Capstone Project- 3 Part- 2

Q.1) What is the difference between Brainstorming and JAD Sessions.
Ans. Brainstorming and JAD (Joint Application Development) sessions are both techniques used in problem-solving and project development, but they differ in purpose, structure, and outcome.
Brainstorming is a creative process where participants are encouraged to generate as many ideas as possible without worrying about their feasibility or judgment. The goal is to explore different perspectives and solutions freely, often in an informal setting. Anyone with relevant knowledge or experience can take part, and the session is generally short and flexible. The main outcome is a list of ideas that can later be reviewed and refined.
JAD sessions, on the other hand, are more structured workshops designed to gather detailed requirements, solve specific problems, or design processes with the involvement of key stakeholders. These sessions are carefully planned with clear objectives, agendas, and facilitators. The participants usually include business users, subject matter experts, analysts, and developers. The outcome of a JAD session is a set of agreed-upon requirements, documented decisions, and process flows that guide the development or implementation of a solution.

Q.2) Why Document Analysis is one of the compulsory technique we use in a Project? Justify
Ans. Document Analysis is one of the compulsory techniques used in a project because it helps gather essential information that forms the foundation for understanding the project requirements, context, and constraints. Here’s why it’s indispensable and how it adds value:
1. Provides Existing Knowledge- Document analysis allows the team to review already available information such as business plans, process documents, policies, reports, manuals, contracts, and prior project documentation. This helps the team build an understanding without starting from scratch.
2. Helps Identify Requirements- By studying documents, teams can extract functional and non-functional requirements, business rules, workflows, and system constraints. This ensures that no critical aspect is overlooked during requirement gathering.
3. Saves Time and Resources- Instead of repeatedly asking stakeholders for the same information, document analysis provides a way to gather insights upfront. This minimizes redundant discussions and accelerates the project’s initial phases.
4. Validates Information- Comparing documents from different sources helps confirm facts, identify discrepancies, and ensure accuracy. This validation process strengthens the reliability of the project’s assumptions and requirements.
5. Supports Stakeholder Understanding- Documents often contain historical data and explanations that help new team members or stakeholders quickly get up to speed. This ensures consistency in communication and understanding across the project.
6. Captures Regulatory and Compliance Requirements- Certain projects need to adhere to industry regulations, legal frameworks, or internal policies. Document analysis ensures that all mandatory standards are identified and incorporated into the project’s scope.
7. Provides Traceability- Documentation serves as a reference point throughout the project lifecycle. It helps trace decisions, changes, and updates, making it easier to track how requirements evolve or how issues were resolved.
Justification: Document analysis is compulsory because it forms the backbone of informed decision-making, requirement gathering, and process validation. Without it, teams risk missing important details, repeating work, or making assumptions that could lead to project failure. It ensures accuracy, efficiency, and compliance while enabling teams to align with business objectives from the start.

Q.3) In Which Context we will use Reverse Engineering?
Ans. Reverse engineering is used in specific contexts where understanding an existing product, system, or process is necessary—especially when documentation is missing, incomplete, or unclear. Below are the common contexts in which reverse engineering is applied in a project:
1. Understanding Legacy Systems
When a system or application was developed long ago and no proper documentation exists, reverse engineering helps the team understand how it works. This is useful when upgrading, maintaining, or integrating such systems with newer technologies.
2. Recovering Lost Knowledge
If key personnel are no longer available and critical system knowledge was not documented, reverse engineering helps reconstruct that information from the existing software, code, or components.
3. Analyzing Competitor Products
Organizations sometimes reverse engineer a competitor’s product to understand its architecture, features, strengths, and weaknesses. This helps in benchmarking or improving their own products.
4. Ensuring Interoperability
In projects where different systems need to communicate or work together, reverse engineering helps decode data formats, communication protocols, or interfaces when specifications are not provided.
5. Debugging and Problem Solving
If a system has recurring bugs or errors and the original source code is not fully accessible, reverse engineering helps trace the issues and understand how the components are interacting.
6. Enhancing Security
Reverse engineering is used to analyze software for vulnerabilities, understand potential security flaws, or test for malicious code in applications where trust or integrity is uncertain.
7. Compliance and Verification
In industries where software or products must meet regulatory standards, reverse engineering helps verify that implementations are consistent with specifications, laws, or licensing agreements.
8. Learning and Training
It’s also used for educational purposes, allowing teams to study how complex systems are built and operate to learn best practices or technical patterns.

