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Q1. What is the difference between Brainstorming and JAD Sessions?  3 Marks
Ans : 
	Point
	Brainstorming
	JAD Session (Joint Application Development)

	Meaning
	A meeting where people give lots of ideas freely.
	A structured meeting between stakeholders, users, and IT team.

	Goal
	To gather many ideas, solutions, or suggestions.
	To understand requirements and finalize decisions quickly.

	Participants
	Usually a small group; can include anyone with ideas.
	Involves key people like users, business analysts, developers, and managers.

	Formality
	Informal, open discussion.
	Formal, planned session with specific agenda.

	Use case
	Used in early stages to generate ideas.
	Used to gather detailed requirements and solve problems quickly.



In short:
· Brainstorming is for open idea generation.
· JAD is a formal meeting to finalize system or process requirements with all key people.
Q 2 . Why Document Analysis is one of the compulsory techniques we use in a Project? Justify – 3 Marks
Ans :
Document Analysis means studying the existing documents like manuals, reports, process flows, business rules, or user guides related to the current system or process.
Why it's compulsory / important:
1. Saves Time and Effort
· Existing documents already have useful information, so we don’t have to start from zero.
2. Helps Understand Current System
· We learn how things are currently working, what rules are followed, and where the problems are.
3. Helps in Gap Analysis
· By comparing current documents with new requirements, we can find what needs to change.
4. Reduces Errors
· Clear written information helps avoid confusion or wrong assumptions.
 In short:
Document Analysis is compulsory because it helps the Business Analyst understand the current process better, saves time, and ensures accurate and complete requirements gathering.
Q3. In Which Context we will use Reverse Engineering? - 3 Marks
Ans :
Reverse Engineering means studying an existing system (usually without proper documents) to understand how it works, and then create its requirements, design, or flow diagrams.
When/Where do we use it? (Context)
We use Reverse Engineering in the following situations:
1. Old System with No Documentation
· When we have an old application or process, but no documents to explain how it works.
2. System Developed by Another Team or Vendor
· If someone else created the system and didn’t share proper details.
3. Understanding Code or Functionality
· When BAs or developers need to understand the logic behind how a software or process works, by studying its interface, reports, or code.
4. For System Upgrade or Migration
· Before replacing or upgrading a system, we reverse-engineer the old one to make sure nothing important is missed in the new one.
There are 2 ctegories of reverse engineering :
Black Box – The system or product is studied without examining its internal structure.
White Box : The inner working of the system or product is studied
In short:
We use Reverse Engineering when there is no proper documentation for an existing system. It helps the BA understand and document the system for improvement, upgrade, or replacement.
Q4. What is the difference between Brainstorming and Focus Groups? - 3 Marks
Ans :
	Point
	Brainstorming
	Focus Groups

	Purpose
	To generate lots of ideas or solutions quickly.
	To collect opinions, feelings, or feedback about a product or idea.

	Participants
	Small group (team members, stakeholders, or experts).
	Group of selected users or customers.

	Type of Talk
	Free, open discussion to suggest new ideas.
	Guided discussion led by a moderator.

	Use When
	You want creative ideas for solving a problem.
	You want to understand what users think or feel.

	Example
	Team suggesting features for a new mobile app.
	A group of patients giving feedback on hospital appointment system.


In short:
· Brainstorming is for generating new ideas from team members or stakeholders.
· Focus Groups are for collecting feedback from actual users or customers.
Q5. Observation Technique – Explain both Active and Passive approaches - 3 Marks
Ans :
Observation technique means the Business Analyst watches how users actually perform their work or tasks in the real environment to understand the process clearly.
Two Approaches:
	Type
	Active Observation
	Passive Observation

	Meaning
	BA interacts with the user, asks questions while watching.
	BA only watches silently without interrupting the user.

	BA Role
	Involved directly, like shadowing the user.
	Just an observer, like a fly on the wall.

	Use When
	You need to understand details, reasons behind actions.
	You want to see the natural workflow without disturbance.

	Example
	BA sits next to a medical coder and asks: “Why did you select this code?”
	BA quietly watches how a coder works without saying anything.


