Q1. Difference between Brainstorming and JAD Sessions (3 marks)
Brainstorming
· What it is: A creativity technique to rapidly generate many ideas without judging them.
· Goal: Divergence — explore possibilities, uncover hidden needs, provoke novel solutions.
· Facilitation rules: Defer judgment; go for quantity; build on others’ ideas; encourage wild ideas; stay on topic; time-box (e.g., 20–30 minutes).
· Outputs: Raw idea list, affinity-grouped themes, draft opportunity areas.
· When to use: Early discovery; problem framing; risk/assumption surfacing.
· Pros/cons: (+) breadth, speed, engagement; (–) can be unfocused, subject to groupthink if poorly facilitated.
· Example: Generating 50+ ideas to improve loan application experience (pre-fill from HRIS, instant eligibility hint, EMI sandbox, etc.).
JAD (Joint Application Design)
· What it is: Structured, facilitated workshops to elicit, refine, and agree on requirements with cross-functional stakeholders in the room.
· Goal: Convergence — clarity, decisions, signed-off requirements.
· Participants: BA (facilitator), product/business owner, SMEs (HR, Accounts), architects, QA, sometimes end users.
· Outputs: Validated requirements, business rules, UI flows, open issues log, MoM.
· When to use: Scope definition, resolving conflicts, detailed field-level or rule-level agreement.
· Pros/cons: (+) fast alignment, reduces rework; (–) prep heavy, stakeholder time costly.
· Example: Finalizing the loan approval matrix and repayment schedule rules with HR + Accounts.
Bottom line: Brainstorming = idea generation (diverge). JAD = requirements alignment (converge).

Q2. Why Document Analysis is compulsory in a project
Document analysis is considered a compulsory technique because it provides the foundation for understanding an existing process or system before engaging stakeholders. By reviewing documents such as policy manuals, user guides, SOPs, compliance guidelines, and historical reports, a business analyst gains critical insights into how a system operates, what constraints exist, and what has already been tried or implemented. This prevents duplication of effort, ensures compliance with regulations, and helps identify gaps or inconsistencies in existing processes. It is also cost-effective, as it reduces the time stakeholders need to spend explaining routine details that are already documented. For instance, in the context of a Loan Management System, analyzing HR policies and payroll documents helps the analyst understand existing loan eligibility rules and repayment methods before conducting interviews or workshops.


Q3. Contexts where Reverse Engineering is used
Reverse engineering is applied when an existing system must be understood, but its documentation is missing, outdated, or unavailable. It involves analyzing system components, interfaces, or workflows to uncover hidden requirements, business rules, or design structures. It is commonly used during legacy system modernization projects, where organizations want to migrate from an old manual or semi-automated system to a new digital solution. It is also useful in cases where a competitor’s product or an inherited application needs to be studied for compliance or enhancement. For example, if the company already has a manual or spreadsheet-based loan approval process, reverse engineering would involve analyzing those forms and records to extract rules about eligibility, approval workflows, and repayment schedules, which can then be automated in the new system.

Q4. Difference between Brainstorming and Focus Groups
Although brainstorming and focus groups are both group-based techniques, they serve different purposes. Brainstorming is focused on generating a large number of ideas in a free-flow environment, where participants contribute suggestions without restrictions, and creativity is prioritized over feasibility. Focus groups, on the other hand, are structured discussions with a small group of stakeholders or users (usually 6–12 participants) where the goal is to explore their perceptions, attitudes, and opinions on a product or feature. Brainstorming emphasizes quantity of ideas, while focus groups emphasize the quality of feedback and user perspectives. For example, brainstorming could be used to suggest many ways to improve the employee loan process, while a focus group could be used to evaluate whether employees find automatic salary deduction acceptable or intrusive.
Focus Group
· What it is: Moderated discussion with a small, representative user set (6–10 people) to probe attitudes, preferences, and perceptions.
· Goal: Qualitative depth on value and usability, not idea volume.
· Methods: Discussion guide, stimulus (wireframes, prototypes), neutral moderation.
· Output: Themes, quotes, prioritized pains/gains, acceptance risks.
Contrast
· Brainstorming → quantity of ideas (diverge).
· Focus group → quality of feedback on proposed ideas (evaluate).
Example: Testing employees’ reactions to auto-salary deduction and EMI transparency prototypes.



Q5. Active and Passive Observation
Observation is a powerful technique where a business analyst learns by watching how users perform their tasks. In passive observation, the analyst quietly observes the end users without asking questions or interfering in their work. This approach ensures that the process is not disturbed and that the analyst sees the natural flow of work. However, the drawback is that the analyst may not fully understand the rationale behind each step. In active observation, the analyst not only observes but also asks questions and interacts with the users while they work. This clarifies ambiguities and provides deeper insight but may disrupt the user’s workflow. For instance, an analyst might passively observe the Accounts department generating payroll deductions, and later actively ask HR staff why specific loan applications were rejected.


