Document 1: Business Case
		Question
	Answer

	Why is this project initiated?
	The project is initiated to digitize and streamline college event management processes, eliminating delays caused by manual scheduling, approvals, and physical documentation.

	What are the current problems?
	Time-consuming event approvals, repeated physical meetings, scheduling conflicts, poor student coordination, and lack of centralized records.

	How many problems could be solved?
	At least five: scheduling delays, lack of transparency, manual approvals, poor participation tracking, and scattered documentation.

	What resources are required?
	Stakeholder input, IT infrastructure, developer and BA time, budget allocation (~₹5,000), training, pilot testing space.

	Organizational change required?
	Moderate: Faculty and staff must adapt to a centralized portal and reduce reliance on paper-based workflows.

	Time frame to recover ROI?
	Within 3–5 months of deployment through improved participation, reduced event setup time, and digital feedback collection.

	How to identify stakeholders?
	Through stakeholder analysis (RACI), identifying sponsors, coordinators, student organizers, IT staff, and primary users.






Document 2: BA Strategy
BA Strategy Steps
1. Initiate Project Scope and align with sponsor
2. Stakeholder Analysis using RACI + ILS Charts
3. Requirement Elicitation: Interviews, surveys, brainstorming, observation
4. Documentation: BRD, FRD, RTM, Meeting Notes
5. Approval Process:
· BRD reviewed by SMEs and sponsor
· FRD signed off by technical team and client
· Use UAT Form for final system acceptance
Communication Channels
· Emails (formal sign-off)

Project tracker sheet (weekly progress)
· Standups / review calls
Change Request Handling
· Maintain CR Tracker
· Re-assess scope, update RTM and documentation
· Obtain approval and rebaseline timelines
Stakeholder Updates
· Use weekly status emails with updated deliverable progress
· Visual dashboards (for managers and sponsors)
Document 3- Functional Specifications
	Field
	Value

	Project Name
	College Event Management Application

	Customer Name
	Dr. Rajendra Gode Educational Institution

	Project Version
	v1.0

	Project Sponsor
	Principal Dr. R.G. Ingle

	Project Manager
	Isha (BA Lead)

	Project Initiation Date
	27 July 2025



Functional Requirement specifications:
	Req ID
	Req Name
	Description
	Priority

	FR0001
	Login
	Users should be able to securely log in to the application to perform operations.
	10

	FR0002
	Event Registration Module
	Students should be able to register for events by filling out a digital form.
	9

	FR0003
	Approval Workflow
	Admin and faculty coordinators must approve events via a structured workflow.
	8

	FR0004
	Dashboard View
	Each user role (Admin, Faculty, Student) should have a personalized dashboard.
	8

	FR0005
	Event Calendar Integration
	Events should be displayed on an integrated calendar for quick visibility.
	7

	FR0006
	Notification System
	Users must receive notifications on status updates, approvals, and reminders.
	9

	FR0007
	Feedback Collection
	After each event, feedback forms should be triggered for student responses.
	6




		FR0008
	Suggestion Box
	Students should be able to submit new event ideas via a suggestion module.
	6

	FR0009
	Audit Trail
	The system should maintain logs of all actions performed by users.
	9

	FR0010
	User Management
	Admin should be able to create, edit, deactivate user profiles and assign roles.
	10

	FR0011
	Report Generation
	The system should generate reports for event participation, approvals, and ROI.
	9






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
	Yes
	Pending
	No
	Yes
	YES

	FR0002
	Event Registration Module
	Students must be able to register for events
	Yes
	Yes
	Yes
	Yes
	Pending
	YES

	FR0003
	Approval Workflow
	Admin/Faculty should approve proposed events
	Yes
	Yes
	No
	Yes
	Yes
	YES

	FR0004
	Calendar Dashboard
	Events must be visible on calendar based on approval
	Yes
	No
	Yes
	Yes
	Yes
	YES

	FR0005
	Notification System
	Users must receive email/pop-up notifications
	Yes
	Yes
	Yes
	Pending
	Yes
	YES

	FR0006
	Suggestion Portal
	Students should be able to submit suggestions digitally
	Yes
	Yes
	Yes
	No
	Yes
	YES

	FR0007
	Faculty Registration
	Faculty should be able to submit availability and roles
	Yes
	Yes
	Pending
	Yes
	Yes
	YES

	FR0008
	Report Generator
	System must generate reports for participation and MoM
	Yes
	Pending
	Yes
	Yes
	Yes
	YES

	FR0009
	Audit Trail
	Log all user activities like approvals and submissions
	Yes
	Yes
	Yes
	Yes
	Yes
	YES




	FR0010
	User Management
	Admin should manage roles and access levels
	Yes
	Yes
	No
	Yes
	Yes
	YES



Document 5- BRD Template
		Field
	Value

	Project Name
	College Event Management Application (EMA)

