Q1. What is the difference between Brainstorming and JAD Sessions? 3 Marks

	Brainstorming
	JAD Sessions

	A creative technique for generating a large number of diverse ideas, solutions, or requirements in a free-flowing, unrestricted manner of ideas.
	A structured meeting where stakeholders and developers collaborate to gather requirements and design systems.

	Typically informal, free-flowing, encourage creative thinking and spontaneous to generate diverse ideas without immediate critique.
	To collect detailed system requirements led by a trained facilitator, follows a detailed agenda, uses specific techniques to get stakeholders to agree.

	Typically involves a diverse group, can be a smaller, less formal group; often peers, subject matter experts, including team members or stakeholders. Diversity is key.
	Involves key stakeholders, users, developers, cross-functional group of key stakeholders: SMEs, IT (developers, architects, QA), Business Analysts, Facilitator, Scribe.

	Shorter sessions, typically 30 minutes to 2 hours.
	Longer, intensive sessions, typically multiple days (e.g., 2-5 days) or a series of half-day sessions.

	Output focus on list of raw ideas, potential solutions, or identified problems which may later be evaluated or prioritized.
	Concrete deliverables like system requirements, prototypes, or design specs, user interface mock-ups, process flows, and ultimately, a baselined document.




























Q2. Why Document Analysis is one of the compulsory technique we use in a Project? Justify

Document Analysis is a compulsory technique in business analysis because it provides a structured, systematic way to gather, understand, and validate critical information that shapes the project's foundation. Its importance stems from its ability to provide foundational knowledge, identify existing information, and mitigate risks early in the project lifecycle. Below are key reasons for its mandatory use:
· Its analysis involves reviewing existing documents like business plans, process flows, requirement specifications, or user manuals. This helps identify and clarify project requirements, ensuring the team understands the project's scope, objectives, and constraints from the outset.
· It ensures that critical, non-functional requirements (like security, performance, compliance) or long-standing business rules are not overlooked. It saves time by leveraging already codified information.
· It helps uncover inconsistencies, outdated information, or missing details in current processes or systems. This enables the team to address potential risks or gaps before they escalate, improving project outcomes.
· It proactively identifies constraints, dependencies, and critical non-functional requirements, thereby reducing project risks. Uncovering legal, regulatory, or compliance requirements from policy documents or contracts early in the project.
· By analysing existing documentation, teams can leverage prior work, reducing the need for unnecessary interviews or workshops. This saves time and resources, especially in the early phases of a project when understanding the context is critical.













Q3. In Which Context we will use Reverse Engineering?

Reverse engineering, also called back engineering, is the processes of extracting knowledge or design information from anything man-made and re-producing it or re-producing anything based on the extracted information. The process often involves disassembling something and analysing its components and workings in detail. Majorly used in migration projects. There are 2 categories 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.
The context in which Reverse Engineering can be used for are:
· It offers greater understanding of a product's operation than can be gained from simply observing at it.
· It is a means of investigating at the weaknesses and mistakes made in current programs and assist in fixing them.
· It helps to understand how the existing systems and new product can work together.
· To get information on existing product and realizing its limitations.
· It helps in transforming old products into updated versions that meet current standards or user needs.
































Q4. What is the difference between Brainstorming and Focus Groups?

	Brainstorming
	Focus Groups

	A creative technique for generating a large number of diverse ideas, solutions, or requirements in a free-flowing, unrestricted manner of ideas.
	A facilitated discussion with a small group to gather in-depth opinions, attitudes, perceptions, and feedback on a specific product, service, concept, or issue from a target demographic.

	Typically informal, free-flowing, encourage creative thinking and spontaneous to generate diverse ideas without immediate critique.
	Structured, moderated discussion with specific questions or topics to guide conversation.

	Typically involves a diverse group, can be a smaller, less formal group; often peers, subject matter experts, including team members or stakeholders. Diversity is key.
	Small, targeted group (typically 6-12 participants) are carefully selected to represent a specific user segment or target audience whose opinions are sought based on specific criteria

	Shorter sessions, typically 30 minutes to 2 hours.
	Typically lasts 1-2 hours, allowing for in-depth discussion.