Q6. Conducting a Requirements Workshop
A requirements workshop is a collaborative session where stakeholders come together to define and refine project requirements. To conduct one, the business analyst first prepares an agenda, sets clear objectives, and invites the right participants such as end users, SMEs, HR, and Accounts. During the workshop, the analyst facilitates discussions, encourages open participation, and uses elicitation techniques like brainstorming, scenarios, and use case exploration. Documentation of ideas and outcomes is essential, as it ensures that nothing is lost. At the end of the session, the analyst summarizes agreements, validates them with stakeholders, and records open issues or action items. Workshops are particularly effective in achieving consensus quickly, for example, defining the approval process for employee loans in the Loan Management System.

Q7. Interview Technique – Contexts, Types, and Questions
Interviews are widely used when a business analyst needs detailed, firsthand information from stakeholders. They are especially useful for gaining insights from subject matter experts, understanding executive priorities, or identifying frontline challenges. Interviews can be structured or unstructured. In structured interviews, the analyst prepares a fixed set of questions in advance, which ensures consistency and makes it easier to compare responses. In unstructured interviews, the conversation flows more freely, allowing stakeholders to express opinions and elaborate on topics, but requiring more time to analyze. Interview questions can also be open-ended or closed-ended. Open-ended questions encourage detailed answers, such as, “What challenges do you face when processing loan approvals?” Closed-ended questions provide specific answers, such as, “Do you use Excel to track loan repayments? Yes or No.” Using a mix of structured/unstructured formats and open/closed questions gives a comprehensive understanding of stakeholder needs.
Structured interviews
· Characteristics: Predetermined questions, consistent order, scoring grids.
· Benefits: Comparable answers; efficient for many stakeholders.
· Drawbacks: May miss unexpected insights.
· Example question: “List all fields required on the loan application form; which are mandatory/derived?”
Unstructured interviews
· Characteristics: Conversational, exploratory.
· Benefits: Reveals unknown unknowns, narratives.
· Drawbacks: Time-consuming; harder to compare.
· Prompt: “Walk me through your last complex loan approval from start to finish.”
Open-ended vs Closed-ended
· Open-ended: Invite elaboration.
· “What situations lead to loan rejection most often?”
· Closed-ended: Constrain to specific response.
· “Is salary deduction posted on the last working day of the month? (Yes/No)”
· Guideline: Start open → finish closed for confirmation.


Q8. Questionnaire Technique – Use and Example
Questionnaires are used when information must be gathered from a large group of stakeholders in a cost-effective and time-efficient manner. They are especially useful when stakeholders are distributed across different locations or when quantitative data is needed to support decisions. Questionnaires can contain a mix of multiple-choice, rating scale, and open-text questions. For example, in the case of a Loan Management System, a questionnaire could be sent to all employees asking whether they would use a company-provided loan facility, what repayment options they prefer, and their satisfaction with existing processes. Analyzing responses helps identify trends, preferences, and areas needing improvement.
Q9. Sorting Requirements – Use and Example
Sorting requirements involves organizing them into logical categories to make them easier to manage and understand. This process is often done before prioritization and helps ensure traceability. Requirements can be sorted into categories such as functional and non-functional, mandatory and optional, or grouped by modules like loan application, approval, repayment, and reporting. For example, in a Loan Management System, the requirement to “allow employees to apply online” would fall under functional requirements, while “system response time must be less than 3 seconds” would fall under non-functional requirements. Sorting ensures clarity and makes subsequent planning more efficient.
Q10. Prioritizing Requirements – Use and Example
Prioritizing requirements is the process of determining which requirements should be implemented first, based on factors like business value, urgency, regulatory compliance, or stakeholder needs. This is crucial during release planning or when resources are limited. One common technique is MoSCoW, where requirements are classified as Must Have, Should Have, Could Have, or Won’t Have. For example, in a Loan Management System, the requirement to submit a loan application online would be a Must Have, the EMI calculator might be a Should Have, and integration with a third-party credit scoring service could be considered a Could Have. Prioritization ensures that critical features are delivered first, providing maximum value early in the project.
Q11. Weekly Status Reporting
Weekly status reporting is essential to keep stakeholders updated on project progress, risks, and issues. The business analyst collects updates from different workstreams, compares them with the project plan, and highlights key achievements, challenges, and pending tasks. A typical weekly report includes the overall project status (often represented as Red, Amber, or Green), progress against milestones, risks and mitigation plans, issues requiring attention, and next week’s plan. For example, a weekly report for the Loan Management System might show that the HR approval module is 80% complete, note a risk of delay in payroll system integration, and highlight that user testing is scheduled for the following week.
Report structure
· RAG status: Overall, Scope, Schedule, Budget, Quality, Risks.
· Progress vs plan: % complete by workstream; burn-up/burn-down.
· Milestones: Achieved, at-risk, upcoming.
· Risks & issues: Description, impact, owner, due date, mitigation.
· Decisions needed: Clear asks from leadership.
· Next-week plan: Concrete deliverables.
Good practices: Single source of truth; keep metrics stable; attach MoM; highlight deltas; time-box review to 15–20 minutes.
Example snippet
· Overall: Amber (Payroll API dependency).
· This week: HR verification flow signed-off; EMI schedule prototype done.
· Risks: Vendor sandbox delay (impact: Sprint-3). Mitigation: mock server.






