WATERFALL DELIVERABLES – PART 1
1. BUISENSS CASE DOCUMENT

Why is this project initiated?
The project is initiated to streamline and standardize the employee exit/retirement process within HRMS. Currently, clearance process such as returning assets, clearing advances and final approvals are managed manually or through fragmented systems. This causes delays, errors and lack of accountability. By introducing a centralized clearance workflow, the organisation will ensure smooth offboarding, compliance with policies and reduced administrative burden.
What are the current problems?
· No centralized system for tracking clearance status across departments such as IT, finance, Administration.
· Manual follow-ups between HR and other departments cause delays in final settlements.
· Employees and departments face confusion due to lack of visibility into pending clearing tasks.
· High risk of financial or asset losses if clearance is missed or incomplete due to manual error.

With this project how many problems could be solved?
· This enhancement directly addresses the above challenges by:
· Eliminating manual tracking and centralizing clearance workflows
· Reducing delays through checklist for each category and system-based approvals
· Enhancing compliance by ensuring no clearance step is skipped before final settlement.
· Providing transparency to HR and management about the status of each employee’s exit.
· Enable timely generation of exit/retirement letters after all approvals are given to an employee
What are the resources required?
· People: Skilled professional in Java, JavaScript, Bootstrap and SQL for development, along with QA/testers, Business Analyst, Database Administration and HR domain experts for validation (SMEs).
· Time: Estimated project timeline of 2-3 months, following waterfall phases sequentially and completing full development.
· Budget: Approx Rs 15,00,000, covering development, testing and deployment and training.
· Training & services: Sessions for training HR staff and departmental users on the new clearance workflow.
· Software: HRMS platform licences and supporting tools (such as IDE, testing tools), Database (Oracle/MySQL), UI frameworks (Bootstrap, JS), Reporting tools.
· Hardware: Servers, storage and backup infrastructure.

How much organizational change is required to adopt this technology?
HR teams and departmental heads need to adopt the new clearance workflow instead of manual methods. As workflow aligns with existing clearance policies, minimal resistance is expected because it only digitizes and centralizes them. Also, training sessions and user manuals will ensure smooth adoption.

Time Frame to recover ROI?
The ROI (Return of Investment) expected within 1 financial year after deployment. This is possible because the system will reduce delays in financial settlements, prevent financial or asset losses and cut down on manual administrative effort. In addition to these direct savings, the system will also deliver intangible benefits such as improved efficiency, better compliance with policies and smoother exit experience for employees.

How to identify Stakeholder?
Stakeholders are identified based on departments and individuals directly impacted by responsible for exit process:
Primary Stakeholders: HR Department, IT Department, Admin Department, Finance Department, Project Sponsor (Director/Senior Executive)
Secondary Stakeholders: Payroll team, Senior Management
Project Stakeholders: Project Manager, Business Analyst, Development & QA teams

2. Business Analyst Approach Strategy
As a BA for the HRMS Exit/Retirement clearance workflow enhancement, my approach will cover the entire lifecycle for waterfall model. The strategy includes,
· Requirement Elicitation 
· Conduct requirement gathering sessions through interviews, workshops and document analysis with HR, IT and Finance teams
· Use observation technique to understand current clearance procedures and identify gaps.
· Apply questionnaires/surveys where needed, will be circulated to capture feedback from multiple departments.

· Stakeholder Analysis (RACI/ILS)
· Once requirements are collected, identifying all stakeholders will be crucial. Stakeholders are HR Team, IT Team, Finance Team, Admin Team and Project Sponsor.
· Prepare a RACI matrix (Responsible, Accountable, Consulted, Informed) to clarify roles.
· Maintain ILS (Influence, Level of Interest, Support) chart to prioritize stakeholder engagement.