	Output focus on list of raw ideas, potential solutions, or identified problems which may later be evaluated or prioritized.
	Output focus on qualitative data, insights into user perceptions, reasons behind opinions, emotional responses, and nuanced feedback.





























Q5. Observation Technique – Explain both Active and Passive approaches

It is a process of Observing, shadowing users or doing a part of their job, can provide information of existing processes, inputs and outputs. This technique is appropriate when documenting details about the current processes or if the project intends to enhance or change a current process. For instance, some people have their work routine down to such a habit that they have difficulty explaining what they do or why. The observer may need to watch them perform their work in order to understand the flow of work. In certain projects, it is important to understand the current processes to better assess the process modifications that may need to be made. There are two basic approaches for the observation technique:
· ﻿﻿Passive / invisible: In this approach, the observer observes the subject matter expert working through the business routine but does not ask questions. The observer writes notes about what he/she sees, but otherwise stays out of the way, as if he/she was invisible. The observer waits until the entire process has been completed before asking any questions. The observer should observe the business process multiple times to ensure he/she understands how the process works today and why it works the way it does.
· ﻿﻿Active / visible: In this approach, while the observer observes the current process and takes notes he/she may dialog with the worker. When the observer has questions as to why something is being done as it is, he/she asks the questions right away, even if it breaks the routine of the person being observed. In this approach, the observer might even participate in the work to gain an immediate appreciation for how the current process works.















Q6. How do you conduct the Requirements Workshop

A Requirements Workshop is a structured way to capture requirements. A workshop may be used to scope, discover, define, prioritize and reach closure on requirements for the target system. Well-run workshops are considered one of the most effective ways to deliver high quality requirements quickly. They promote trust, mutual understanding, and strong communications among the project stakeholders and project team and produce deliverables that structure and guide future analysis. The workshop is facilitated by a team member or ideally, by an experienced, neutral facilitator known as Scribe (also known as a Recorder) documents the business requirements elicited as well as any outstanding issues. A business analyst professional may be the Scribe in these workshops, where he/she is a professional subject matter expert on the topic, and may serve as participant in the workshop. Other outcomes are often detailed requirements captured in models, such as the business domain model, data and behaviour models, process/flow models and or usage models. The Facilitator has the responsibility is to establish a professional and objective tone for the meeting. They are responsible for introducing the goals and agenda, managing the session to keep the team focused, and guiding the decision-making process to build consensus without contributing to the content. Ensuring all stakeholders actively participate and their input is heard is essential. Ask the right questions, analyse the information being provided at the session by the stakeholders, and follow-up with probing questions, if necessary. Following is the process to conduct requirements workshop:
· Prepare for the Requirements Workshop
· Clarify the stake holder's needs, and the purpose of the workshop.
· Identify critical stakeholders who should participate in the workshop.
· Define the workshop's agenda.
· Determine what means will be used to document the output of the workshop.
· Schedule the sessions
· Arrange room logistics and equipment.
· Send materials in advance to prepare the attendees and increase productivity at the meeting.
· Conduct pre-workshop interviews with attendees.
· Co Conduct/Run the Requirements Workshop
· Elicit, analyze and document requirements.
· Obtain consensus on conflicting views.
· Maintain focus by frequently validating the session's activities with the workshop's stated objectives.
· Post Requirements Workshop wrap-up done by Facilitator
· Follow up on any open action items that were recorded at the workshop.
· Complete the documentation and distribute it to the workshop attendees and the sponsor.
﻿﻿
﻿﻿







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.

An interview is a systematic approach to elicit information from a person or group of people like a stakeholder / a subject-matter-expert / a potential user / a member of the solution team in an informal or formal setting by talking to the person, asking relevant questions to obtain answers that finally take the shape of requirements and documenting the responses. One-on-one interviews are typically most common. In a group interview (more than one interviewee in attendance) the interviewer must be careful to solicit responses from all attendees. For the purpose of eliciting business requirements, interviews are of two basic types:
· Structured interview, where the interviewer has a pre-defined set of questions and is looking for answers.
· Unstructured interview, where, without any pre-defined questions, the interviewer and the interviewee discuss in an open-ended way what the business expects from the target system.

	Open-ended questions
	Closed-ended questions

	Questions that are used to elicit a dialog or series of steps and cannot be answered in a yes or no fashion but need explaining.
	Questions that are used to elicit a single response such as: yes, no, or a specific number.