Q12. Meeting Minutes Document (Sample)
Meeting minutes are a formal record of discussions, decisions, and action items agreed upon during a meeting. A sample MoM for the Loan Management System might include the date and time of the meeting, attendees (e.g., BA, HR, Accounts, IT), the agenda (such as finalizing the approval process), discussion points (e.g., HR will verify eligibility, Accounts will handle EMI schedules), decisions taken (e.g., approval matrix finalized), and action items with owners and deadlines (e.g., BA to draft requirements by 15 August). Properly maintained minutes ensure accountability and serve as reference documents throughout the project.
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Q13. Change Tracker Document (Sample)
A change tracker is used to record, monitor, and control changes to requirements or project scope. A typical document includes change ID, date raised, requested by, description, priority, impact analysis, status, and owner. For example, Change ID CH-001 might represent a request from HR to add a mandatory “Rejection Reason” field to the loan application form, with status marked as Approved and assigned to the BA for implementation. Maintaining a change tracker ensures that all scope changes are documented, evaluated for impact, and implemented systematically, reducing the risk of uncontrolled scope creep.
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Q14. Traditional vs Agile Development Models (8 marks)
Traditional (Waterfall/Stage-Gate)
· Flow: Requirements → Design → Build → Test → Deploy (sequential).
· Change: Costly late; change control heavy.
· Delivery: One big release; long feedback loops.
· Planning: Up-front scope/budget/schedule baseline.
· Docs: Heavier BRD/FRD/HLDD/LLD.
· Risk: Front-loaded mitigation; surprises late in test.
· Best when: Stable requirements, heavy compliance, fixed bids.
Agile (Scrum/Kanban)
· Flow: Iterative increments; time-boxed sprints (2–3 weeks).
· Change: Welcomed with backlog re-prioritization.
· Delivery: Early & frequent; working software each sprint.
· Planning: Rolling wave; empirical — inspect & adapt.
· Docs: Just-enough; user stories, acceptance criteria, DoR/DoD.
· Risk: Reduced via frequent integration, CI/CD, test automation.
· Best when: Evolving requirements, need for speed/learning.
Loan system mapping
· Waterfall for policy-heavy parts (compliance sign-offs).
· Agile for UX and workflow iterations (employee portal).
· Hybrid is common: policy BRD baseline + Agile delivery for features.