In short:
· Active Observation = BA watches and asks questions
· Passive Observation = BA only observes silently
Q6. How do you conduct the Requirements Workshop- 3 Mark
Ans :

A Requirements Workshop is a planned meeting where the Business Analyst (BA) gathers requirements by discussing with stakeholders, users, and technical team together in one session.

How to Conduct It – 3 Simple Steps:
1. Preparation
· Identify and invite the right people (users, stakeholders, developers, testers).
· Set a clear agenda (e.g., "Collect requirements for new appointment system").
· Arrange required tools (e.g., whiteboard, MS Teams, notepad, etc.).
2. During the Workshop
· Start with the purpose of the meeting.
· Encourage participants to share their needs, problems, and expectations.
· Use techniques like brainstorming, process flows, or use case diagrams.
· Note down functional and non-functional requirements.
3. After the Workshop
· Prepare meeting notes or MOM (Minutes of Meeting).
· Create a draft requirement document (BRD/FRD).
· Share with attendees for review and feedback.

In short:
To conduct a Requirements Workshop, the BA prepares well, leads a focused discussion with all stakeholders, and documents the requirements clearly for the project.
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 – 6Marks
Ans :
A Business Analyst (BA) uses interview technique when they need detailed and clear information directly from a person such as:
· End users, stakeholders, SMEs, or managers
· When documentation is missing or not enough
· When the BA wants to understand processes, pain points, or expectations
Example: A BA interviews a medical coder to understand the steps followed during patient diagnosis coding.

2. How many approaches are there to conducting Interviews?
There are two main approaches:
a) Structured Interview:
· The BA prepares a fixed set of questions in advance.
· Same questions are asked to all participants.
· Easy to compare answers later.
· Example: Asking each billing executive the same 10 questions about the discharge process.
b) Unstructured Interview:
· There is no fixed format.
· The interview is more like a free-flowing conversation.
· Good for getting deep understanding and discovering unknown issues.
· Example: Talking freely with a nurse about their challenges in patient registration.

3. Difference between Open-ended and Closed-ended Questions
	Type
	Open-ended Questions
	Closed-ended Questions

	Meaning
	Questions that allow the person to explain in detail.
	Questions with limited answers (like Yes/No or specific options).

	Purpose
	To collect detailed insights, opinions, or explanations.
	To get specific, quick, and clear answers.

	Example
	"Can you describe the steps you follow while coding a patient record?"
	"Do you use software for coding? (Yes/No)"



In Short:
· BA conducts interviews to get deep understanding from individuals.
· Two approaches: Structured (fixed questions), Unstructured (free flow).
· Open-ended questions = detailed answers; Closed-ended = quick, specific answers.