	 It requires an explanation from respondents in their own words which ultimately help you see things from a customer’s perspective instead of stock answers.
	The responses to these questions are numerical data.They are the core for each 
statistical and analytical method used in 
surveys and questionnaires. 

	These questions are explorative and seeks to explore behaviour and understand perceptions of respondents. They usually start with ‘How,’ ‘Why,’ ‘Where,’ etc.
	These questions doesn’t require respondents to elaborate their answers and are usually in numeric form. These questions usually start with ,’ How much,’ ‘How often,’ ‘Rate the following,’ etc.

	It require smaller sample sizes which help researchers get abundant yet quality data from the participants. Only a small sample size is selected with a view to get a thorough understanding of the target concept.
	It need to study a larger sample size which helps the Researcher reach an accurate generalized conclusion. The results that you get from a Larger sample size has greater credibility because the statistical analysis has more depth to review.

	Example: What does a claim processor do on receipt of a claim form?
	Example: How many hours does it take for the claim process to be completed?





﻿﻿





Q8. Questionnaire Technique – Where we will use? Give one example

Questionnaire can be useful for obtaining limited system requirements details form the users/
stakeholders, who have minor input or are geographically remote. It can collect information about customers, products, work practices and attitudes. It administers a set of written questions to the stakeholders and subject matter experts. Their responses are analyzed and distributed to the appropriate parties.
Questionnaires can be used to classify both quantitative and qualitative information, depending on the nature of the question. The use of quantitative methods when analyzing responses obtained from closed-ended questions with multiple-choice answer options. The results in this case can be bar charts, tables, percentages, and pie charts. On the other hand, answers to open-ended questions are analyzed qualitatively. Primary data collected in open-ended Questionnaires include discussion and critical analysis Questionnaires also provide a more accurate and unbiased understanding of the problem you are trying to solve, allowing you to examine fundamental causes and clarify opposing comments and assumptions. Additionally, questionnaires provide a fast and efficient means of collecting large amounts of information. Used when resources are limited. This is because questionnaires are very affordable and inexpensive to design and maintain, and time is the most important resource a questionnaire consumes, however, it is very less compared to other methodologies. It also protects the privacy of participants. Participants only answer truthfully when their identities are masked, and confidentiality is maintained. E.g. The customer satisfaction questionnaire can be used in any form and in any situation where there is an interaction between a customer and an organization.



























Q9. How to Sort the Requirements – Where we will use? Give one example

Sorting requirements is an essential activity in the requirements management process, that involves organizing, prioritizing, and categorizing requirements to ensure they are clear, manageable, and aligned with project goals. For a Business Analyst, sorting requirements is a critical step in managing the sheer volume and complexity of stakeholder needs. It allows us to process, prioritize, and implement them effectively. Sorting is typically performed during the requirements elicitation and documentation phases of a project, often as part of the requirements analysis process. It helps refine raw requirements into a structured format, making it easier to validate them with stakeholders, allocate tasks to the team, and establish a clear roadmap for the project. Sorting is used in various scenarios, such as:
· Software Development: To prioritize features and ensure the development team focuses on high-impact requirements.
· Product Design: To align requirements with user needs and market demands.
· Business Process Improvement: To categorize requirements based on operational needs or compliance.
· Project Planning: To sequence tasks based on dependencies or urgency.
Requirements can be sorted using different criteria, depending on the project’s objectives and complexity. Functional vs. Non-functional Requirements: 
· Functional Requirements: It define what the system should do (e.g., specific features or capabilities, like "The system must allow users to log in with email and password").
· Non-functional Requirements: It specify how the system should perform (e.g., performance, security, or usability, like "The system must load within 2 seconds"). 
Let’s consider a project to develop an e-commerce mobile app. After eliciting requirements through brainstorming sessions and stakeholder interviews, the team has a list of requirements, such as:
· Users must be able to browse products.
· The app must support secure payment processing.
· The app should load product images in under 1 second.
· Admins need a dashboard to manage inventory.
· The app must support guest checkout.