Q.4) What is the difference between Brainstorming and Focus Groups?
Ans. Brainstorming and Focus Groups are both techniques used to gather ideas and feedback, but they serve different purposes and are conducted in different ways. Here’s how they differ:
Brainstorming
· Purpose: To generate a large number of ideas or solutions in a short period of time.
· Participants: Usually includes team members, experts, or stakeholders who are relevant to the problem or project.
· Structure: Informal, flexible, and encourages free thinking. Ideas are collected without judgment or evaluation during the session.
· Outcome: A list of creative ideas that can be refined and analyzed later.
· Usage: Used when exploring new ideas, solving problems creatively, or looking for innovative solutions.
· Facilitation: Led by a facilitator but open for all participants to contribute equally.
Focus Groups
· Purpose: To collect detailed feedback, opinions, or perceptions from a selected group of users or stakeholders about a product, service, or concept.
· Participants: A targeted group of users, customers, or stakeholders chosen to represent a particular segment.
· Structure: More structured with guided questions, moderated discussion, and specific objectives.
· Outcome: In-depth insights, attitudes, preferences, or reactions that help in decision-making or product improvement.
· Usage: Used for market research, user experience analysis, or understanding customer needs and behaviors.
· Facilitation: Moderated by an expert who ensures everyone shares their views and stays on topic.

Q.5) Observation Technique – Explain both Active and Passive approaches
Ans. Observation is a technique used to gather information by watching how users or systems behave in real situations. It helps understand real workflows, challenges, and interactions without relying only on verbal feedback or documents.
There are two main approaches in observation:
Active Observation
· Definition: In active observation, the observer actively participates or interacts with the environment while observing the activities. The observer may ask questions, seek clarifications, or request demonstrations while observing.
· Purpose: It helps to understand the process in depth by engaging with participants and observing their tasks closely. It allows the observer to clarify doubts and capture hidden details that might not be immediately visible.
· Example: A business analyst sits with a user while they perform a task and asks questions like, “Why do you do this step here?” or “What problems do you face at this stage?”
· Advantages:
· Provides deeper insights and better understanding.
· Helps in clarifying ambiguous tasks.
· Builds rapport with users.
· Challenges:
· Users may change their behavior because they are being observed.
· It can be time-consuming and may interfere with regular work.
Passive Observation
· Definition: In passive observation, the observer watches without interacting with the participants. There are no interruptions, questions, or clarifications during the observation.
· Purpose: This approach is used to capture the natural behavior of users without influencing or altering how they perform tasks. It provides a more objective view of real-world practices.
· Example: An analyst sits in a corner or observes through video recording how users navigate a system without interfering or asking questions.
· Advantages:
· Captures authentic, unbiased behavior.
· Allows observation of unspoken challenges or workarounds.
· Less intrusive, so participants act naturally.
· Challenges:
· Important details may be missed without interaction.
· Observers may need to interpret behaviors without explanations.

