Q1. What is the difference between Brainstorming and JAD Sessions? 
Answer:
	
	Brainstorming
	JAD session

	Definition
	An informal method used to generate a large number of ideas or solutions around a topic
	A structured, facilitated session used to gather system requirements involving stakeholders and technical team member.

	Purpose
	Encourage creative and open idea sharing
	Collect detailed and validated business requirements

	Structure
	Informal, spontaneous and free flowing
	Highly structured with agenda, roles, objectives and documentation

	Who attends
	Usually limited to a small group with relevant knowledge or creativity
	A cross-functional group including business users, SMEs, developers, testers and a trained facilitator



 Q 2. Why Document Analysis is one of the compulsory techniques we use in a Project? Justify 
Answer:
· Document Analysis is the process of reviewing existing documents to extract relevant information about business processes, system functionality, and stakeholder needs. 
· It is considered a compulsory technique in most projects, especially during the requirement elicitation and gap analysis phase.
· Key justifications for using document analysis:
1. Understand existing systems – Offers a clear picture of current processes and functionalities.
2. Identify gaps – Highlights missing or outdated requirements.
3. Ensure compliance – Helps meet legal and regulatory requirements.
4. Support impact analysis – Accesses changes and affected areas.
5. Improve requirements quality – Ensures completeness and clarity of documentation.

 Q3. In Which Context we will use Reverse Engineering? - 3 Marks 
Answer:
· Reverse Engineering is used when you need to understand or recreate a system without having complete or updated documentation.
· It is commonly applied during:
1. Legacy system understanding – To analyze undocumented or outdated legacy applications.
2. System migration – To extract logic for shifting to a new technology or platform.
3. Integration projects – To understand third-party systems with limited documentation.
4. Compliance audits – to uncover hidden logic for regulatory or security checks.
5. Rebuilding requirements – To create BRD/SRS from existing systems.
 
Q4. What is the difference between Brainstorming and Focus Groups?
Answer:
	
	Brainstorming
	Focus Groups

	Purpose
	To generate a large number of creative ideas quickly.
	To gather opinions, feedback and perceptions about a product or service.

	Nature
	Informal and idea-driven
	Structured and discussion-driven

	Used when
	Early in the project for idea generation or problem- solving
	When validating concepts, gathering customer feedback, or evaluating user needs.

	Type of data
	Unstructured, creative ideas
	Qualitative, opinion-based insight.



Q5. Observation Technique – Explain both Active and Passive approaches?
Answer: 
· The observation technique is a requirement elicitation method used by business analyst to understand how user interact with a system, process or environment by directly watching their behavior.
· Active – In Active Observation the BA interacts with the user while observing. The observer may ask questions, request clarifications or even participate in the task.
· Passive – In Passive Observation the BA silently observes the user without any interaction during the task.

Q6. How do you conduct the Requirements Workshop?
Answer:
· A Requirements Workshop is a structured and facilitated meeting where stakeholders, subject matter experts (SMEs), business analysts, and technical teams come together to gather, analyze, validate, and prioritize requirements for a project.
· It is one of the most effective requirement elicitation techniques, especially for complex projects with multiple stakeholders.
· Steps to conduct a requirements workshop:
1. Define objectives – Clearly state the workshop goal and expected outcomes.
2. Identify participants – Invite relevant stakeholders, SMEs and team member.
3. Prepare agenda – Draft and share a structures agenda before the session.
4. Collect inputs – Gather pre-workshop documents, expectations and stay on topic.
5. Summarize workshop – Recap key decision and clarify any pending items.
 
Q7. In which context Interview Technique can be conducted by a BA ? How may approaches are there in conducting Interviews? (Structured – Unstructured) Explain them. Explain the difference between Open Ended Questions and Closed ended Questions 
Answer:
· A Business Analyst uses the Interview Technique when:
1. Sensitive or specific requirements need to be explored one-on-one.
2. Stakeholders have detailed domain knowledge to share individually.
3. There is a need to gather in-depth insights from SMEs or end users.
4. Limited documentation is available, and inputs are required directly from source.
5. When working with high level stakeholders who prefer direct communication.
· Structured:
1. A structured interview is a formal planned interview where the BA prepares and follows a predefined set of questions asked in specific order.
2. It is used when you want standardized input from multiple stakeholders, for requirement validation or gathering data.
· Unstructured:
1. An unstructured interview is a flexible, informal discussion with no fixed questionnaire. The BA allows the conversation to flow based on the stakeholders inputs.
2. It is used when the problem area is unclear or need deep exploration, with SMEs or end users who prefer to share experience freely.
· Open ended questions:
1. Questions that allow the respondent to answer freely and provide detailed, descriptive responses in their own words.
2. Its purpose is to explore ideas, gain deep insights, understand processes, opinions, or pain points.
3. It is used during requirement elicitation and discovery, to understand user behavior, expectations and pain areas.
· Close ended questions:
1. Questions that are answered with a specific, limited response such as “Yes/No”, a number or a selection from given options.
2. Its purpose is to confirm facts, gather quantitative data, or validate requirements.
3. It is used during validation, interview or surveys, when specific details or statistics are needed.

