Documents the BA produces:
1. Business Requirements Document (BRD)
Includes:
· Business goals
· Scope
· In-scope/out-of-scope
· Business rules
2. System Requirements Specification (SRS) / Functional Specification Document (FSD)
Includes:
· Functional + non-functional requirements
· UI mock-ups
· Data mapping
· Validation logic
· Exception handling
· Performance requirements
3. Requirements Traceability Matrix (RTM)
Tracks:
· Requirement → Design → Development → Test → UAT → Deployment
4. Gap Analysis Document
Shows current vs. future state.
5. Process Documents
· AS-IS process
· TO-BE process
· Swimlane diagrams
· Data flow diagrams (DFD)
6. Change Request Log
Tracks any changes requested during the project.
5. Requirements Review & Sign-off Process
Steps to Follow:
1. Draft the document (BRD/SRS/Process Maps).
2. Share with stakeholders for initial review (email/MS Teams/Confluence).
3. Conduct a requirements walkthrough meeting.
4. Log all comments/changes in a Review Log.
5. Update the documents based on feedback.
6. Send the final version for confirmation.
7. Stakeholders sign off using:
· Email approval
· E-signature
· Sign-off form
· Confluence approval
· PDF with signature
Criteria for sign-off:
· All requirements validated and agreed upon.
· All stakeholders confirm accuracy and completeness.
· No remaining open queries.

6. Communication Planning & Implementation
Communication Channels:
· Email – Formal updates, approvals, documents.
· MS Teams/Zoom/Google Meet – Meetings, daily stand-ups, clarifications.
· JIRA / Trello – Issue tracking & workflows.
· Confluence/SharePoint – Document repository.
· Status Reports – Weekly reports to management.
· WhatsApp (if allowed) – Quick urgent updates.
Communication Types:
· Daily updates to internal team
· Weekly project status updates
· Monthly review meetings with leadership
· Immediate communication for any risks or blockers
Communication Deliverables:
· Meeting Minutes
· Status Reports
· Risk Logs
· Decision Logs

7. Requirements Transition to Development
What BA does:
· Walk through the SRS/BRD with developers.
· Clarify doubts during development.
· Validate technical design aligns with requirements.
· Update the RTM for each requirement.
· Record any change requests (CRs).

8. Change Request (CR) Handling Process
Steps:
1. Receive CR from stakeholder or identified during dev/test.
2. Log it in Change Request Register.
3. Analyze:
· Impact on scope
· Timeline impact
· Budget impact
· Risk impact
4. Discuss impacts with:
· PM
· Dev team
· QA team
5. Share impact assessment with client.
6. Client accepts or rejects the CR.
7. If accepted:
· Update BRD/SRS/RTM
· Adjust project plan
· Implement change
Tools Used:
· JIRA
· Excel Tracker
· Confluence

9. Testing Support & UAT Management
BA Responsibilities:
· Prepare UAT plan
· Create UAT test cases based on requirements
· Conduct UAT kickoff meeting
· Support users during UAT execution
· Log defects and get them resolved
· Track re-testing

10. UAT Sign-off & Client Acceptance
Steps for UAT Sign-off:
1. UAT completion report prepared by BA.
2. Validate that all high-priority defects are closed.
3. Confirm acceptance criteria are met.
4. Send Client Project Acceptance Form or UAT Sign-off Form.
5. Client verifies and signs.
6. Signed form stored in project document repository (SharePoint/Confluence).
Sign-off Options:
· Email confirmation
· Digital signature
· PDF sign-off
· Confluence approval

11. Deployment & Production Support
BA Responsibilities:
· Prepare deployment checklist
· Validate production environment
· Conduct smoke testing
· Communicate release details to users
· Provide hyper care support (first 2–4 weeks)
· Collect feedback & improvement points

12. Project Closure
Activities:
· Final review with stakeholders
· Document lessons learned
· Archive all project documents
· Update RTM as final reference
· Create a Post Implementation Review (PIR)

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
1User Authentication & Access

	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



2. File Upload & Input Handling

	Req ID

	Req Name
	Req Description
	Priority

	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



3. Validation & Duplicate Detection

	Req ID

	Req Name
	Req Description
	Priority

	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



4. Exception Handling

	Req ID

	Req Name
	Req Description
	Priority

	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




5. Output & Auto Saving

	Req ID

	Req Name
	Req Description
	Priority

	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
	ystem must generate files using standard naming convention
	7



6. Audit & Compliance

	Req ID

	Req Name
	Req Description
	Priority

	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



7. Performance Requirements
	Req ID

	Req Name
	Req Description
	Priority

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



8. UI/UX Requirements

	Req ID

	Req Name
	Req Description
	Priority

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

	FR0016
	Error Alerts
	System should show user-friendly error messages when file format is invalid or fields are missing.
	8




9. Integration Requirements


	Req ID

	Req Name
	Req Description
	Priority

	FR0017
		TT System Integration



	



	Validated file should be compatible with existing TT bank upload system.
	9

	FR0018
	Data Mapping
	System must ensure fields are mapped correctly between reports.
	10




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