Q.6) How do you conduct the Requirements Workshop
Ans. A Requirements Workshop is a structured meeting where stakeholders, users, and project teams come together to discuss, clarify, and finalize requirements for a project. It helps ensure everyone is aligned and that requirements are gathered effectively.
1. Define the Purpose and Scope
· Clearly outline the objectives of the workshop.
· Specify which requirements, processes, or issues need to be addressed.
· Share this information with participants in advance so they are prepared.
2. Identify and Invite the Right Participants
· Include key stakeholders, users, subject matter experts, project sponsors, and team members.
· Ensure representation from all areas affected by the project.
· Limit the number to a manageable group (usually 8–15 participants) to encourage meaningful discussion.
3. Prepare an Agenda
· Structure the workshop with defined time slots for each topic.
· Include activities such as presentations, discussions, brainstorming, or group exercises.
· Set aside time for prioritization, clarification, and validation.
4. Gather and Share Background Information
· Provide relevant documents, process maps, and existing requirements before the workshop.
· Share project goals, constraints, and any technical or business considerations upfront.
5. Facilitate the Discussion
· Start with introductions and explain the ground rules (listen, respect others’ views, stay focused).
· Encourage participation from everyone, making sure quieter members are heard.
· Use techniques like brainstorming, SWOT analysis, or scenario walkthroughs to stimulate discussion.
· Ask open-ended questions to explore needs and expectations.
· Ensure the discussion stays on track and time is managed well.
6. Document Requirements in Real-Time
· Capture key points, decisions, and action items during the session.
· Use whiteboards, charts, or shared documents so participants can see what’s being recorded.
· Confirm each requirement as it is written to avoid misunderstandings.
7. Prioritize Requirements
· Once requirements are gathered, guide the group through a prioritization process.
· Use methods like MoSCoW (Must have, Should have, Could have, Won’t have), voting, or impact analysis.
8. Validate and Review
· At the end of the workshop, summarize the requirements gathered.
· Confirm that all participants agree with the outcomes.
· Identify any gaps or issues that need further clarification.
9. Follow Up
· Distribute detailed notes or a requirements document to all participants.
· Provide a timeline for feedback and next steps.
· Set expectations for how requirements will be finalized and approved.

Q.7) 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
Ans. Approaches to Conducting Interviews
There are two main approaches in conducting interviews:
1. Structured Interviews
· Definition: A structured interview follows a predefined set of questions that are asked in the same way to every participant.
· Purpose: It ensures consistency and comparability of responses.
· Advantages:
· Easy to analyze data as responses are standardized.
· Helps keep the discussion focused on key areas.
· Reduces interviewer bias.
· Limitations:
· Doesn’t allow exploration of unexpected areas.
· Less flexibility to probe deeper into responses.
Example:
“Do you use the current software daily?”
“Yes or No”
“On a scale of 1 to 5, how satisfied are you with the reporting feature?”
2. Unstructured Interviews
· Definition: An unstructured interview is more informal and conversational. The interviewer prepares general topics but allows the discussion to flow naturally.
· Purpose: It helps explore in-depth insights and uncover new ideas or hidden requirements.
· Advantages:
· Allows discovery of unforeseen issues or opportunities.
· Builds rapport and trust with participants.
· Limitations:
· Harder to compare responses across participants.
· May require more time and skill to moderate.
Example:
“Can you walk me through how you currently handle customer support requests?”
“Are there any challenges you face that you think we haven’t covered?”

Difference Between Open-Ended and Closed-Ended Questions
Open-Ended Questions
· Definition: These are questions that allow the interviewee to answer in their own words without being restricted to predefined options.
· Purpose: To explore thoughts, feelings, experiences, and reasoning in depth.
· Example:
“What challenges do you face with the current reporting process?”
“How would you describe the ideal system you want to use?”
· Advantages:
· Encourages detailed and insightful answers.
· Provides more context and understanding.
· Disadvantages:
· Responses can be time-consuming to analyze.
· Interviewees may provide irrelevant information if not guided.
Closed-Ended Questions
· Definition: These are questions that restrict the respondent’s answer to specific choices like “yes/no”, multiple-choice, or scales.
· Purpose: To gather quantifiable data or confirm specific facts.
· Example:
“Do you submit reports weekly or monthly?”
“Are you satisfied with the system? Yes or No.”
· Advantages:
· Easier to process and analyze responses.
· Helps in confirming facts quickly.
· Disadvantages:
· Doesn’t provide deeper insights or explanations.
· Limits the scope of the discussion.