	Task/Activity
	HR Team
	IT Team
	Finance Team
	Admin Team
	Project Sponsor
	BA
(Sunita Acharya)

	Requirement Gathering
	C
	C
	C
	C
	I
	R/A

	System Design
	C
	R/A
	C
	C
	I
	C

	Development
	I
	R/A
	C
	C
	I
	I

	Testing
	R
	R
	C
	I
	I
	C

	UAT
	R
	C
	C
	I
	I
	C

	Deployment
	C
	R/A
	C
	C
	I
	I

	Project Approval & Funding
	I
	I
	I
	I
	R/A
	I

	Final Sign-Off
	R
	C
	C
	R
	A
	C


RACI MATRIX
	Stakeholder
	Interest
	Level of Influence
	Support
	Remarks

	Project Sponsor
	High
	High
	Strong
	Provides funding, final approval, ensures project aligns with business goals

	HR Team
	High
	Medium
	Strong
	Direct users of clearance workflow, responsible for execution

	IT Team
	Medium
	High
	Moderate
	Provide input for clearance on advances, part of validation

	Finance Team
	Medium
	Medium
	Moderate
	Provide input for clearance on advances, part of validation

	IT Team
	Medium
	Medium
	Moderate
	Provide input for clearance on advances, part of validation

	Business Analyst
	High
	Medium
	Strong
	Ensures requirements are well defined, documented and delivered.


ILS Chart


· Documentation Deliverables
The documents required for this project are:
· Business Case Document: This document outlines why the enhancement is required, the problems with the current system, opportunities for improvement, ROI expectations and alignment with organisational goals.
· Business Requirement Document (BRD): It clearly outlines the high-level business goals, objectives and the value the project will deliver.
· Functional Requirement Specification (FRS): It specifies the functionality of the system in detail, usually from the perspective of the users.
· RTM document: Ensures that all requirements are mapped to their corresponding deliverables and tests.
· Process Flow Diagrams and mock-ups: It is a visual representation of how the process will work and how screens will look which helps stakeholders to visualize the solution early and make changes if needed before actual development.
· UAT Test Scenarios and Plan: It defines test cases that map back to requirements. This ensure the final solution is validated against agreed functionality and approved by stakeholders before deployment.

· Review And Sign-off Process
· Once documents are drafted, they will be shared with all key stakeholders for review. I will conduct review meetings with the client to explain the content and clarify any ambiguities. 
· Stakeholder feedback will be recorded, incorporated into documents, and a final version will be prepared for approval.
· The sign-off process will involve formal approval from the Project Sponsor and all the department heads, ensuring that all requirements are agreed upon before development begins.

· Approvals and Governance
· Taking approvals are extremely crucial part of the process, therefore all approvals will be tracked formally, either through signed-off documents or official email confirmations. 
· Governance will be managed by presenting requirements and design documents to Project Sponsor and all the departmental heads. This will ensure that all enhancements align with organisational priorities and compliance policies.

· Communication Management
· A well-defined communication plan will be established where weekly project meetings will be schedules with core project team to track progress and resolve issues. 
·  A progress tracker may be set up to provide real-time visibility of project status to senior management. This ensures transparency and avoids any miscommunication.
· For communication management, project management tools like JIRA, email communication, Zoom meetings, Document sharing tool like google drive will be used.

· Change Request Handling
· During the project, new requirements or modifications may rise. To handle this, a formal Change request (CR) process will be followed. Each CR will be documented, analysed for its impact on scope, budget and timeline and presents to the client and then project sponsor for approval. 
· Only after formal approval the changes will be implemented followed by testing and deployment then monitor the change’s impact on the project once complete, formally close the request.

· Progress Reporting
· Maintain a Requirement Traceability Matrix (RTM) to track development against requirements. This helps ensure that all requirements are developed, tested and delivered as per client expectations.
· Regular status reports will be shared with stakeholders highlighting the progress, risks and mitigation actions. Any major risks or blockers will be escalated using proper escalation process.
· UAT (User Acceptance Testing) and Final Sign-off
· Once development is complete, I will coordinate with HR and other teams to conduct UAT.
· Predefined test cases will be executed to validate that the solution meets business requirements. Any issues identified will be logged, tracked and resolved before retesting.
· After successful completion of UAT, a Client Project Acceptance Form will be signed off by the Project sponsor, confirming that the solution is fully accepted and ready for deployment.