Q8.  Questionnaire Technique – Where we will use? Give one example - 6 Marks
Ans :
What is Questionnaire Technique?
A Questionnaire is a set of written questions that a Business Analyst (BA) sends to stakeholders or users to collect information. It can include open-ended or closed-ended questions.
Where Do We Use It?
We use the questionnaire technique in the following situations:
1. When we need input from many people at once
– Example: Feedback from 50 users across different branches.
2. When stakeholders are in different locations
– It’s easier to collect responses through email, Google Forms, or surveys.
3. When time is limited
– People can fill out the questionnaire at their own convenience.
4. For collecting standard or similar data
– Especially useful for Yes/No, multiple choice, or rating-type questions.
One Simple Example:
You are a BA working on improving a hospital appointment booking system.
You send a questionnaire to 100 patients with questions like:
· How do you currently book your appointments?
· re you satisfied with the current process? (Yes/No)
· What problems do you face during appointment booking? (Open-ended)
In short:
The questionnaire technique is used when we need quick, wide, and consistent data from many users, especially when they are in different locations. It saves time and helps the BA get useful feedback for analysis.
Q9. How to Sort the Requirements – Where we will use? Give one example - 5 Marks
Ans : 
What Does "Sorting Requirements" Mean?
Sorting requirements means organizing and prioritizing the gathered requirements based on importance, urgency, or type. This helps the Business Analyst and team know which requirements to focus on first.
Where Do We Use It?
We use it in these situations:
1. When there are too many requirements, and we need to decide the order for implementation.
2. During project planning or release planning, to select high-priority features.
3. When there is a limited budget or time, so only important requirements can be delivered first.
Methods to Sort Requirements:
1. MoSCoW Technique
· M – Must Have
· S – Should Have
· C – Could Have
· W – Won’t Have Now
  High, Medium, Low Priority
· Based on business value, urgency, or risk.
  By Category
· Example: Functional, Non-Functional, UI, Security, etc.
Example:
You are collecting requirements for a Hospital Management System.
You gathered 20 requirements. You sort them using MoSCoW method:
· Must Have: Patient registration, billing, appointment booking
· Should Have: Online payment, patient feedback
· Could Have: Mobile app access
· Won’t Have Now: AI-based chatbot (planned later)
In short:
We sort requirements to focus on what matters most. It helps in better planning, time management, and successful delivery. Techniques like MoSCoW and priority levels are commonly used.
Q10. Prioritise the Requirements –Where we will use? Give one example - 5 Marks
Ans : 
What is Prioritizing Requirements?
Prioritizing requirements means deciding which requirements are most important and should be worked on first, based on their business value, urgency, cost, or risk.
Where Do We Use It?
We use requirement prioritization in the following situations:
1. When there are many requirements, and we cannot implement all at once.
2. During release planning or sprint planning, to pick the most valuable features.
3. When time, budget, or resources are limited — we must deliver the most important things first.
4. To manage stakeholder expectations — by agreeing on what will be delivered early vs. later.
How Do We Prioritize?
Some common techniques:
· MoSCoW: Must Have, Should Have, Could Have, Won’t Have
· Kano Model: Basic, Performance, and Delight features
· Business Value Scoring: Based on value, cost, and risk
· High/Medium/Low Priority
In short:
Prioritizing requirements helps the BA and team deliver the most valuable features first, make better use of time and resources, and ensure project success. It is especially useful when resources are limited or when releases are planned in phases.

Q11. Weekly status reporting – How we will drive? 5 Marks
Ans : 
What is Weekly Status Reporting?
A Weekly Status Report is a document or email shared every week to update all stakeholders about the project progress, work done, issues, and plans for the next week.It helps in tracking the project, maintaining transparency, and identifying risks early.
How Do We Drive Weekly Status Reporting?
Here’s how a Business Analyst (or Project Team) prepares and shares it:
Step-by-Step Process:
1. Collect Updates from Team
· Ask developers, testers, BAs about tasks completed, tasks in progress, and blockers.
2. Summarize the Progress
· Mention what was done during the week (e.g., "Requirement gathering completed", "UAT started").
3. Highlight Key Metrics
· % of work completed
· Pending items
· Delays (if any)
4. Mention Risks or Issues
· Call out any challenges, blockers, or dependency delays (e.g., "Waiting for client approval").
5. Plan for Next Week
· Mention upcoming tasks or milestones (e.g., "Start design phase", "Client demo").
6. Share with Stakeholders
· Send report via email or share on project tools like Jira, Confluence, or Teams.
Format Example (Simple Table Style):
	Section
	Details

	Week
	1st July – 5th July 2025

	Completed This Week
	- Finalized BRD– Completed stakeholder interviews

	In Progress
	– UAT Preparation– UI wireframe review

	Issues / Risks
	– Delay in approval from Legal team

	Next Week Plan
	– Start development– Conduct daily standups

	Comments / Notes
	– Client requested minor changes in login flow


In Short:
Weekly status reporting is done by gathering updates, summarizing key progress, and sharing the report with stakeholders. It helps in tracking work, managing risks, and keeping everyone informed.
Q12. Meeting Minutes Document – prepare one Sample - 5 Marks
Ans : 
Here’s a simple and clear sample format of Meeting Minutes Document suitable for a Business Analyst project:
Meeting Minutes Document : 
	Meeting Title
	Requirements Gathering Discussion – Patient Portal

	Date
	3rd July 2025

	Time
	3:00 PM – 4:00 PM

	Location / Platform
	Microsoft Teams

	Meeting Conducted By
	Pradnya – Business Analyst

	Attendees
	Dr. Mehta (SME), Mr. Sharma (IT), Priya (Developer), Sneha (Tester)


Agenda:
1. Finalize functional requirements for the Patient Appointment Module
2. Clarify doubts related to payment integration
3. Discuss timelines for UAT
Discussion Summary:
	Topic
	Discussion Points / Decisions Taken

	Appointment Module
	- Patients can book, reschedule, or cancel appointments online.