Q.8) Questionnaire Technique – Where we will use? Give one example
Ans. The Questionnaire technique is used when a Business Analyst (BA) needs to collect information from a large number of people efficiently and systematically. It’s particularly helpful in situations where:
1. The audience is geographically dispersed – You can send the questionnaire via email or online forms.
2. You need consistent information from many respondents – Everyone answers the same set of questions.
3. Time and cost constraints exist – It’s less resource-intensive compared to interviews or workshops.
4. Initial data collection is required – Before conducting deeper analysis or follow-up sessions.
5. Surveys are needed for feedback, opinions, or assessments – It helps understand trends, satisfaction levels, or requirements.
Example of Where It Is Used
Example: Customer Satisfaction Survey for an Online Service
A BA working on improving an e-commerce platform wants to understand how customers feel about the checkout process. Instead of individually calling or meeting each customer, the BA creates an online questionnaire that asks:
· “How would you rate your checkout experience on a scale of 1 to 5?”
· “What problems did you face during checkout?”
· “What improvements would you like to see in the payment process?”
This allows the BA to collect feedback from hundreds or thousands of users quickly and analyze common issues to enhance the platform.

Q.9) How to Sort the Requirements – Where we will use? Give one example
Ans. Sorting requirements means organizing them in a way that makes it easier to understand, prioritize, and implement them. A Business Analyst (BA) sorts requirements based on factors like importance, urgency, feasibility, dependencies, or business goals. This helps the project team focus on what needs to be done first and ensures that the most critical requirements are addressed.
Sorting is used in the following contexts:
1. Prioritization for Implementation
To decide which requirements should be worked on first based on their value, cost, or impact.
2. Planning and Scheduling
Helps in creating timelines and determining which features can be delivered in each phase or sprint.
3. Managing Scope
By sorting requirements, unnecessary or low-priority items can be identified and removed or postponed.
4. Stakeholder Alignment
Sorting requirements makes it easier to communicate with stakeholders about what’s important and why certain requirements are prioritized.
Example of Where It Is Used
Example: Developing a Mobile Banking App
A BA is working on a mobile banking application and has collected many requirements from different stakeholders. To plan the project, the BA sorts them into:
· Must-Have Requirements – Login security, transaction history, account balance view.
· Should-Have Requirements – Notifications, budgeting tools.
· Could-Have Requirements – Investment advice, financial planning calculators.
· Won’t-Have for Now – Cryptocurrency trading.
By sorting the requirements, the BA ensures that essential features are implemented first while lower-priority ones are considered for future updates.

Q.10) Prioritise the Requirements – –Where we will use? Give one example
Ans. Prioritizing requirements means ranking or ordering them based on their importance, urgency, or value to the project. A Business Analyst (BA) prioritizes requirements to help the project team focus on the most critical tasks first, allocate resources wisely, and deliver the highest value within time and budget constraints.
Prioritization is used in the following contexts:
1. Project Planning and Scheduling
To determine which requirements should be implemented in the first phase or sprint.
2. Resource Allocation
Helps decide where to invest time, effort, and budget for maximum impact.
3. Risk Management
By addressing high-priority or high-risk requirements first, the project minimizes delays and unexpected problems.
4. Stakeholder Communication
Ensures all stakeholders agree on what is most important and prevents conflicts or misunderstandings.
5. Scope Management
Helps avoid scope creep by clearly defining which requirements are essential and which can be postponed.
Example of Where It Is Used
Example: Online Learning Platform
A BA working on an online learning platform gathers requirements from students, instructors, and administrators. To prioritize them, the BA organizes them as follows:
· High Priority (Must-Have) – User registration, course catalog, payment integration.
· Medium Priority (Should-Have) – Course rating, discussion forums, progress tracking.
· Low Priority (Could-Have) – Personalized recommendations, gamification features.
This prioritization helps the development team focus first on launching the platform with essential features and then plan for enhancements in later phases.

