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Document 1- Business case document 
Why is this project initiated?
· The project is initiated to automate and centralize employee-related activities that were earlier done manually.
· This project is initiated to replace the existing manual and fragmented processes of managing employee details, attendance, task assignments, and leave requests. By creating a single integrated portal, the organization aims to save time, reduce errors, improve transparency, and enhance overall efficiency in employee management.
· Currently, the organization manages employee data, work assignment, and leave requests manually or across multiple platforms. This results in inefficiency, lack of transparency, and time-consuming processes. The proposed Project Integrity under the Waterfall methodology aims to streamline and automate these operations in a single integrated portal.
What are the current problems?
· the current process is manual, fragmented, and prone to errors, which reduces efficiency, transparency, and productivity.
·  Manual Data Handling
· Employee personal details, attendance (punch-in/punch-out), and records are maintained manually.
· High risk of errors, duplication, and data inconsistency.
· Time-consuming for HR/Admin teams to verify and track details.
· Scattered Tools for Task Management
· Business Analysts rely on external tools like Jira or manual methods to assign and track tasks.
· Leads to lack of integration, fragmented workflows, and reduced visibility of task ownership.
· Difficult to monitor progress or track accountability within the same ecosystem.
·  Inefficient Leave Request Process
· Employees often use emails, messages, or verbal communication to request leaves.
· Managers may miss requests or approvals, causing
miscommunication and scheduling conflicts.
· Employees lack clarity on whether leave requests are approved or pending.
· Lack of Real-Time Notifications
· No automated system to notify managers or employees about attendance logs, task assignments, or leave status.

With this project how many problems could be solved?
This project resolves four key inefficiencies in the current moderation workflow, each with measurable impact:
1.  Manual Work – Employee details and attendance are tracked manually, which causes errors and wastes time. Reduction of 95% of manual work
2. Too Many Tools – Task assignments rely on external systems like Jira, making work scattered and hard to track. 90% reduction of using different tools. 
3. Leave Request Confusion – Employees apply for leave through emails/messages, often leading to delays or missed approvals.95% reduction of approving /Rejecting leaves 
4.  No Instant Notifications – Managers and employees don’t get real-time updates about attendance, tasks, or leave status.90% reduction in fast approving leaves as we immediate popups.
Resources Required:
· Business Analyst
· Project Manager
· Java Developers (5)
· Devops Engineer ( 1)
· QA Testers (3)
· Database Admins (2)
· System Admins (2)
· Business Stakeholders
· Process Experts / End Users
· Hardware
· Software
· Database and integrations.
· Network and security
· Human Resources

How much organizational change is required to adopt this technology?
Adopting this technology will require a moderate organizational change, mainly shifting from manual processes and scattered tools to a unified automated portal. Employees and managers will need basic training and a mindset shift to use the system for attendance, task assignment, and leave requests. With proper support, the transition will be smooth and lead to greater efficiency and transparency.
Time Frame to Recover ROI:
The time frame to recover ROI for this project is expected to be short to medium term (6–12 months), depending on adoption speed. Since the portal reduces manual effort, eliminates dependency on multiple tools, and streamlines leave and task management, the organization will start saving costs on administrative overhead almost immediately after implementation. Faster approvals, improved productivity, and reduced errors will contribute to measurable efficiency gains, helping the organization recover its investment within the first year of use.
How to Identify Stakeholders?
Stakeholders are identified by mapping who uses, approves, or supports the project. For this Project integrity , they include:
· End users: Content moderators, policy reviewers.
· Business owners: Policy and Operations teams.
· Project leadership: BA’s, PM, product managers.
· Technical teams: UI/UX, developers, DB admins, QA.
· Decision-makers: Senior managers and executives.
· Support teams: Training, compliance, change management.
Document 2 – Business Analysis Strategy
1. Business Analysis Approach
As the Business Analyst for this project, I have adopted the Waterfall Model for the end-to-end execution of business analysis activities. Given the well-defined scope and sequential nature of the Project Integrity , this model ensures clarity, traceability, and documentation at each phase.
The approach includes the following key phases:
Phases & BA Role
1. Requirement Gathering & Documentation
· Collect business needs from stakeholders through structured methods (interviews, workshops, surveys).
· Document requirements in a Business Requirement Document (BRD).
· Ensure requirements are clear, complete, and unambiguous.
2. Requirement Analysis
· Break down business requirements into functional and non-functional requirements.
· Use modelling tools (process flows, data flow diagrams, use case diagrams) for clarity.
· Identify dependencies and constraints early.
3. Requirement Validation & Sign-Off
· Review requirements with stakeholders and get formal approval before moving to design.
· Establish a Requirement Traceability Matrix (RTM) to ensure alignment throughout the project.
4. Design Support
· Work closely with solution architects and developers to ensure design aligns with documented requirements.
· Clarify business rules and edge cases.
5. Implementation Support
· Act as a bridge between business and technical teams during development.
· Answer requirement-related queries and prevent scope deviations.
6. Testing & UAT
· Support QA by ensuring test cases align with requirements.
· Facilitate User Acceptance Testing (UAT) with stakeholders to confirm the solution meets business needs.
7. Deployment & Maintenance
· Support rollout with training, user manuals, and onboarding.
· Ensure post-deployment changes or enhancements are documented for future phases.