	Payment Integration
	- Use Razorpay; Priya will check API documentation.

	UAT Plan
	- UAT will begin from 15th July; testers will prepare test cases.

	Additional Requirement
	- Add email reminder before appointment.


Action Items:
	Task
	Assigned To
	Deadline

	Share API docs for Razorpay
	Mr. Sharma
	5th July 2025

	Draft UI for appointment screen
	Priya
	7th July 2025

	Prepare UAT test cases
	Sneha
	10th July 2025


Next Meeting:
	Date
	10th July 2025

	Agenda
	Review UI & Final UAT Checklist


Prepared By:
Pradnya – Business Analyst
Date: 3rd July 2025

Q13. Change Tracker – Document - – prepare one Sample - 4 Marks
Ans : A Change Tracker document is used to track all changes made to the project requirements, features, or scope during the project lifecycle. It helps in maintaining version control, traceability, and getting approvals for each change.
Sample – Change Tracker Document
	Date
	Version No.
	Document Changes
	Name
	Title
	Signature
	Approved By

	01-July-2025
	v1.1
	Added OTP verification on login screen
	Rahul Desai
	Product Owner
	[Signature]
	Mr. Arjun Patil (PM)

	03-July-2025
	v1.2
	Changed “Gender” field to “Gender Identity”
	Sneha Kulkarni
	Compliance Officer
	[Signature]
	— (In Review)

	04-July-2025
	v1.3
	Added new role “Nurse Supervisor” in User Module
	Sanjeevani Deshmukh
	Business Analyst
	[Signature]
	— (Pending SME)


Column Explanation:
· Date – When the change request was made
· Version No. – Version of the document after the change
· Document Changes – What specific change was proposed
· Name – Who raised the change
· Title – Their role in the organization
· Signature – Sign-off (can be digital or manual)
· Approved By – Final authority who approves the change
In short:
The Change Tracker helps BAs and teams track and manage all changes made during a project. It keeps the team informed, maintains approval records, and avoids confusion.
Q14. Difference between Traditional Development Model and Agile Development Models – 8 Marks
Ans :
	Point
	Traditional Development Model
	Agile Development Model

	Also Known As
	Waterfall Model
	Iterative / Scrum / Agile Model

	Development Style
	Sequential (step-by-step)
	Iterative and incremental

	Project Phases
	Fixed phases: Requirement → Design → Development → Testing → Delivery
	Cycles of Sprint: Plan → Design → Develop → Test → Review

	Requirement Handling
	All requirements gathered at the start (fixed)
	Requirements can change during the project

	Customer Involvement
	Customer involved only at the beginning and end
	Customer is involved throughout the development

	Flexibility to Changes
	Very less flexibility once development starts
	Highly flexible – can accept changes even late in development

	Delivery Time
	Product delivered at the end of the project
	Working product delivered in small parts after each sprint

	Testing
	Testing happens after full development
	Testing happens continuously after each sprint

	Risk Handling
	High risk – problems found late
	Low risk – problems are found early in short cycles

	Best Suited For
	Projects with fixed requirements and long timelines
	Projects with changing requirements and quick delivery