Q10. Prioritise the Requirements – –Where we will use? Give one example

Requirement prioritization is a decision process used to determine the relative importance of requirements. The importance of requirements may be based on their relative value, risk, difficulty of implementation, or on other criteria. These priorities are used while performing business analysis planning to determine which requirements should be targets for further analysis, or during the design, construction, and implementation of the solution to guide team efforts. It is typically performed during the requirements analysis and planning phases of a project, after requirements have been elicited and documented through techniques like brainstorming, interviews, or document analysis. It is used in various contexts such as: 
· During Requirements Analysis & Refinement: Once requirements are elicited and documented, they need to be assessed and ranked.
· For Release Planning: To decide which features go into the initial launch (MVP) versus subsequent releases.
· For Iteration/Sprint Planning: In agile projects, development teams prioritize tasks for each short development cycle (sprint).
· During Change Management: When new requirements emerge or existing ones change, prioritization helps decide if and when they can be incorporated.
· Software Development: To determine which features to include in the initial release or sprint. 
· Product Development: To focus on features that drive customer satisfaction or market success. 
· Agile Methodologies: To prioritize user stories in a product backlog for iterative development.
One of the most widely used prioritization techniques is MoSCoW, which categorizes requirements into four levels:
· Must-have - These are critical requirements that must be fulfilled for the project to be considered successful. Failure to meet these requirements could result in project failure or significant negative impacts.
· Should-have - These are important requirements that are not as critical as Must-Have items but are still essential for the project’s overall success. They contribute significantly to the project’s value and functionality. 
· Could-have - These are desirable but not necessary requirements. They are often features or enhancements that would enhance the project but can be deferred if necessary without impacting core functionality..
· Would-have/Won’t-have - These are requirements that are explicitly identified as not being included in the current phase of the project. They may be revisited in future phases or projects but are not part of the current scope. 
E.g. Prioritizing Requirements for an Online Banking App:
	Requirement
	MoSCoW Priority

	User login and authentication
	Must-have

	Fund transfer between accounts
	Must-have

	Generate detailed financial reports
	Should-have

	Option to change app themes
	Could-have

	Integration with cryptocurrency wallets
	Won’t-have






Q11. Weekly status reporting – How we will drive?

Weekly status report is a type of report that is published weekly, as the name suggests, that usually contains details of all the work a person have completed during the week, including work in progress and plans for future work. It gives snapshot of the person’s entire week’s work. This report, which has no limits but is usually one page long, contains information not only for the managers but also for everyone working within the project.
For a manager, a weekly report helps the employee keep track of their plans and serves as a good reference for annual performance reviews. On the other hand, it acts as an effective and efficient internal communication tool for an employee and helps them to follow their own work progress. To drive weekly status reporting effectively, follow these steps:
· First, one must always establish the purpose of the weekly report and outline the objectives before start. Here, decide what will exactly want to put in your weekly report. This can include the progress of the project, the achievements of the week, issues and challenges faced, updates on timelines, budgets, schedules, resources, and deliverables. Creating an outline and setting objectives in advance will help everyone in the team to know What have you been working on recently?
· After outlining the objectives, now needs to be sure of the roles and responsibilities. This is critical in putting together a perfect weekly report. What have you accomplished this week?
· Before starting to write the weekly report, decide for whom this report  is for ? management, the marketing department or upper management ? Keeping this in mind and also “What are your top priorities?” will help in the reporting process and will increase the efficiency. Last, it is advised to use simple language with active verbs.
· Weekly reports are not purely about putting together a few paragraphs. One need to make sure that he/she have a proper layout that makes his/her report brief and visually well designed. One can create separate sections in his/her weekly report for each day of the week or get a little creative with his/her layout by adding visuals. Before starting, decide what headings and sub-headings to use to ensure clear and proper structure. Moreover, It can be divide into multiple sections based on the type of projects the person is working on.
· For a weekly report to present all the necessary and important details, you must follow a well-structured and organized format. This (may) includes:
· Headline/Title: Be sure to add a title or headline on weekly report. This can include the role and status in the report.
· Brief Summary: It may be a good way to start the weekly report with a brief summary of project’s objectives.
· Date: Since the purpose of a weekly report is to keep a record of the week’s work, it is mandatory to mention time range.
· Deliveries: Make sure to mention what are the tasks for each day of the week or in overall.
· Tasks: Categorize the tasks of the week into sections, namely in progress, completed and postponed. This will help measure the progress of work.
· Results: In this section, highlight the achievement and progress with a set of proper numerical metrics, such as percentage.
· Challenges and Issues: Mention all challenges, blockings, and issues face over the week and should give suggestions on how to manage them.
· Next Step: Finally, give detail what is planned for the upcoming week to the reader an idea of what is to be expected in the future. This can also help the reader map out your next step.
Q12. Meeting Minutes Document – prepare one Sample