3. FUNCTIONAL SPECIFICATIONS

	Project Name 
	Employee Exit/Retirement Management – HRMS

	Customer Name 
	West Bengal Govt. officials (HR, IT, finance departments)

	Project Version 
	v1.0

	Project Sponsor 
	Mr. Rupjit Roy, Director

	Project Manager 
	Mr. Partha Sarathi Roy

	Project Initiation date
	26/08/2025




Functional Requirement Specifications
	Req ID
	Req Name
	Req Description
	Priority

	FR001
	Employee Exit/Retirement Initiation
	HR should be able to initiate exit/retirement process by entering employee details and exit reason
	10

	FR002
	Clearance Checklist
	System should generate a clearance checklist (IT, Finance, Admin) automatically for exit case.
	10

	FR003
	IT Clearance
	IT department should be able to mark return of laptop, ID card and other asset in the system
	9

	FR004
	Finance Clearance
	Finance should be able to check pending advances/loans and update clearance status
	9

	FR005
	Admin Clearance
	Admin should verify cabin/desk handover, parking passes, library resources or other allocated assets
	8

	FR006
	HR Final Approval
	HR should review departmental clearances and provide final approval to complete the exit process.
	10

	FR007
	Status Tracking Dashboard
	HR should be able to track overall clearance status per employee such as Cleared/Pending 
	8

	FR008
	Audit Trail
	The system should maintain an audit trail of all clearance activities for compliance purposes
	8

	FR009
	Off-Boarding Reporting
	HR should be able to generate off-boarding reports for employees who has cleared the checklist
	7

	FR010
	Clearance Status Reporting
	HR should be able to generate department-wise and employee-wise clearance status reports for audit and review by higher management 
	7



4. REQUIREMENT TRACEABILITY MATRIX

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

	FR001
	Employee Exit/Retirement Initiation
	HR should be able to initiate exit/retirement process by entering employee details and exit reason.
	Pending
	Pending
	Pending
	Pending
	Pending
	Pending

	FR002
	Clearance Checklist
	System should generate a clearance checklist (IT, Finance, Admin) automatically for exit case.
	Pending
	Pending
	Pending
	Pending
	Pending
	Pending

	FR003
	IT Clearance
	IT department should be able to mark return of laptop, ID card and other asset in the system
	Pending
	Pending
	Pending
	Pending
	Pending
	Pending

	FR004
	Finance Clearance
	Finance should be able to check pending advances/loans and update clearance status
	Pending
	Pending
	Pending
	Pending
	Pending
	Pending

	FR005
	Admin Clearance
	Admin should verify cabin/desk handover, parking passes, library resources or other allocated assets
	Pending
	Pending
	Pending
	Pending
	Pending
	Pending

	FR006
	HR Final Approval
	HR should review departmental clearances and provide final approval to complete the exit process.
	Pending
	Pending
	Pending
	Pending
	Pending
	Pending

	FR007
	Status Tracking Dashboard
	HR should be able to track overall clearance status per employee such as Cleared/Pending 
	Pending
	Pending
	Pending
	Pending
	Pending
	Pending

	FR008
	Audit Trail
	The system should maintain an audit trail of all clearance activities for compliance purposes
	Pending
	Pending
	Pending
	Pending
	Pending
	Pending

	FR009
	Off-Boarding Reporting
	HR should be able to generate off-boarding reports for employees who has cleared the checklist
	Pending
	Pending
	Pending
	Pending
	Pending
	Pending

	FR010
	Clearance Status Reporting
	HR should be able to generate department-wise and employee-wise clearance status reports for audit and review by higher management 
	Pending
	Pending
	Pending
	Pending
	Pending
	Pending
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3. RACI Chart 
The RASCI matrix is a responsibility assignment tool that clarifies the roles of stakeholders for each task or deliverable in the project. It ensures accountability, avoid confusion and improves communication. 
It outlines who is Responsible (R), Accountable(A), Supports(S), Consulted(C) and Informed(I) for each task, ensuring clear communication and accountability among team members and stakeholders.
Codes used in RACI Chart are:
*:  Authorize has ultimate signing authority for any changes to the		document
Responsible (R):  Responsible of creating this document
Accountable(A):  Accountable for accuracy of this document
Supports(S):   Provides supporting service in the production of this document
Consulted(C):   Provides input 
Informed(I):   Must be informed of any changes

	Name
	Position
	*
	R
	A
	S
	C
	I

	Project Sponsor
	Senior Executive/Director
	X
	
	
	
	
	

	Business Owner
	Head of HR Department
	
	
	X
	
	X
	

	Project Manager
	Project Manager
	
	X
	
	
	
	X

	System Architect
	Solution Architect
	
	
	
	X
	X
	

	Development Lead
	Lead Developer
	
	
	
	X
	X
	

	Quality Lead
	QA/Test Manager
	
	
	
	
	X
	X

	User Experience Lead
	UX/UI Designer
	
	
	