2. Roles and Responsibilities
As part of the strategy, I have mapped the key roles involved and my own collaboration with each:
1. Project Sponsor
· Provides overall vision and funding for the project. Approves project scope, timelines, and budget. Resolves escalations at the leadership level.
2. Project Manager
· Plans, monitors, and controls the project using the Waterfall methodology. Manages resources, timelines, risks, and dependencies. Ensures milestones are achieved and reports progress to stakeholders.
3. Business Analyst (BA)
· Gathers and documents business requirements (BRD). Analyses processes and defines functional & non-functional requirements. Prepares requirement models, workflows, and traceability matrix. Acts as a bridge between business stakeholders and technical teams. Supports testing, user acceptance, and change management.
4. Business Analyst / Functional Users (Stakeholders)
· Provide input on current processes and challenges. Validate requirements and participate in reviews. Conduct User Acceptance Testing (UAT) and sign-off on final solution.
5. Development Team (Software Engineers)
· Design and build the solution based on requirements. Ensure coding, integration, and database structures align with specifications. Fix issues identified during testing.
6. Quality Assurance (QA) / Testers
· Prepare and execute test cases aligned to requirements. Identify defects and ensure fixes meet acceptance criteria. Support UAT by ensuring solution stability.
7. Team Managers / Leaders
· Approve or reject leave requests via the portal. Monitor team attendance and task assignments. Provide feedback on usability and efficiency of the system

3. Stakeholder Communication Plan
To ensure transparency and timely updates, I have defined the following communication strategy:

	Stakeholder
	Information Needed
	Communication Method
	Frequency
	Owner

	Project Sponsor
	Project progress, budget, risks, major issues
	Status reports, review meetings
	Monthly / Milestone
	Project Manager

	Project Manager
	Detailed project updates, risks, timelines
	Daily stand-ups, email updates
	Daily / Weekly
	Business Analyst / Team Leads

	Business Analyst
	Requirement clarity, feedback, approvals
	Workshops, walkthroughs, emails
	As needed / Phase-wise
	Stakeholders

	Development Team
	Requirements, clarifications, priorities
	BRD, RTM, team meetings
	Weekly / As needed
	Business Analyst

	QA / Testers
	Test cases, requirement traceability
	Documentation, test meetings
	Phase-wise (Testing)
	Business Analyst / QA Lead

	HR Department
	Employee records, leave policies, compliance
	Workshops, portal demos
	Before implementation
	Business Analyst

	Team Managers/Leads
	Task assignment, leave approval workflows
	Meetings, portal training
	Weekly / Before UAT
	Project Manager / BA

	Employees (End Users)
	How to use portal (attendance, leave, tasks)
	Training sessions, user guides
	Before rollout
	HR / Business Analyst