Q.11) Weekly status reporting – How we will drive?
Ans. Weekly status reporting is a communication tool used to keep stakeholders, project teams, and managers informed about the progress, issues, and next steps of a project. As a Business Analyst (BA), you play a key role in gathering, analyzing, and presenting this information in a clear and structured way.
Here’s how you can drive weekly status reporting:
1. Define the Purpose
· Ensure everyone understands that the report’s goal is to track progress, highlight risks, and align on actions for the upcoming week.
· Clarify that it’s meant for transparency and collaboration—not just formal documentation.
2. Collect Data from Relevant Sources
· Review completed tasks vs planned tasks.
· Talk to team members or leads to understand blockers, delays, or new requirements.
· Review metrics like progress, time spent, and resource utilization.
3. Structure the Report
A typical weekly status report includes:
1. Summary – High-level progress overview.
2. Completed Tasks – What was achieved during the week.
3. Ongoing Tasks – What’s currently in progress and expected timelines.
4. Upcoming Tasks – What will be tackled next.
5. Risks and Issues – Any challenges or potential risks and mitigation plans.
6. Decisions Needed – Items requiring stakeholder input.
7. Additional Notes – Other observations or announcements.
4. Use the Right Format
· Use templates or reporting tools (like Excel, Google Sheets, Jira, or project management software).
· Keep the format concise and easy to read.
· Visuals like charts or graphs can help highlight progress or delays.
5. Share and Communicate
· Send the report to all stakeholders on a scheduled day and time each week.
· Present it during team meetings if necessary, and invite feedback.
· Make it accessible (e.g., shared folder, project dashboard) so stakeholders can refer to it anytime.
6. Follow Up
· Track action items discussed in the report.
· Address questions or concerns raised.
· Update the report structure if feedback suggests improvements are needed.
Example: Software Development Project
As a BA, you gather progress from developers, testers, and product owners every Friday afternoon. You prepare a weekly status report covering:
· Features completed this week (e.g., login functionality tested and deployed).
· Tasks still in progress (e.g., payment gateway integration).
· Risks (e.g., delay in third-party API response).
· Decisions required (e.g., confirmation on UI changes).
You send the report to stakeholders on Monday morning and review it in the weekly project call to ensure alignment and track progress.

Q.12) Meeting Minutes Document – prepare one Sample
Ans. 
Project Name: Online Learning Platform
Date: 12 September 2025
Time: 11:00 AM – 12:00 PM
Location: Zoom Meeting
Facilitator: Ruchita Pawar (Business Analyst)
Attendees:
· Ruchita Pawar – Business Analyst
· Project Manager
· Product Owner
· Development Lead
· QA Lead
Agenda:
1. Review of current progress.
2. Discuss blockers and risks.
3. Prioritize features for the next sprint.
4. Finalize next steps and deadlines.
Discussion Points:
1. Progress Review:
· User registration and course catalog modules have been completed and deployed successfully.
· Payment gateway integration is currently 60% complete.
2. Blockers and Risks:
· Delay from the third-party API provider is impacting the payment module development.
· Additional clarification needed on reporting requirements from the Product Owner.
3. Prioritization for Next Sprint:
· Must complete payment gateway integration by the end of the sprint.
· Begin work on user feedback dashboard after payment module is ready.
4. Action Items:
· Sameer to coordinate with the API provider and report updates by 15 September 2025.
· Priya to share reporting requirements by 13 September 2025.
· Ruchita to document finalized requirements and circulate by 14 September 2025.
Decisions Made:
· Payment module deadline extended to 20 September 2025.
· Reporting feature to be included in the next sprint but detailed requirements will be finalized in the next meeting.
Next Meeting:
Date: 19 September 2025
Time: 11:00 AM
Agenda: Review blockers, confirm reporting requirements, finalize sprint goals.