	
	X
	

	Admin Lead
	Admin Department Head
	
	
	
	
	X
	

	IT Lead
	IT Department Head
	
	
	
	
	X
	

	Finance Lead
	Finance Department Head
	
	
	
	
	X
	

	HR Lead
	HR Department Head
	
	
	
	
	
	X




4. Introduction
4.1. Business Goals
· Automate the clearance workflow across HR, IT, Finance and Admin to reduce manual effort and eliminate delays.
· Maintain an audit trail of all clearance activities to meet compliance, audit and governance requirement.
· Ensure timely return of assets such as laptops, ID cards, parking passes and financial settlements such as loans, advances.
· Provides a dashboard for HR to track clearance status (pending/cleared) at employee and department levels.
· Generate department wise and employee wise exit reports to identify bottlenecks, improve workforce planning.
· Reduce dependency on manual follow-ups, emails and paperwork, allowing HR department and other department to go digital.


4.2. Business Objectives
· Enable HR to initiate the exit process by entering employee details and exit reason in the system.
· Automatically generate a clearance checklist covering IT, Finance and Admin departments for each exit case.
· Departmental checks will be carried out by respective departments. IT department verify return of laptop, Id Card, Finance department validate repayment/settlement of loans, advances, dues and Admin department confirm return of office equipment, parking passes, workstation handover.
· Allow HR to review all departmental clearance and provide final approval to complete exit process.
· Provide HR with dashboard to monitor clearance progress (Pending/Cleared)
· Record and track all clearance actions to ensure compliance, accountability and transparency.
· Generate off-boarding reports for employee and department wise reports for HR and senior management for audit.

4.3. Business Rules
· An employee’s exit cannot be marked as “Completed” unless IT, Finance and Admin departments have provided clearance, followed by final HR approval
· All company issued assets (laptops, ID cards, mobile devices etc) must be returned to the IT department before clearance approval.
· Finance must verify that there are no outstanding loans, salary advances before approving clearance.
· Admin must confirm that the employee has handed over any allocated cabin/desk, parking passes and other physical assets.
· HR has the final authority to approve an exit request. The clearance process cannot be closed without HR’s approval.
· The system must maintain an audit trail of all clearance activities for at least 5 years.
· There will an escalation rule which is, if any clearance is pending beyond 10 business days, an escalation mail will be sent to the respective department by HR.
· All employee data processed during exit must be handled in compliance with the company’s data protection policies.
· Only authorized personnel from HR, IT, Finance and Admin can update clearance records. Read-only access may be granted to auditors and senior management.

4.4. Background
The current employee exit/retirement and clearance process is largely manual, involving multiple departments such as HR, IT, Finance and Admin. Each department manages its own checklist and approvals separately, which often results in delays, miscommunication and lack of visibility into the overall status. This manual process increases the risk of incomplete clearances, loss of company assets, pending financial settlements and compliance issues during audits.
To address these challenges, the enhancement was proposed to automate the entire clearance workflow. By implementing a centralized system, the organization expects to streamline inter-departmental coordination, reduce administrative burden, ensure compliance with internal policies and provide an improved exit experience for employees. Additionally, automation is expected to reduce turnaround time, minimize the risk of financial or asset loss and enable better reporting and audit readiness.

4.5. Project Objective
The primary objective of this project is to design and implement an automated Employee Exit/Retirement clearance System that ensures a seamless, transparent and compliant exit process across departments. The system will:
· Enable HR to initiate exit or retirement cases and track their progress centrally.
· Provide automated clearance checklists to IT, Finance and Admin for their respective verifications such as asset, loans, desk/cabin handovers etc.
· Allow HR to give final approval only after all departmental clearances are completed.
· Maintain a complete audit trail of clearance activities for compliance and governance.
· Dashboard for HR to review clearance progress along with reports generation for final clearance of employees and overall reports across departments for audit.
· Ensure smooth integration with existing HR and payroll systems where necessary.
This solution directly supports the business objectives of improving compliance, reducing operational risk, enhancing efficiency and improving the employee off-boarding experience.
4.6. Project Scope
The purpose of this project is to design and implement an automated Employee Exit & clearance management system that streamlines the off-boarding process for employee across HR, IT, Finance and Admin departments. The system will replace the current manual, paper/email driven process with a centralized platform, ensuring compliance, transparency and efficiency. 
4.6.1. In Scope Functionality
The following functionalities are included within the scope of this project
· HR can initiate an exit/retirement request by entering employee details and exit reason.
· System auto generates department-wise clearance checklist for HR, IT, Finance and Admin.
· Departmental clearances are given to the employee, such as It to mark asset return, finance to verify loans/advance settlements and Admin to confirm return of office space/resources.
· HR to review and approve exit once all clearances are done.
· Status tracking dashboard showing cleared/pending status for each department to HR.
· System maintains a complete log of clearance actions for compliance.
· HR can generate clearance and exit reports for employee.