4.  Requirement Management Plan

The Requirement Management Plan ensures requirements are clear, validated, traceable, and controlled across the Waterfall lifecycle, minimizing risks of scope creep and ensuring business value delivery. To manage the evolving set of requirements effectively, I follow this strategy:
· Use a Requirement Traceability Matrix (RTM) in Excel for mapping and tracking
· Maintain version-controlled documents on a shared Google Drive or Jira Wiki
· Assign unique IDs to every requirement for cross-referencing and traceability
All requirement updates are validated with stakeholders before any handoff to the development team.
5. Change Management Plan
To control scope creep and maintain stability, I have outlined a structured change process:
· Every change request (CR) is documented formally with expected impact
· Stakeholders review and approve all CRs
· I conduct impact analysis on cost, timeline, and effort before CR approval
The CR log is reviewed during project meetings and reflected in updated documentation.
6. Tools and Techniques I Use
For seamless execution, I leverage the following tools and techniques:
· Tools:
· MS, Excel, Visio,Balsmic – for documentation, wireframes, diagrams
· Google Meet, Zoom – for remote meetings and discussions
· Techniques:
· Stakeholder Interviews
· Document Analysis
· Brainstorming & Gap Analysis
· Wireframe Validation Sessions
7. Key Deliverables I Will Provide
· Business Case
· Business Requirements Document (BRD)
· Functional Specifications
· Requirement Traceability Matrix (RTM)
· UAT Checklist and Feedback Summary
Document 3 – Functional Specifications
Project Name: Project Integrity
Customer Name: Aadhya India Pvt. Ltd.
Version: 1.0
Project Sponsor: Policy Operations Leadership
Project Manager: IT Solutions Pvt. Ltd.
Project Initiation Date: [28Th August 2025]
Functional Requirement specifications:
	REQ ID
	REQ NAME
	DESCRIPTION
	PRIORITY

		FR0001 





	       EmployeePersonal Details Entry
	The system shall allow employees to enter personal details such as Name, Employee ID, Contact Information, Department, and Role.
	High

	FR0002
	Update Personal Details
	The system shall allow employees to update their personal details when required.
	High

	FR0003
	Punch-in
	The system shall allow employees to punch-in (record login time) daily through the portal.
	High

	FR0004
	Punch-out
	The system shall allow employees to punch-out (record logout time) daily through the portal.
	High

	FR0005
	Attendance Logging
	The system shall capture and store attendance logs in a centralized database for reporting purposes.
	High

	FR0006
	Employee Data Validation
	The system shall integrate with the existing employee database to validate employee details before submission.
	High

	FR0007
	Task Creation
	The system shall allow Business Analysts to create tasks with details such as description, deadline, and priority.
	Medium

	FR0008
	Task Assignment
	The system shall allow Business Analysts to assign tasks directly to team members in the portal.
	Medium

	FR0009
	Task Notification
	The system shall generate real-time notifications to team members when a task is assigned or updated.
	Medium

	FR0010
	Task Tracking
	The system shall allow Business Analysts and Managers to monitor the Progress and status of assigned tasks.
	Medium

	
REQ ID
	REQ NAME
	NFR
	Description

	NFR001
	Performance
	Response Time
	System shall respond to user actions (login, punch in/out, leave request, task assignment) within 2 seconds.

	NFR0002
	Performance
	Concurrent Users
	System shall support at least 500 concurrent users without performance degradation.

	NFR0003
	Scalability
	Growth Handling
	System shall be scalable to support increasing employees and additional modules without major redesign.

	NFR0004
	Availability
	System Uptime
	System shall maintain 99.9% uptime during business hours.

	NFR0005
	Reliability
	Backup & Recovery
	Automatic data backup shall occur daily; system recovery time shall not exceed 2 hours.



Document 4 – Requirement Traceability Matrix (RTM)
	Req ID
	Req Name
	Req Description
	Design D1
	Development D2
	Unit Test T1
	Integration Test T2
	UAT

	FR0001
	       EmployeePersonal Details Entry
	Allow employees to enter personal details (Name, ID, Contact, Dept, Role)
	completed
	In Progress
	Pending
	Planned
	Planned

	FR0002
	Update Personal Details
	Allow employees to update their personal details.
	completed
	In Progress
	Pending
	Planned
	Planned

	FR0003
	Punch-in
	Record login time daily through portal.
	completed
	Not Started
	Pending
	Planned
	Planned

	FR0004
	Punch-out
	Record logout time daily through portal
	completed
	In Progress
	Pending
	Planned
	Planned

	FR0005
	Attendance Logging
	Capture and store attendance logs in centralized DB.
	completed
	Not Started
	Pending
	Planned
	Planned