Prepared by:
Ruchita Pawar – Business Analyst
Date: 12 September 2025

Q.13) Change Tracker – Document - – prepare one Sample
Ans. 
Project Name: Online Learning Platform
Document Name: Change Tracker
Prepared by: Ruchita Pawar – Business Analyst
Date: 12 September 2025
Version: 1.0
Purpose:
This Change Tracker is used to document, monitor, and manage changes in requirements, scope, or project deliverables. It helps ensure that all changes are reviewed, approved, and implemented with proper tracking.
Change Management Process:
1. Raise a Change: Any stakeholder can submit a change request with a description, impact analysis, and priority.
2. Review: The project team reviews the impact on scope, time, and budget.
3. Approval: The project manager or steering committee approves or rejects the change.
4. Implementation: Approved changes are scheduled, assigned, and tracked until closure.
5. Documentation: All changes are recorded in the tracker for future audits and transparency.

Q.14) Difference between Traditional Development Model and Agile Development Models
Ans. 1. Approach
· Traditional Development Model
Follows a linear, sequential approach where each phase (requirement gathering, design, development, testing, deployment) is completed before moving to the next.
· Agile Development Model
Uses an iterative and incremental approach. Work is divided into small cycles or sprints, and each iteration delivers a part of the final product.
2. Flexibility
· Traditional
Less flexible. Once a phase is completed, making changes is difficult and costly.
· Agile
Highly flexible. Requirements and solutions evolve with continuous feedback from stakeholders throughout the project.
3. Documentation
· Traditional
Extensive documentation is created before the development starts and followed throughout the project.
· Agile
Documentation is minimal and created as needed. Working software is prioritized over comprehensive documentation.
4. Customer Involvement
· Traditional
Customer involvement is mostly at the beginning (requirement gathering) and end (delivery). There is limited feedback during development.
· Agile
Continuous customer involvement throughout the process. Regular feedback is used to improve the product in real time.
5. Delivery
· Traditional
The final product is delivered only after all phases are completed, which can take months or even years.
· Agile
Functional parts of the product are delivered at the end of each sprint (usually every 2–4 weeks), allowing early and frequent releases.
6. Risk and Uncertainty
· Traditional
Higher risk because issues or changes discovered late in the project can cause delays or failures.
· Agile
Lower risk because problems are identified early and adjustments are made during iterations.
7. Team Collaboration
· Traditional
Communication is often formal and hierarchical, with teams working in silos.
· Agile
Encourages collaboration, open communication, and cross-functional teams working together.
8. Suitable Projects
· Traditional
Best suited for projects with well-defined requirements and less likelihood of change, like construction or government projects.
· Agile
Ideal for projects where requirements are expected to change frequently, such as software development or innovative products.

Q.15) Explain Brainstorming Technique – Where to use?
Ans. Brainstorming is a technique used to generate a large number of ideas, solutions, or approaches in a short period of time. It encourages participants to think creatively and share their thoughts openly without fear of criticism or judgment.
Where to Use Brainstorming
1. Requirement Gathering
To identify possible features, functionalities, or user needs when starting a new project.
2. Problem Solving
To explore multiple solutions when facing a technical or process-related challenge.
3. Process Improvement
To find ways to enhance workflows, efficiency, or customer experience.
4. Innovation and Product Development
To come up with new product ideas, designs, or services that meet emerging market needs.
5. Risk Identification
To anticipate potential issues or roadblocks and plan mitigation strategies.
6. Team Engagement
To promote collaboration and get different perspectives from various stakeholders.