Example:
· Traditional Model Example: Building a railway reservation system for government (fixed scope, fixed time).
· Agile Model Example: Developing a mobile health app where features change based on user feedback.
In Short:
Traditional model is step-by-step, good for fixed projects. Agile is flexible and fast, suitable for changing and user-driven projects.
Q15.  Explain Brainstorming Technique – Where to use? 5 Marks
Ans : 
Brainstorming is a technique used by a Business Analyst (BA) to generate many ideas, solutions, or suggestions in a short time by discussing with a group of people.
· It encourages free thinking, creative ideas, and open discussion.
· No idea is judged immediately — all suggestions are noted.
Steps to Conduct Brainstorming:
1. Set a clear topic or problem (e.g., “How can we reduce patient waiting time?”)
2. Invite the right people – stakeholders, users, SMEs, etc.
3. Encourage everyone to speak freely – no criticism or filtering.
4. Note down all ideas (on a whiteboard, sticky notes, or tool).
5. Later, analyze and shortlist useful ideas.
Where to Use Brainstorming?
· In the early stage of a project – to collect ideas or features.
· When solving a business problem or pain point.
· When gathering requirements or defining new processes.
· During process improvement or innovation sessions.
Example:
You are working on improving the patient appointment system.
You conduct a brainstorming session with reception staff, doctors, and IT team.
Ideas generated:
· Online booking system
· Automated SMS reminders
· Separate slots for senior citizens
· Mobile app with calendar view
In Short:
Brainstorming is used to collect multiple ideas from a group in a short time. It is best used in the early stages of a project to solve problems, generate features, or improve processes.
Q16. What reports Accounts Departments will generate (minimum 5 reports) – 10 Marks
Ans : 
1. Loan Disbursement Report
· Shows all loans that have been approved and disbursed to employees.
· Includes: Employee ID, Name, Loan Amount, Date of Disbursement, Mode of Payment.
· Purpose: To keep track of total loans given and their status.
2. Loan Repayment Schedule Report
· Displays the repayment plan for each employee.
· Includes: Monthly EMI amount, start date, end date, total months, interest, balance remaining.
Purpose: To manage salary deductions and track payments.
3. Loan Deduction Summary Report
· Shows monthly loan deductions from each employee’s salary.
· Includes: Employee ID, EMI Amount, Month, Deducted or Not, Balance Due.
Purpose: Helps HR and Accounts process salary correctly and monitor collections.
4. Pending/Overdue Loan Report
· Lists loans with missed payments or overdue EMIs.
· Includes: Employee ID, Missed EMI Count, Due Amount, Last Payment Date.
Purpose: To follow up on defaults or irregular payments.
5. Rejected Loan Applications Report
· Shows the list of loan applications that were not approved.
· Includes: Employee ID, Application Date, Rejection Reason, Status.
Purpose: For audit trail and future analysis of loan eligibility criteria.
In Short:
The Accounts Department will generate reports to track:
· Who took the loan
· How it’s being paid back
· Any issues like late payment or rejection
· Ensure salary deductions are done correctly
Q17. What is the structure of the message/mail communicated from the HR department to the employee in case the Loan is rejected? – 5 Mark
Ans : 
Subject Line:
Regarding Your Loan Application – [Application ID]
Email Body:
Dear [Employee Name],
Thank you for submitting your loan request on [Application Date] through the Employee Loan Management System.
We regret to inform you that your loan application (Application ID: [ID]) has been rejected due to the following reason(s):
Reason for Rejection:
[Clearly mention the reason, e.g., "Not meeting the minimum service period requirement", or "Incomplete documentation", etc.]
Please feel free to contact the HR department for any clarification or further assistance.
We appreciate your understanding.
Best Regards,
[HR Representative Name]
HR Department
TTS Company

BA Notes for Documentation:
In the Functional Requirement Document (FRD) or Use Case, this message structure should be:
· Tagged under “System Notifications / Communication Templates”
· Used in the “Loan Rejection Use Case”
· Can be implemented as either a system-generated email or manual email template
In Short:
The loan rejection message from HR should be formal, polite, and clearly mention the reason for rejection with reference to the application ID. This maintains transparency and professionalism.
Q18. What is the structure of the message/mail communicated from the HR department to the employee in case the Loan is approved? – 5 Marks
Ans : 
As a Business Analyst, the loan approval communication should be defined in a clear format so it can be used for system-generated emails or manual templates.
Subject Line:
Loan Application Approved – [Application ID]
Email Body:
Dear [Employee Name],
We are pleased to inform you that your loan application (Application ID: [ID]), submitted on [Application Date], has been approved.
Below are the loan details and next steps:
Loan Details:
· Loan Amount Approved: ₹[Amount]
· Loan Type: [e.g., Personal, Emergency, etc.]
· Tenure: [e.g., 12 months]
· Monthly EMI: ₹[EMI Amount]
· Interest Rate: [e.g., 8% per annum]
Terms and Conditions:
· Please find attached the Loan Agreement and Repayment Schedule.
· Carefully review all terms and repayment conditions.