	FR0006
	Employee Data Validation
	Validate employee details with existing HR database.
	completed
	In progress
	Not started 
	Planned
	Planned

	FR0007
	Task Creation
	Create tasks with description, deadline, and priority.
	completed
	Not started
	In progress
	Planned
	Planned

	FR0008
	Task Assignment
	Assign tasks to team members.
	completed
	In progress
	pending
	Planned
	Planned

	FR0009
	Task Notification
	Notify team members when a task is assigned/updated
	completed
	pending
	In progress
	Planned
	Planned

	FR0010
	Task Tracking
	Track progress and status of assigned tasks.
	completed
	In progress
	pending
	Planned
	PlannedI



	Date
	Version Number
	Document Changes

	28-08-2025
	1
	Initial draft of the Business Requirements Document

	29-08-2025
	1.1
	Updated project scope and business objectives

	30-08-2025
	1.2
	Incorporated stakeholder feedback and risk analysis

	31-08-2025
	1.3
	Added requirement traceability matrix and final refinements     
Project ID: RT-WFOE-001 
Version ID: 1.0
Author: Bandari Vaishnavi 
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Document 5- BRD Template





1.Document RevisionsPC
Company :      

Business Revisions is Iterations or updates to business requirements/documents to ensure accuracy, clarity, and stakeholder alignment.
Example in your project (Project Integrity Portal):
· Initially: “Employees can only request leave via email.”
· After revision: “Employees can request leave in the portal, and managers get a popup notification.”


2. Approvals
	Role

	Name

	Title

	Signature

	Date


	Project Sponsor

	[Senior Manager Name]
	Policy Operations Lead
	
	28-08-2025

	Business Owner

	[Stakeholder Name]
	Content Moderation Manager
	
	28-08-2025

	Project Manager

	[Manager Name]
	Project Manager – SRT Initiative
	
	29-08-2025

	System Architect

	[Architect Name]
	Solution Architect
	
	29-08-2025

	Development
Lead

	[Developer Lead]
	Lead Developer
	
	30-08-2025

	User Experience
Lead

	[Designer Name]
	Senior UX Designer
	
	30-08-2025

	Quality Lead

	[QA Lead Name]
	QA/Test Manager
	
	31-08-2025

	Content Lead

	Bandari Vaishnavi
	Business Analyst / Author
	
	31-08-2025


3. RASCI Chart for This Document
3.1 Codes Used in RASCI Chart
· R (Responsible): The individual(s) who actually complete the task.
· A (Accountable): The person ultimately answerable for the correct and thorough completion of the task.
· S (Support): Resources allocated to assist in completing the task.
· C (Consulted): People who provide input based on how it will affect their work.
· I (Informed): Those who need to be kept informed of progress and decisions.
RACI CHART
	Project Phase
	Project Sponsor
	Business Owner
	Project Manager
	System Architect / Dev Lead
	QA Lead
	Content Lead (BA)
	UX Lead

	Requirement Gathering
	A
	C
	R
	I
	I
	I
	I

	Requirement Validation
	A
	C
	R
	S
	I
	I
	I

	BRD Preparation & Approval
	A
	R
	R
	I
	I
	I
	I

	Development
	I
	A
	C
	R
	I
	I
	I

	Testing
	I
	S
	C
	S
	R
	I
	I

	UAT & Sign-of
	A
	R
	C
	I
	S
	I
	I




4. Introduction
4.1 Business Goals
· Streamline employee data, attendance, tasks, and leave into one portal.
· Improve efficiency by reducing manual and multi-tool dependencies.
· Ensure transparency and accountability in employee operations.
· Boost productivity through direct task assignment and tracking.
· Enhance communication with real-time notifications.

4.2 Business Objectives
· Capture and maintain accurate employee personal details.
· Automate punch-in and punch-out attendance recording.
· Centralize attendance logs for reporting and payroll.
· Provide Business Analysts with task creation and assignment features.
· Enable real-time task notifications and status tracking.
· Offer employees a simple leave request submission process.
· Notify managers instantly for leave approvals/rejections.

4.3 Business Rules
· Employees must use a valid Employee ID to create or update personal details.
· Employees can update only their own personal details.
· Employees must punch-in and punch-out daily through the portal.
· Multiple punch-ins or punch-outs in a day must be flagged.
· Tasks must include description, deadline, and assignee before submission.
· Approved/rejected leave must trigger employee notifications.