Q.16) What reports Accounts Departments will generate (minimum 5 reports)
Ans. Reports the Accounts Department Will Generate in the Employees Loan Management System (ELMS)
The Accounts Department plays a crucial role in managing loans, repayments, and financial tracking. Below are at least 5 reports they will generate to ensure smooth operation and accurate monitoring:
1. Loan Disbursement Report
· Purpose: Tracks all loans approved and disbursed during a specific period.
· Key details: Employee name, loan amount, date of disbursement, loan tenure, interest rate (if applicable), and department.
· Use case: Helps in understanding how much money has been allocated as loans and planning cash flow.
2. Loan Repayment Schedule Report
· Purpose: Provides a detailed repayment plan for each employee’s loan.
· Key details: Employee name, total loan amount, repayment start date, EMI amount, repayment frequency, and duration.
· Use case: Ensures employees and payroll teams are aligned on deductions and timelines.
3. Salary Deduction Report
· Purpose: Lists all salary deductions made towards loan repayment in each payroll cycle.
· Key details: Employee name, loan ID, deduction amount, payroll period, outstanding balance.
· Use case: Verifies correct deductions and assists in payroll processing.
4. Loan Balance and Outstanding Report
· Purpose: Provides real-time tracking of outstanding loan amounts for each employee.
· Key details: Employee name, original loan amount, total repaid, remaining balance, next installment date.
· Use case: Helps management and employees monitor repayment progress and identify overdue loans.
5. Loan Rejection Report
· Purpose: Documents loans that were rejected along with reasons for rejection.
· Key details: Employee name, requested amount, rejection date, reason for rejection (ineligible, documentation incomplete, etc.).
· Use case: Provides transparency and helps improve processes or eligibility criteria.

Q.17) What is the structure of the message/mail communicated from the HR department to the employee in case the Loan is rejected?
Ans. When a loan request is rejected, the communication from the HR department must be professional, clear, and empathetic. It should explain the reason for rejection and, if possible, guide the employee on next steps or alternative solutions.
1. Subject Line
A concise and respectful subject to clearly indicate the purpose of the mail.
Example:
Subject: Loan Application Update – Request Not Approved
2. Greeting
A polite and professional greeting to the employee.
Example:
Dear [Employee Name],
3. Opening Statement
Start by referencing the loan application and showing appreciation for the employee’s interest.
Example:
Thank you for submitting your loan application through the Employees Loan Management System.
4. Rejection Notice
Clearly state that the loan request has not been approved.
Example:
After a thorough review by the HR and Accounts departments, we regret to inform you that your loan request has not been approved at this time.
5. Reason for Rejection
Provide a specific and clear reason for the rejection. This helps the employee understand and, if possible, rectify the issue.
Example:
The loan request was declined due to [ineligibility based on tenure/insufficient documentation/credit limit exceeded/other applicable reason].
6. Guidance or Next Steps
Offer support or alternatives, such as reapplying later, providing missing documents, or contacting HR for assistance.
Example:
If you believe there has been an error or would like to provide additional information, please contact the HR team at [HR email/phone number]. You are also welcome to reapply once the eligibility criteria are met.
7. Closing Statement
End on a supportive and professional note to maintain trust and encourage communication.
Example:
We appreciate your understanding and are here to assist you with any questions or concerns.
8. Signature
Provide the HR contact details or name for follow-up.
Example:
Best regards,
[HR Representative Name]
Human Resources Department
TTS Company
[Contact Email / Phone Number]