4.6.2. Out Scope Functionality
The following items are not included in the current project
· Employees will not initiate clearance directly, only HR will handle initiation.
· Salary settlement will be handled outside the scope.
· The system will be web-based only.
· Exit interview scheduling and feedback collection is excluded.
· Only standard reports will be available no advance/predictive analytics are involved.
· System will support only English language in this release.

5. Assumptions

The following assumptions are considered while defining the requirements for this project:
· All departments (HR, IT, Finance, Admin) will actively use the system and assign designated users for clearance tasks.
· Users will have access to the system through the organization’s internal network.
· HR will be the single point of initiation for all exit/retirement process.
· All employee master data (name, employee ID, department, date of joining) will already exist in the organization’s HR system and will be available for clearance initiation.
· Approvals will be recorded either within the system or via official email communication.
· Reporting requirements are limited to employee-wise and department-wise clearance reports.
· All users are assumed to have basic technical knowledge to use the system without extensive training.

6. Constraints

The following constraints will apply to the project
· The system must be delivered within the defined project timeline as per Waterfall model.
· Budget for this enhancement is fixed and cannot exceed the allocated amount.
· The system will be web-based only.
· All clearance steps are dependent on manual confirmations from respective departments.
· The system must comply with organizational IT security policies and data privacy regulations.
· Only English language will be supported in the system for this release.
· Hardware and infrastructure resources will be limited to existing organizational IT environment (no new servers or third-party platforms)






7. Risks

Technological Risks
There is a risk of compatibility issues with existing HRMS and payroll systems. If the new clearance module does not integrate smoothly, it could lead to data mismatches, delays and manual workarounds. Additionally, infrastructure limitations such as server or database performance issues may affect system speed and reliability. To mitigate these risks early technical feasibility testing and performance benchmarking will be carried out.

Skills Risks
The project requires specialized expertise in HR workflow automation, integration with IT/Finance/Admin systems and compliance related features. If skilled resources are not available on time, it may delay development and compromise quality. Training existing staff and if needed, hiring external consultants are planned mitigation strategies.

Political Risks
There is a risk that changes in management priorities or lack of executive sponsorship may reduce support for this project. Additionally, resistance may come from IT, Finance or Admin departments who may be reluctant to shift from manual processes to automated systems. These risks will be mitigated through stakeholder engagement sessions, change management workshops, and regular updates to the department head.

Business Risks
If the project is cancelled or delayed, the organisation will continue using manual clearance processes. This increases the risks of non-compliance, delays in employee exists and financial or reputational impact during audits. While the probability is low, the impact is high, so governance will be emphasized to keep the project on track.

Requirements Risks
There is a risk that clearance workflows may not be fully understood or correctly captured across different departments (HR, IT, Finance, Admin). Ambiguities in scope, such as integration with third party asset management tools, may also lead to rework and delays. To mitigate this, multiple requirement walkthroughs, stakeholder sign-offs, and prototyping sessions will be conducted.


Other Risks
Additional risks include data privacy and security concerns, since employee personal and financial data will be processed in the system. Any data breach could lead to legal and compliance issues. Another risk is delay in approvals, as multiple stakeholders need to review and sign off at different stages, which may slow down the project. To mitigate these, robust security measures (encryption, access control) will be implemented and am approval escalation matrix will be defined.

8. Business Process Overview
The employee exit and clearance process involves multiple departments, including HR, IT, Finance and Admin. The process ensures that all company assets are returned, financial dues are settles and administrative formalities are completed before an employee’s exit is finalized.

In the current Legacy (AS-IS) system, this process is manual, fragmented and dependent on individual departments which often causes delays and inefficiencies. The proposed TO-BE system introduced a centralised, workflow driven solution that automates notifications, track clearances in real-time, and generates audit-ready reports. This transition aims to reduce manual effort, minimize errors and provide better visibility to HR and management.
 