Q15. Brainstorming Technique and its Use
Brainstorming is a group creativity technique used to generate a large number of ideas in a short period of time. The facilitator presents a problem statement, and participants freely suggest ideas without criticism or evaluation. This encourages creativity and allows even unconventional ideas to surface. After the idea generation phase, ideas are categorized and evaluated for feasibility. Brainstorming is particularly useful in the early phases of a project when exploring potential features or solutions. For example, brainstorming could be used to explore ways to reduce loan approval time, leading to ideas such as pre-filled forms, AI-based eligibility checks, or employee self-service portals.
Q16. Accounts Department — at least 5 reports (10 marks)
Design principle: Reports should support control, reconciliation, compliance, and decision-making.
1. Loan Applications Intake Report
· Purpose: Volume trend; workload planning; SLA tracking.
· Key fields: App ID, Employee ID/Name/Dept, Amount, Term, Date Received, Current Stage, SLA due.
2. Approval vs Rejection Analysis
· Purpose: Decision quality; policy tuning.
· Fields: Decision, Reason Code, Amount band, Grade, Tenure, Decision TAT.
3. Repayment Schedule & Deduction Register
· Purpose: Monthly payroll deduction execution & audit.
· Fields: Employee ID, Loan ID, EMI No., EMI Amount, Due Date, Deducted (Y/N), Shortfall, Remarks.
4. Outstanding Principal & Aging
· Purpose: Exposure tracking; risk oversight.
· Fields: Opening Balance, Principal Paid, Interest Paid, Closing Balance; Buckets (0–30/31–60/61–90/90+).
5. Delinquency & Exceptions Report
· Purpose: Missed/partial deductions; escalations.
· Fields: Loan ID, Missed EMIs, Amount Overdue, Reason (Leave/No Pay/Payroll Error), Action Taken.
6. Early Closure/Prepayment Report
· Purpose: Cash flow impact; settlement reconciliation.
· Fields: Prepaid Amount, Waivers, Charges, Date.
7. GL Interface Reconciliation
· Purpose: Tally sub-ledger with general ledger.
· Fields: Batches posted, Control totals, Variances.
8. Regulatory/Compliance Extracts
· Purpose: Audit evidence, policy adherence.
· Fields: As per internal audit templates (access-controlled).
Q17. HR Rejection email/message structure (5 marks)
Subject: Your Loan Application — Decision: Rejected
Greeting: Dear <Employee Name> (Employee ID: <ID>),
App reference: Application <App ID> submitted on <Date>.
Decision & reason (mandatory):
We regret to inform you that your application was rejected due to <Reason Code: Eligibility / Documentation / Policy Limit / Outstanding Dues / Incomplete Information>.
What this means: A brief, plain-English explanation of the reason.
Next steps (options):
· You may re-apply after <condition, e.g., completing 6 months tenure>.
· Submit missing documents via the portal: <path>.
Support: For assistance, contact HR Helpdesk at <email/phone>.
Disclaimer (optional): Decisions follow company loan policy v<version>.
Signature: Regards, HR Department
Q18. HR Approval email/message structure (5 marks)
Subject: Your Loan Application — Approved
Greeting & thanks: Dear <Employee Name>, thank you for your application <App ID> (submitted <Date>).
Approval summary (clear bullets):
· Loan Amount: ₹<amount>
· Tenure: <n> months (Start: <MM-YYYY>, End: <MM-YYYY>)
· Interest / Rate Basis: <e.g., flat/declining/annual %>
· EMI: ₹<amount> (deducted from monthly salary)
· Disbursement date: <date>
Attachments/links:
· Terms & Conditions (PDF)
· Repayment Schedule (PDF/Portal link)
Action required:
Please review and accept the terms by <deadline> on the portal. Upon acceptance, disbursement will proceed and auto-deduction from salary will start from <month>.
Support & contact: HR Helpdesk details.
Signature: Regards, HR Department

Q19. Sample “Loan Applications Received” report design (8 marks)
Purpose: A single view for Accounts to monitor intake and readiness for decisioning.
Columns (recommended)
· Identifiers: App ID, Loan ID (if assigned), Employee ID, Name, Dept, Grade, DOJ/Tenure.
· Request: Requested Amount, Requested Tenure (months), Purpose (optional).
· Dates: Application Date/Time, HR Review Date, Accounts Review Date, SLA Due.
· Status: Current Stage (New/HR Review/Accounts Review/Approved/Rejected), Decision, Decision Date.
· Quality gates: KYC Verified (Y/N), Docs Complete (Y/N).
· Rejection Reason/Notes: If applicable.
· Ownership: Current Owner, Aging (days).
Sample rows
	App ID
	Emp ID
	Name
	Dept
	Amount
	Tenure (m)
	App Date
	Stage
	Decision
	Reason/Notes

	LA-24080101
	E101
	Raj Sharma
	IT
	200,000
	24
	01-Aug-2024
	Accounts Review
	—
	Docs complete

	LA-24080315
	E102
	Neha Verma
	HR
	150,000
	18
	03-Aug-2024
	Rejected
	Eligibility
	Net pay below threshold

	LA-24080507
	E103
	Amit Patel
	Finance
	300,000
	36
	05-Aug-2024
	Approved
	
	




Q20. Reporting tools for generating reports (5 marks)
Selection criteria: Data sources (HRIS/Payroll/Loan DB), security (row-level), self-service vs IT-curated, licensing, export needs (PDF/Excel), scheduling.
Good options
· Power BI (Microsoft): Robust modeling, RLS, easy with SQL/Excel; great for self-service dashboards; scheduled refresh; export to Excel/PDF.
· Tableau: Strong visual analytics; great for exploratory analysis; enterprise governance.
· SSRS / Power BI Report Builder: Pixel-perfect, parameterized operational reports; subscriptions; ideal for statements/schedules.
· JasperReports / BIRT (open-source): Embeddable, customizable; lower license cost; more dev effort.
· Excel/Google Sheets: Quick ad-hoc, familiar; pair with ODBC/DirectQuery (access control needed in BFSI).
Mapping to case
· Operational (deduction registers, repayment schedules): SSRS/Jasper.
· Management dashboards (approval rates, exposure, aging): Power BI/Tableau.
· Ad-hoc analysis (exceptions, what-if): Power BI or Excel with governed datasets.
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