Q.18) What is the structure of the message/mail communicated from the HR department to the employee in case the Loan is approved?
Ans. When a loan request is approved, the communication from the HR department should be clear, supportive, and informative. It should confirm the approval, explain the loan terms, repayment schedule, and guide the employee on how to accept the loan or proceed further.
1. Subject Line
A clear and positive subject line that reflects the approval.
Example:
Subject: Loan Application Approved – Next Steps
2. Greeting
A polite and professional greeting.
Example:
Dear [Employee Name],
3. Opening Statement
Acknowledge the employee’s loan application and congratulate them on the approval.
Example:
We are pleased to inform you that your loan application has been reviewed and approved.
4. Loan Details
Provide key information such as the loan amount, repayment schedule, and terms.
Example:
Below are the details of your approved loan:
· Loan Amount: ₹[Amount]
· Loan Tenure: [Number of months/years]
· Repayment Frequency: [Monthly/Quarterly]
· Start Date: [Date]
· Terms & Conditions: [Brief description or a link to full terms]
5. Action Required
Explain what the employee needs to do next, such as accepting the loan, providing additional documents, or acknowledging the terms.
Example:
To proceed, please review the attached loan terms and repayment schedule. If you agree to the terms, kindly confirm your acceptance by [date] by clicking on the link below or replying to this email.
6. Contact Information
Offer support and contact details for any queries or further assistance.
Example:
If you have any questions or need further clarification, please feel free to contact the HR team at [email/phone number].
7. Closing Statement
End on a supportive note, thanking the employee and encouraging them to reach out if needed.
Example:
We are happy to support you and look forward to assisting you throughout this process.
8. Signature
Provide HR contact details.
Example:
Best regards,
[HR Representative Name]
Human Resources Department
TTS Company
[Contact Email / Phone Number]

Q.19) Design a sample report on the Loans applications Received by the accounts department.
Ans. Report Name: Loan Applications Summary Report
Department: Accounts Department
Prepared By: Ruchita Pawar – Business Analyst
Date: 13 September 2025
Period Covered: 01 September 2025 – 12 September 2025
Frequency: Weekly

1. Purpose of the Report
To provide the Accounts Department with a summary of all loan applications received from employees, their status, and key details required for financial processing, tracking, and analysis.
2. Report Contents
The report contains the following information:
3. Key Metrics
· Total Applications Received: 5
· Approved by HR: 4
· Rejected by HR: 1
· Approved by Accounts: 2
· Pending with Accounts: 2
· Applications Fully Approved: 2
· Applications Rejected: 1
4. Observations
· Most applications are approved by HR but pending review in Accounts.
· One application rejected due to ineligibility (employee tenure).
· Timely follow-up needed for pending accounts review to ensure smooth disbursement.
5. Recommendations
· Streamline the review process to reduce pending approvals.
· Send reminders to employees for any missing documentation.
· Track loan disbursement timelines to improve efficiency.

Q.20) Which reporting Tools we will use for generating reports.
Ans. 1. Microsoft Excel
· Use Case: Ad-hoc reports, requirement tracking, backlog reports, and simple data analysis.
· Features:
· Pivot tables and charts.
· Conditional formatting to highlight status (e.g., pending, approved, rejected loans).
· Formulas to calculate totals, averages, and metrics.
· Pros: Simple, widely available, no special license required for basic use.
· Cons: Not ideal for large datasets or automated reporting.
2. Microsoft Power BI
· Use Case: Interactive dashboards and visual analytics for stakeholders.
· Features:
· Connects to multiple sources (databases, Excel, SharePoint, ERP).
· Visual dashboards to track loans, approvals, repayments, and pending tasks.
· Automated refresh and email distribution of dashboards.
· Pros: Real-time insights, interactive visuals, supports complex data.
· Cons: Requires some learning and setup effort.
3. Tableau
· Use Case: Advanced visualization for analysis and reporting.
· Features:
· Interactive dashboards for project KPIs.
· Drill-down into loan requests, department-wise analysis, and trends.
· Pros: Powerful visuals, easy to share with stakeholders.
· Cons: Requires license and technical knowledge for complex dashboards.
4. JIRA / Confluence Reporting
· Use Case: For Agile projects, tracking requirements, user stories, and sprint progress.
· Features:
· Sprint and backlog reports.
· Burn-down charts, velocity reports, and task status.
· Pros: Integrated with Agile project management, real-time tracking.
· Cons: Limited financial or detailed operational reporting.
5. SQL / Database Queries
· Use Case: When the BA needs specific or custom data reports from project databases.
· Features:
· Write queries to extract loan applications, approvals, and repayment data.
· Export results to Excel or BI tools for further analysis.
· Pros: Highly precise and flexible.
· Cons: Requires SQL knowledge, not visually intuitive by itself.