 Meeting minutes are a written record of the conversation and decisions that are made over the course of a meeting. Meeting minutes are applicable to any kind of group within a company, including a board meeting, where the parties involved include boards of directors. This type of meeting notes can actually be written for any kind of meeting that requires an official record. This written record can then be used to either inform team members who weren’t able to attend what happened or to keep track of decisions and action items that can be revisited. Minutes from previous meetings can therefore be used in order to make future organizational decisions. 
Meeting Minutes provide a historical record of the company’s short and long-term planning. Participants have the ability to use the meeting minutes as a record for future reference, to understand what kinds of progression has taken place. They are like silent scribes, capturing the essence of discussions, decisions, and action items. 
Minutes also provide legal protection for the organization. Many times, due diligence is captured in companies’ meeting minutes, which can then be officiated and documented to confirm the ethical, fair practices of the organization. Meeting notes also serve as proof of why and how a company came to certain decisions. This is going to be helpful in answering any questions that arise in reference to decisions that have been made.

Meeting Minutes
	[bookmark: _Hlk109823980]Project Name
	Meeting Date

	Cloverleaf Bridge 
	01/06/25

	Meeting Place
	Duration

	Conference Room A
	Two hours

	Meeting Purpose
	

	Review Feasibility Study
	



In Attendance
	[bookmark: _Hlk109823720]Attendee’s Name
	Dept./Company
	Contact Info. 

	Sam Andersson
	Architect
	sm@sm.com, 555-555-5555

	Rajat Sinha
	General Contractor
	vl@con.com, 555-555-5555

	Sneha Gupta
	Client
	mr@ent.com, 555-555-5555

	Avinab Dutta
	Finance 
	ej@ent.com, 555-555-5555



Agenda
	[bookmark: _Hlk109823904]Agenda Item
	Owner

	Is project financially viable?
	Rajat Sinha

	Can project meet deadline? 
	Avinab Dutta



Takeaways
	Action Item
	Owner

	Create a detailed financial plan
	Edward Jay

	Change blueprints to reflect comments
	Sam Andersson





Next Meeting
	Project Name
	Meeting Date

	Cloverleaf Bridge
	06/06/25

	Meeting Place
	Meeting Purpose

	Conference Room A
	1. Adopt MoSCoW prioritization for requirements, with patient registration and appointment scheduling as top priorities.
2. Weekly status reports to be shared every Friday by 5 PM, compiled by Sneha.
3. Use Jira for task tracking and Google Drive for document storage.
4. Schedule a content review meeting on June 5 and a design mock up review on June 7.



































Q13. Change Tracker – Document - – prepare one Sample

A Change Tracking document is a formal document that allows you to capture how a simple or complex business or technical change impacts the existing implementation of a project.
Change tracking  may result in the need to modify deliverables, activities, and/or estimates that have already been approved in the business analysis plans. Replanning accommodates the need to review the impacts of approved changes and revise the business analysis plans as required.
The purpose of a change tracking system is to record, track, and manage changes to project requirements, scope, or other key elements during the project lifecycle. It ensures transparency, maintains a history of changes, and facilitates stakeholder approval and communication. Change Tracker document is used by the project team to log and track change requests made throughout the life of the project. Change tracking system, described in the task Plan Requirements Management Process, can include:
· Process for changing the requirements baseline, including the documentation, templates, and other organizational process assets. 
· This process describes how to capture actuals vs. planned deliverables, activities, and estimates. The process includes such things as:
· How often to capture actuals
· How to analyse variances (ex. estimates to and at completion, earned value)
· How often to report actuals(status and progress) as well as forecasts and to whom
· How to identify when corrective and/or preventive action is needed

	Change Log 

	Project Name:
	Company Website Development

	Project Manager Name:
	Priya Sharma (Project Manager)

	Program Manager Name:
	Avinab Dutta



	Change No.
	 Type
	Description
	Date               Identified
	Status
	Priority
	Assigned
	Expected    Resolution 
	Action
	Impact
	Date                 Work Begins
	Escalation      Required
	Date                                               Work Resolved
	Signoff
	Comments

	1
	Product
	Add a live chat feature to the website for real-time customer support.
	June 1, 2025
	Open
	Critical
	Rohan Gupta
	One week
	Analyse third-party API options and integrate.
	Scope
	11/07/25
	Y
	 
	 
	Awaiting CCB approval on June 7, 2025. Cost estimate to be confirmed by client.