Q8. Questionnaire Technique – Where we will use? Give one example?
Answer:
· The questionnaire technique is a requirement elicitation method where a Business Analyst prepares a set of structured questions and distributes them to stakeholders or users to gather information.
· Example:
You are building an Online Agriculture Product platform for farmers and manufacturers. You send a questionnaire to 100 farmers across different villages asking:
1. Do you currently use any mobile apps to purchase seeds or fertilizers? (Yes/No)
2. What type of products do you buy most frequently? (Multiple choice: Seeds, Fertilizers, Pesticides)
· This technique is useful in scenarios where:
1. Large groups of stakeholders need to be reached quickly.
2. Stakeholders are distributed across locations and can’t attend workshops.
3. Time constraints prevent interviews or workshops.
4. You need to gather quantitative data or standardized feedback.

Q9. How to Sort the Requirements – Where we will use? Give one example?
Answer:
· Sorting requirements means organizing and prioritizing requirements based on business value, urgency, feasibility or stakeholder impact.
· This helps ensure that the most important and valuable features are delivered first, especially in time or budget-contained projects.
· Sorting is used during:
1. Requirement analysis phase to prioritize features or tasks.
2. Sprint planning in agile to choose high value stories.
3. MVP planning to decide which features go into initial release.
4. Roadmapping to define features delivery sequence. 
· Example:
You are building an Online Agriculture Product platform for farmers to buy seeds, fertilizer and pesticides. After collecting 10 requirements from stakeholders, you sort them using the MoSCoW method:
	Requirements
	Priority

	User login & registration
	Must

	Add to wishlist
	Should

	Product reviews & ratings
	Could

	Can delete the review
	Wont



Q10. Prioritise the Requirements – –Where we will use? Give one example?
Answer:
· Prioritizing requirements means ranking or scoring each requirement based on factors like: business value, customer impact, urgency, feasibility, risk.
· It ensures that high impact features are delivered first, especially when time, budget, or response are limited.
· Requirement prioritization is used in:
1. Requirement analysis – to identify critical.
2. MVP planning – to choose features for the first release.
3. Agile sprint planning – to decide what goes into each sprint.
4. Change request evaluation – to assess importance.
5. Product roadmap planning – to sequence release over time.
· Example: 
You're designing an online portal for farmers. You collected 5 key requirements and used the Business Value (BV) and Complexity Point (CP) model to prioritize:
	Requirements
	BV
	CP
	Priority

	User login & registration
	5
	2
	High

	Add to wishlist
	4
	2
	High

	Product reviews & ratings
	3
	3
	Medium

	Can delete the review
	3
	4
	Low



Q11. Weekly status reporting – How we will drive? 
Answer:
· A weekly status report is a structured summary of the project progress, blockers, and next step, shared with stakeholders and the project team. 
· It helps in tracking alignment, managing expectations and ensuring transparency.
· Steps to derive weekly status reporting:
1. Set a fixed day and format.
2. Gather updates from the team.
3. Summarize key project metrics
4. Highlight risks and issues.
5. Showcase business impact.
6. Set next weeks plan.
7. Get feedback and sign-off.

     Q12. Meeting Minutes Document – prepare one Sample? 
     Answer: 
· Meeting minutes also called MOM is a formal written record  of everything that was discussed, decided, and planned during a meeting.
· Sample:
Project Name:-  Online Agriculture Product Store Platform
Meeting title:- Stakeholder Requirement Discussion
Date:- 24 june 2025
Time:- 11:00 AM – 12:00 PM
Facilitator:- Roopshree Shelke 
Attendees:- Mr. Henry,  Mr. Peter, Mr. Kevin, Mr. Ben, Mr. Vandanam, Ms. Juhi, Roopshree
Agenda:- 
1. Understand the key issues farmers face while procuring agricultural products.
2. Capture feature expectations for the online platform.

     Q13. Change Tracker – Document - – prepare one Sample?
     Answer:
· A change tracker document is a structured log used by BA, product owner or project manager to record and manage changes in project requirements, features, scope, or functionalities throughout the project lifecycle.
· Sample:
	Change ID
	Date
	Requested By
	Change Description
	Reason for Change

	CHG- 001
	24-06-25
	Mr. Kevin
	Add “wishlist” feature for farmer to save product.
	Farmers want to revisit products later.