	Project ID
	COEPD-EMA-2024

	Version ID
	v1.0

	Author
	Isha Deshmukh – Business Analyst Lead






1. Document Revisions
	Date
	Version No.
	Changes Made

	27/07/2025
	0.1
	Initial Draft

	01/08/2025
	0.2
	Updated version



2. Approvals
		Role
	Name
	Title
	Signature
	Date

	Project Sponsor
	Dr. R.G. Ingle
	BA Trainer / Guide
	___
	___

	Business Owner
	Dr. Y.R. Gode
	COO, College Event Platform
	___
	___

	Project Manager
	Isha Chavan
	Business Analyst Intern
	___
	___

	System Architect
	Rahul Deshmukh
	Solutions Architect
	___
	___

	Development Lead
	Simran Patel
	Full Stack Developer Lead
	___
	___

	UX Lead
	Ajay Varma
	UX Designer / Wireframe Lead
	___
	___

	Quality Lead
	Neha Shah
	QA Specialist
	___
	___

	Content Lead
	Anjali Mehta
	Documentation Analyst
	___
	___






3. RACI Chart for This Document
Codes Used in RACI Chart
* Authorize - Has ultimate signing authority for any changes to the document.
· R – Responsible - Responsible for creating this document.
· A – Accountable - Accountable for accuracy (for example, the project manager)
· S – Supports - Provides supporting services in the production of this
· C – Consulted - Provides input (such as an interviewee).
· I – Informed - Must be informed of any changes.


	Name
	Position
	* 
	R
	A
	S 
	C 
	I

	Isha Deshmukh
	Business Analyst Lead
	
	✅
	
	✅
	
	✅

	Principal
	Project Sponsor
	✅
	
	✅
	
	
	✅

	Faculty Coordinator
	Functional Approver
	
	
	
	✅
	✅
	✅

	IT Support Lead
	Technical Team Member
	
	
	
	✅
	✅
	

	Student Organizer
	End User Representative
	
	
	
	
	✅
	✅

	Development Lead
	Engineering / Dev Team Head
	
	
	✅
	✅
	✅
	

	UX Designer
	UI/UX Expert
	
	
	
	✅
	✅
	

	Quality Analyst
	QA Tester
	
	
	
	✅
	✅
	✅



4. Introduction
4.1. Business Goals
To streamline event coordination at academic institutions by digitalizing manual workflows for registration, approvals, and event scheduling.
4.2. Business Objectives
· Develop a centralized College Event Management System
· Enable registration, approval tracking, and notifications
· Provide dashboards for Admin, Students, and Coordinators
· Align with institutional calendar and access roles
4.3. Business Rules
· Students can register only for active events
· Approval workflow must be sequential (Faculty → Admin → Final Review)
· Coordinators must ensure event closure reports post-event
4.4. Background
Currently, college events are managed via emails, Excel sheets, and paperwork. This leads to confusion, approval delays, and poor data tracking. EMA aims to eliminate these inefficiencies.
4.5. Project Objective
To build a web-based and mobile-compatible platform that integrates event data, automates approvals, and improves coordination.
4.6. Project Scope
4.6.1. In Scope Functionality
· Event Registration Module
· Approval Workflow
· Event Dashboard
· Admin Login and Role Management
· Push Notifications




4.6.2. Out Scope Functionality
· Integration with external CRMs
· Payment gateway for ticketed events (future release)
5. Assumptions
· User roles and access will be clearly defined
· All stakeholders will be available for requirement validation
· Mobile compatibility will be achieved via responsive design
6. Constraints
· Limited development time (6 weeks)
· Budget capped for tools and plugins
· No integration with existing ERP systems
7. Risks
		Risk Category
	Description
	Strategy

	Technological Risks
	UI rendering issues on legacy browsers
	Mitigate

	Skill Risks
	Lack of React developers or design expertise
	Transfer

	Political Risks
	Delay or disruption due to institutional approvals or policy changes
	Accept

	Business Risks
	Resistance to tech adoption from faculty/staff
	Accept

	Requirements Risks
	Scope creep due to late stakeholder input
	Avoid

	Other Risks
	Server downtime during peak registration periods
	Mitigate






8. Business Process Overview
8.1. Legacy System (AS-IS)
Manual forms collected by coordinators → Email sent to Admin → Approval tracked via phone calls → Excel for student list
8.2. Proposed Recommendations (TO-BE)
Digital form submission → Automatic role-based approval → Real-time dashboards → Event history archived for reference
9. Business Requirements
	Req ID
	Requirement Description
	Priority
	Category

	BRD-001
	Enable student registration with OTP
	High
	Functional

	BRD-002
	Dashboard for event summaries
	Medium
	Functional

	BRD-003
	Audit log for approval actions
	High
	Non-Functional



10. Appendices
10.1 List of Acronyms
· EMA: Event Management Application
· OTP: One-Time Password


· MOM – Minutes of Meeting
· ROI – Return on Investment
· RFP – Request for Proposal
10.2 Glossary of Terms
· Stakeholder: Person impacted or influencing project decisions
· Wireframe: Visual guide for UI structure
10.3 Related Documents
· Document 1: Business Case
· Document 2: BA Strategy
· Document 3: Functional Specification
· Document 4: Requirement Traceability Matrix