	2
	Product
	Update UI layout for dashboard to match branding guidelines
	June 1, 2025
	Work in Progress
	Medium
	Sneha Gupta
	One week
	Modify UI in React code
	Schedule
	12/07/25
	N
	 
	 
	Target  in Sprint 3

	3
	Product
	Modify homepage design to include a promotional banner for seasonal campaigns.
	June 1, 2025
	Closed
	High
	Rajat Sinha
	One week
	Design, implement and test
	Schedule
	13/07/25
	N
	 
	 
	Mock-ups in progress; to be reviewed on June 4, 2025.

	4
	Other
	Move notification module to Phase 2
	June 1, 2025
	Open
	Low
	Juliet M.
	Two weeks
	Update design mock-ups and align with content team.
	Schedule
	15/07/19
	N
	 
	 
	Communicated in weekly meeting



















Q14. Difference between Traditional Development Model and Agile Development Models 

	Traditional Development Model
	Agile Development Models

	Characterised by a linear, sequential approach, traditional methodologies like the Waterfall model follow a fixed path: requirement gathering, system design, implementation, testing, and deployment.
	Agile breaks the project into multiple smaller iterations, each encompassing a cycle of planning, designing, coding, and testing.


	This approach treats the project as a single, large iteration with limited flexibility for changes once a phase is completed.
	This iterative approach allows for frequent reassessment and adaptation, making it more responsive to changing requirements and client needs.

	Often employs a ‘big bang’ delivery, where the complete product is delivered after the final phase.
	Focuses on incremental delivery, producing workable segments of the product throughout the project’s life cycle. 

	This method can lead to significant risks if the final product fails to meet client expectations or market needs.
	This method facilitates early and continuous delivery of valuable software, ensuring better alignment with client expectations and market trends.

	Due to its rigid structure, adapting to changes in project requirements can be challenging and often leads to increased costs and delays.
	Highly adaptable, Agile allows for changes at any stage of the development process, ensuring the final product remains relevant and valuable even when initial requirements evolve.

	Often involve larger teams, sometimes up to 100 members, working in siloed verticals.
	Smaller and more cross-functional, requiring high levels of coordination and communication.

	The waterfall structure can lead to reduced coordination and communication within the team.
	Agile teams often work in close collaboration, enhancing efficiency and innovation.

	Features limited client interaction, primarily during scheduled meetings, demos, or at the project’s conclusion.
	Encourages frequent and continuous client engagement. Regular feedback loops are integral to Agile, allowing for real-time adjustments and ensuring that the product evolves in line with client needs and expectations.















Q15. Explain Brainstorming Technique – Where to use?