8.1. Legacy System (AS-IS)
Currently, the employee retirement/exit and clearance process is manual and fragmented. Each department (HR, IT, Finance, Admin) handles its own clearance independently, with no centralized system for coordination. This leads to delays, lack of visibility and inconsistencies in the process.
Key Steps in Legacy System: 
· HR initiates clearance by manually notifying IT, Finance and Admin via email.
· Each department verifies clearance manually.
· Departments send clearance confirmation back to HR individually.
· HR consolidates all inputs and provides final approval.
· Reports for management or audit are prepared manually in Excel. 

Challenges in Legacy System:
· Delays due to dependency on manual communication.
· No real-time tracking of clearance status.
· High chances of errors or missed steps.
· No proper audit trail for compliance.
· Manual report generation is time-consuming.


[image: ]

Process flow Diagram (AS-IS)





8.2. Proposed Recommendations (TO-BE)
The proposed system will digitize and centralize the clearance process. A workflow driven solution will automatically notify departments, track responses and provide visibility to HR and management. This ensures faster processing, audit compliance and reliable reporting.
Keys Steps in TO-BE System:
· HR initiates exit request in the system by entering employee details.
· System automatically generates a clearance checklist covering IT, Finance and Admin tasks.
· Notifications are sent to respective departments for clearance activities.
· Each department updates clearance status directly in the system.
· HR monitors overall progress on a centralized dashboard.
· Once all clearances are complete, HR provides final approval.
· System generates automated clearance/exit reports and maintains a complete audit trail.
Benefits of TO-BE System:
· Centralized workflow reduces delays.
· Dashboard for HR to track all the clearance improves visibility.
· Standardize, system generated reports lead easier for management and audits.
· Reduced manual dependency makes it faster, error-free process

9. Business Requirements

	Requirement ID
	Requirement Name
	Requirement Description
	Priority

	BR001
	Exit Initiation
	The system should allow HR to initiate and manage the employee exit/retirement process in a standardized and centralized manner.
	10

	BR002
	Automated Clearance workflow
	The system should automate clearance workflows across HR, IT, Finance and Admin to reduce manual effort and delays. 
	10

	BR003
	Centralized Tracking
	The system should provide a single platform where HR can track the overall clearance status for each employee.
	9

	BR004
	Departmental Accountability
	Each department (IT, Finance and Admin) should be accountable for updating their clearance tasks in the system.
	9

	BR005
	Audit & Compliance
	The system should maintain a detailed audit trail of clearance activities for compliance and regulatory purposes.
	8

	BR006
	Report Generation
	The system should generate standardize clearance and exit reports for HR and management review.
	8

	BR007
	Integration with Asset and Payroll systems
	The system should integrate with asset management and payroll systems to validate pending items.
	8

	BR008
	Improved Communication
	Reminder should be sent by HR to relevant departments to avoid delays.
	7

	BR009
	User friendly interface
	The system should be intuitive and require minimal training for HR, IT and Finance and Admin staff.
	7

	BR010
	Scalability for future growth
	The solution should support scalability to handle increased employee volumes and additional departments in the future.
	6





10. Appendices
10.1. List of Acronyms
HR – Human Resources
IT – Information Technology
QA – Quality Assurance
UI/UX – User Interface/User Experience
RACI – Responsible, Accountable, Consulted, Informed
AS-IS – Current/Legacy Process
TO-BE – Proposed/Future Process
BRD – Business Requirement Document
HRMS – Human Resource Management System
SMEs- Subject Matter Experts


10.2. Glossary of Terms
· Clearance Process: A series of activities ensuring employees return assets, settle dues and complete formalities before exit.
· Exit Initiation: Starting the employee off-boarding process by HR.
· Audit Trail: A chronological record of actions and approvals maintained for compliance.
· Dashboard: A visual interface showing the status of clearance activities (pending/cleared).
· Escalation: Automatic notification if a clearance is delayed beyond defined time.
· Stakeholder: Any individual or department (HR, IT, Finance, Admin) involved in or impacted by the clearance process.
· Integration: Linking the clearance system with other systems such as asset management or payroll for data validation.

10.3. Related Documents
I. Business Case Document
II. Functional Specification Document
III. Requirement Traceability Matrix Document
IV. IT Security & Data Privacy Policies
V. Audit & Compliance Guidelines
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