	CHG- 002
	23-06-25
	Mr. Ben
	Enable COD option in payment module.
	Many farmers do not use digital payment







    Q14. Difference between Traditional Development Model and Agile Development   Models?
    Answer:
	
	Traditional development
	Agile development

	Development approach
	Linear and sequential (one phase after another)
	Iterative and incremental (work delivered in sprints)

	Requirement handling
	All requirements gathered upfront and fixed
	Requirements evolve with feedback during the project

	Customer involvement
	Low – customer involved mainly at start and end
	High – customer involved throughout

	Flexibility to change
	Rigid – changes are difficult and costly once development starts
	Flexible – changes can be incorporated in upcoming sprints

	Testing
	Testing happens after development is completed
	Continuous testing in every sprint


	Delivery
	Final product delivered at the end
	Working product delivered regularly(every 2-4 weeks)



   Q15. Explain Brainstorming Technique – Where to use? 
   Answer:
· Brainstorming is a group creativity technique used to generate a large number of ideas quickly to solve a problem, identify requirements, or explore potential solutions.
· In this technique participants freely share ideas without judgement. The goal is quantity over quality in the beginning evaluation and refinement happen later.
· Where to use brainstorming:
1. Requirement gathering – To generate ideas for features or functionalities.
2. Problem solving – To explore solutions for user process issues.
3. Process improvement – To identify ways to streamline or enhance workflows.
4. MVP planning – To decide which features to include in the first release.
5. Stakeholder workshop – To encourage open idea sharing and engagement.


Q16. What reports Accounts Departments will generate (minimum 5 reports)
Answer:
1. Loan Disbursement Report - Lists all approved loans and amounts disbursed.
2. EMI Deduction Report - Tracks monthly EMI deductions from employee salaries.
3. Loan Repayment Status Report - Shows repayment progress for all active loans.
4. Overdue/Defaulted Payments Report: Identifies employees who missed EMI payments.

5. Loan Settlement Report - Summarizes all loans that have been fully repaid or closed.

Q17. What is the structure of the message/mail communicated from the HR department to the employee in case the Loan is rejected?
Answer: 
Dear [Employee Name],
We hope you are doing well.

This is in reference to your loan application dated [application date] submitted through the Employee Loan Management System. After a detailed review in cooperation with the HR and Accounts department, we regret to inform you that your loan request has not been approved at this time.

We understand this may be disappointing. If you have any questions regarding the reason for this decision or wish to reapply after addressing the noted issue, you are welcome to reach out.
You may contact:
· HR Officer: [HR Contact Name]
· Email: [hr@company.com]
· Phone: [+91-1234567890]
We appreciate your understanding and are here to support you in future applications.

Warm regards,
HR Department
TTS Company
[Official Email Signature]

 Q18. What is the structure of the message/mail communicated from the HR department to the employee in case the Loan is approved?
Answer:

Dear [Employee Name],
We hope you are doing well.

This is in reference to your loan application dated [application date] submitted through the Employee Loan Management System. After a detailed review in cooperation with the HR and Accounts department, we are pleased to inform you that your loan application has been approved.
Loan Approval Details:
· Loan Type: [e.g., Personal/Medical/Education]
· Loan Amount: ₹[Amount]
· Interest Rate (if applicable): [e.g., 0% / 3% per annum]
· Repayment Period: [e.g., 12 months / 24 months]
· Monthly EMI Deduction: ₹[EMI Amount]
· EMI Start Date: [Start Date]

Please review the attached Loan Approval Letter, Terms & Conditions and Repayment Schedule. To proceed, kindly reply to this email with your formal consent or digitally sign the attached form by [Due Date].Upon receiving your confirmation, the loan will be disbursed and monthly EMIs will be automatically deducted from your salary.
If you have any queries or need clarification, feel free to contact:
· HR Officer: [HR Contact Name]
· Email: [hr@company.com]
· Phone: [+91-1234567890]
We appreciate your association and are here to support you in future applications.

Warm regards,
HR Department
TTS Company
[Official Email Signature]

Q19. Design a sample report on the Loans applications Received by the accounts department 
Answer:
	Sr. No.
	Emp ID
	Emp Name
	Department
	Loan Type
	Requested Amount

	1
	TTS001
	Asha
	IT
	Personal Loan
	50,000

	2
	TTS002
	Rajiv
	Finance
	Medical Emergency
	1,00,000

	3
	TTS003
	Priya
	HR
	Education
	75,000

	4
	TTS004
	Megha
	Operations
	Home Loan
	50,000

	5
	TTS005
	Rushi
	Admin
	Travel Loan
	1,50,000





Q20. Which reporting Tools we will use for generating reports?
Answer:
1. Microsoft Excel / Google Sheets
· Use When: Quick, manual reporting; basic dashboards
· Features: Pivot tables, filters, charts, formulas
· Why Use: Easy to use, good for ad-hoc or tabular reporting
· Best For: Loan disbursement lists, EMI tracking sheets
2. Power BI (Microsoft)
· Use When: You need dynamic, interactive dashboards
· Features: Real-time visuals, data refresh, role-based access
· Why Use: Ideal for management-level reporting and analysis
· Best For: Visualizing monthly loan trends, overdue reports
3. Tableau
· Use When: Advanced data visualization across large datasets
· Features: Drag-and-drop analytics, dashboard publishing
· Why Use: Great for reporting across departments and time frames
· Best For: Comparative loan approval rates, employee-wise summaries