Brainstorming is a term used to describe the process or technique of finding solutions to problems, often by gathering ideas and lists within a group environment and in a spontaneous manner. In 1939, a team led by advertising executive Alex Osborn coined the term "brainstorm." According to Osborn, "Brainstorm means using the brain to storm a creative problem ind to do so "in commando fashion, each stormer audaciously attacking the same objective."
Brainstorming is a technique that promotes diversion type of thinking. Diversion refers to those team activities that produce a broad or diverse set of options. Brainstorms help answer specific questions such as (but not limited to):
· What options are available to resolve the issue at hand?
· What factors are constraining the group from moving ahead with an approach or option?
· What could be causing a delay in activity 'A'?
· What can the group do to solve problem 'B'?
Brainstorming works by focusing on a topic or problem, and then coming up with many possible solutions to it. This technique is best applied in a group as it draws on the experience and creativity of all members of the group. In the absence of a group, one could brainstorm on one's own to spark new ideas. Here are specific scenarios where brainstorming is most effective:
Requirements Elicitation: During the initial phase of a project when gathering requirements from stakeholders. It encourages stakeholders to share diverse ideas about what the project or system should achieve, helping to uncover user needs, features, or goals.
Problem-Solving: When a project encounters challenges, such as technical issues, budget constraints, or schedule delays. It fosters creative solutions by allowing team members to propose ideas freely, often leading to innovative ways to overcome obstacles.
Innovation and Ideation: In product development, marketing campaigns, or process improvement initiatives. It sparks creativity, enabling teams to explore new concepts, features, or strategies without being constrained by immediate feasibility concerns.
Team Collaboration and Engagement: In team-building exercises or cross-functional workshops to align diverse perspectives. It encourages participation from all team members, fostering inclusivity and leveraging diverse expertise to address complex issues.
Strategic Planning: During organizational strategy sessions or project planning to define goals, objectives, or priorities. It helps identify potential strategies or initiatives, ensuring a broad range of possibilities is considered before narrowing down options.
Conflict Resolution: stakeholders have differing opinions on project direction or priorities.
It provides a neutral platform for all parties to express ideas and find common ground, reducing tension and fostering consensus.











Q16. What reports Accounts Departments will generate (minimum 5 reports)

For TTS Company's Employee Loan Management System, the Accounts Department would typically generate from the Employees Loan Management System to ensure smooth financial operations and compliance. Below are five key reports the Accounts Department could generate, tailored to the system’s functionality and the company’s operations in the BFSI vertical:
  Financial Reports: The accounts department prepares all financial statements, such as balance sheets, income statements, and cash flow statements. It Helps monitor financial status of the bank, such as profitability, and cash flow generation capacity are summarized in these statements.
  Loan Repayment Status Report: Provides an overview of ongoing loan repayments, including timely and overdue payments. It Lists employee details, outstanding loan balance, repayment schedule, monthly deductions, and any missed payments. Enables the Accounts Department to track repayment progress, identify defaulters, and initiate follow-up actions.
  Loan Default and Risk Analysis Report: Identifies high-risk loans or employees with a history of delayed payments or defaults. Includes risk scores (if AI-driven analytics are used), overdue amounts, employee salary details, and reasons for default (if recorded). Supports proactive risk management and decision-making for future loan approvals or recovery actions.
  Analysis of Collateral: The accounting department may be involved in assessing the marketability and worth of the suggested collateral if the loan requires it. Projection of Cash Flow, considering the customer's financial information, the accounting department creates cash flow forecasts.
  Debt-to-Income Ratio Report:  By comparing the customer's overall outstanding debts to their salaries, the accounts department determines the debt-to-income ratio.






















Q17. What is the structure of the message/mail communicated from the HR department to the employee in case the Loan is rejected?
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Q18. What is the structure of the message/mail communicated from the HR department to the employee in case the Loan is approved?


[image: ]





























Q19. Design a sample report on the Loans applications Received by the accounts
Department


	

Application ID

	
Loan Application ID

	
Employee
Name
	
Loan Amount Application (USD)
	

Date
	

Status
	Reason for Rejection (if Processing Time applicable)
	
Processing Time
(Days)
	

Department

	EMPO01
	LA2025050001
	Priya Sharma
	15,000
	02-05-2025
	Approved -
	
	2.5
	IT

	EMPO02
	LA2025050002
	Rahul Kumar
	8,000
	05-05-2025
	Rejected
	Insufficient Salary
	1.8
	HR

	EMPO03
	LA2025050003
	Sneha Gupta
	10,000
	07-05-2025
	Approved
	
	3.0
	Finance

	EMPO04
	LA2025050004
	Anjali
Verma
	50,000
	10-05-2025 
	Pending
	
	0.0
	Operations

	EMP005
	LA2025050005
	Sarah
Davis
	75,000
	15-05-2025
	Approved
	
	4.1
	Marketing

	EMPO06
	LA2025050006
	Pooja
Kumari
	100,000
	20-05-2025
	Rejected
	Existing Loan
	2.0
	R&D


































Q20. Which reporting Tools we will use for generating reports.