4.4 Background
Currently, employee data, attendance, task assignment, and leave management are handled manually or across multiple tools, causing inefficiencies. This project aims to integrate all these features into a single unified portal to streamline processes and improve productivity.
.

4.5 Project Objective
To develop a unified portal that automates employee data management, attendance, task assignment, and leave workflows. The objective is to improve efficiency, accuracy, and communication while reducing reliance on manual processes and external tools.
4.6 Project Scope

4.6.1 In-Scope Functionality
· Employee Management & Attendance
· Task Management
· Leave Management

4.6.2 Out-of-Scope Functionality
· payroll Processing 
· Third-Party Integrations 
· Mobile Application 

5. Assumptions

· Employee data in the existing database is accurate and up to date for integration.
· All users (employees, managers, BAs, HR) will have access to the portal with proper credentials.
· Managers and BAs will respond to notifications and approvals within defined timelines (SLA).
· Necessary infrastructure (servers, network, and security measures) will be available and maintained by IT
.

6. Constraints

· Budget capped at ₹15,50,000.

· Timeline limited to 6-7  months.

· Features limited to desktop browser version (no mobile release).

· Changes must integrate with current tool without breaking existing workflows.
7. Risks
7.1 Technological Risks
· Popup blockers may interfere create a probem.
· Collapsible transcript may impact screen rendering across browsers.

7.2 Skills Risks
· Developers may need UI
· UX upskilling for collapsible and highlight features.

7.3 Political Risks
Reviewers may initially resist extra steps like escalation confirmation.

7.4 Business Risks
· If highlights are not accurate, reviewers may mistrust the feature.

· Additional steps in redirects and escalations could slow down users if not designed well.

7.5 Requirements Risks
Scope creep if additional usability requests arise during UAT.
7.6 Other Risks
Organization-wide browser restrictions may impact popup-based functionality.
8. Business Process Overview
8.1 Legacy System (AS-IS)
· Employee personal details are maintained manually or across separate HR portals without centralized access.
· Attendance is tracked manually (e.g., registers, spreadsheets) with no automated punch-in/punch-out system.
· Task assignment and tracking are done using external tools like JIRA or via emails, causing inefficiencies.
· Leave requests are submitted manually (emails or paper forms) and approvals lack real-time notifications or tracking.
Process Flow Diagram
                                          [image: ]













8.2 Proposed Recommendations (TO-BE)
· A unified portal to manage employee personal details, attendance, tasks, and leave in one place.
· Automated punch-in/punch-out with centralized attendance logging for accurate reporting.
· Integrated task management where Business Analysts can create, assign, and track tasks within the portal.
· Digital leave management system with real-time notifications, manager approvals, and confirmation to employees.
Process Flow Diagram 

[image: ]
9. Business Requirements
	Requirement ID
	Requirement Name
	Business Need

	BRD-001
	 Employee Management
	To maintain accurate and up-to-date employee personal details in one system.

	BRD-002
	Attendance Tracking
	To automate daily punch-in/punch-out and centralize attendance records.

	BRD-003
	Task Management
	To enable Business Analysts to assign and track tasks without external tools.need cleaner workspace by minimizing transcript view.

	BRD-004
	Leave Management
	To streamline leave requests, approvals, and notifications in a single portal.



10. Appendices
10.1. List of Acronyms
	Acronym
	Definition

	
	

	
	

	UAT
	User Acceptance Testing

	BRD
	Business Requirements Document

	RTM
	Requirement Traceability Matrix

	QA
	Quality Assurance

	
	

	UI/UX
	User Interface / User Experience

	
	


10.2 Glossary of Terms
· Employee Management – Module to capture and maintain employee personal details.
· Attendance Tracking – Process of recording employee punch-in and punch-out times.
· Task Management – Feature for creating, assigning, and tracking tasks.
· Leave Management – System to request, approve, and track employee leaves.
· Punch-in / Punch-out – Logging employee start and end of work hours.

10.3 Related Documents
· Business Case Document
· Business Analysis Strategy
· Functional Specification Document
· Requirement Traceability Matrix (RTM)
· UAT Test Checklist
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