Action Required from You:
To proceed, kindly review and accept the loan terms through the Employee Loan Management Portal before [Date].
On acceptance, the amount will be disbursed and EMIs will be deducted automatically from your monthly salary.
If you have any questions, feel free to contact the HR or Accounts department.
Best Regards,
[HR Representative Name]
HR Department
TTS Company
BA Notes for FRD:
This template should be:
· Documented under Communication Requirements or System Notifications
· Associated with the "Loan Approval Use Case"
· Triggered upon final approval by HR and Accounts
· Optionally, include attachments: Loan Terms PDF, EMI Schedule, Consent Form
In Short:
The loan approval message must be clear, informative, and action-oriented, with proper loan details, terms, and next steps for the employee.
Q19. Design a sample report on the Loans applications Received by the accounts department – 8 Marks
Ans : 
As a Business Analyst, it’s important to define a clear and structured report format that helps the Accounts department review, track, and take action on loan applications efficiently.
Below is a sample tabular report format that can be generated from the Employee Loan Management System:
Sample Report: Loan Applications Received by Accounts Department
	Application ID
	Employee ID
	Employee Name
	Department
	Loan Type
	Requested Amount
	Application Date
	Status
	Remarks

	LA-1001
	E-123
	Anjali Sharma
	IT
	Personal Loan
	₹1,50,000
	01-July-2025
	Under Review
	Sent to HR for document check

	LA-1002
	E-104
	Rohan Mehta
	Finance
	Emergency Loan
	₹50,000
	02-July-2025
	Approved
	Ready for disbursement

	LA-1003
	E-110
	Priya Iyer
	R&D
	Education Loan
	₹2,00,000
	03-July-2025
	Rejected
	Salary not meeting criteria

	LA-1004
	E-107
	Sameer Kulkarni
	HR
	Personal Loan
	₹75,000
	03-July-2025
	Under Review
	Awaiting HR approval

	LA-1005
	E-128
	Neha Verma
	Marketing
	Emergency Loan
	₹60,000
	04-July-2025
	Approved
	Disbursed on 05-July-2025


Explanation of Columns:
· Application ID – Unique ID for tracking the loan request
· Employee ID & Name – Identifies the applicant
· Department – Helps filter applications by department
· Loan Type – Type of loan requested (Personal, Emergency, Education, etc.)
· Requested Amount – Amount applied for
· Application Date – Date of loan request submission
· Status – Current status (Under Review / Approved / Rejected)
· Remarks – Additional comments for Accounts reference
Usage in Business Analysis:
· This report can be listed under Functional Requirements – Reports Section in the FRD (Functional Requirements Document).
· It can also be part of the Dashboard view for the Accounts department.
· Enables filtering by date range, department, or loan status.
In Short:
This report provides the Accounts department with a clear view of all incoming loan applications, their current status, and action remarks, supporting smooth loan processing and audit readiness.
Q20. Which reporting Tools we will use for generating reports. – 5 Marks
Ans : 
As a Business Analyst, selecting the right reporting tool is important to ensure that reports are accurate, user-friendly, and accessible to stakeholders like HR, Accounts, and Management.
Below are commonly used reporting tools that can be used in the Employee Loan Management System project:
1. Microsoft Power BI
· A powerful tool to create interactive dashboards and visual reports.
· Allows filters, drill-downs, and live data connection.
· Suitable for generating reports like:
· Loan disbursement trends
· Department-wise loan distribution
· Monthly EMI collection graphs
2. Tableau
· Another visual reporting tool used to create dynamic reports and charts.
· Easy for top management to track KPIs related to loan processing.
· Drag-and-drop functionality, can connect to multiple data sources.
3. Excel with Pivot Tables / Power Query
· Simple and cost-effective tool for generating basic reports.
· Useful for:
· Sorting, filtering, grouping loan applications
· Creating summaries for monthly MIS reports
In Short:
The reporting tools used will depend on the project size, complexity, and user needs. For TTS Company's Loan Management System, we recommend Power BI or Excel for interactive and basic reporting, and Crystal Reports for well-formatted system reports.