A good decision-making process finds a balance between decisiveness and due diligence, so conveying information quickly is highly valued in all kinds of businesses. This concept is at the heart of data visualization; often, a single graphic or chart can effortlessly show and explain what would otherwise have been thousands of numbers and words. One can create such charts using Business Intelligence tools such as Microsoft Excel, Tableau and Power BI.
· Microsoft Excel: Microsoft Excel was released in the year 1985 and essentially is a tool that has features like calculation, graphing tools, pivot tables, and a macros programming language. It can be used on several operating systems such as Windows, Mac, Android, iOS, etc. It is easy-to-use spreadsheet, often used to create datasets. It can pull data from external data sources into your spreadsheet with the help of data connection features. It can also obtain data from sources such as the Web, Microsoft Query, SharePoint List, OData Feed, Hadoop Files (HDFS) etc. It focuses on creating structured and simple data models with a wide range of features and is most suitable for statistical analysis of structured data. It is Known for its strong charting capabilities, Excel has recently expanded its visualization options through features like Power View.
· Tableau: Founded in 2003, Tableau is an interactive data visualization software. It is recognized as the fastest growing data visualization tool mainly because of its ability to help users see and understand data. It simply converts raw data into a comprehensible visual that transforms the way people use data for problem solving and decision making. It offers support for hundreds of data connectors including online analytical processing (OLAP) and big data options (such as NoSQL, Hadoop) as well as cloud options. It allows to create a simple data model, such as a single table or it can be more complex, with multiple tables that use different combinations of relationships, joins, and unions. It is most suitable for quick and easy representation of big data which helps in resolving the big data issues. It is Known for its extensive and visually appealing visualization library. It offers a wider range of chart types, including advanced options like Gantt charts, boxplots, and heatmaps.
· Power BI:  Power Bi was released in 2014. It is a cloud-based analytics and business intelligence service by Microsoft. It aims to provide interactive visualizations and business intelligence capabilities along with simple data sharing, evaluation of data and scalable dashboards to its users. It is very capable of connecting to a users’ external sources including SAP HANA, JSON, MySQL, and more. It enables users to connect to Microsoft Azure databases, third-party databases, files and online services like Salesforce and Google Analytics. It is focused on data ingestion and building potentially complex data models easily. It Offers superior visualization tools that are not only more aesthetically pleasing but also interactive library of pre-built charts and graphs, including basic bar charts, line charts, pie charts, and maps. It has a user-friendly interface and strong data modelling capabilities.
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Loan Application Approval Notification
priya.s@ttl.com
Loan Application Approval Notification

Dear Priya,

We hope you are doing well.

We are pleased to inform you that your loan application, submitted on 02-05-2025, has been approved by the Company’s Loan Approval Committee after a thorough review and evaluation.
Below are the key details of your approved loan:

« Loan Amount: 315000

« Loan Tenure: 3 months

Monthly EMI: Y5000

+ Repayment Start Date: 30-06-2025

Interest Rate: 3%

+ Repayment Mode: Monthly salary deductions.

Attached to this email, you will find the following documents:

+ Loan Agreement: Outlining the terms and conditions of the loan.
+ Repayment Schedule: Detailing the monthly deduction amounts and timeline.

Important

« Carefully read through all the terms and conditions.
+ Review your personalized repayment schedule.
« Once you agree to the terms, please accept the loan offer within the system.

Upon your acceptance, the loan amount of 315000 will be processed for disbursement to your registered bank account within [Number] business days, and automatic deductions from your salary will commence as per the agreed-upon repayment
schedule.
If you have any questions or require further clarification regarding the loan offer or the repayment schedule, please do not hesitate to reach out to the HR department. We are here to assist you.

Congratulations, and thank you for your understanding and cooperation.
Warm regards,

HR Department
TTS Company
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pooja.k@ttl.com
Loan Application Rejection Notification

Dear Pooja,
We hope this message finds you well.

We would like to inform you that after a thorough evaluation of your recent loan application, the company’s Loan Approval Committee has decided not to approve your request at this
time. While we understand this may be disappointing news, please know that all applications are reviewed carefully based on established criteria and we want to assure you that
this decision does not reflect your value as a valued member of TTS Company.

We encourage you to review your financial situation and consider alternative options that may better align with your current circumstances. Our HR department is available to provide guidance
and support if you require assistance in exploring other avenues for financial assistance.

If you have any questions or need further assistance, we are here to help.
Thank you for your understanding.

Warm regards,
HR Department
TTS Company|




