                                          CAPSTONE PROJECT 3 PART 2

Question 1: What is the difference between Brainstorming and JAD Sessions?             3 marks

Answer: Brainstorming and JAD sessions are both group techniques used to generate ideas and gather requirements, but they differ in purpose, structure, and execution.

	Aspect
	Brainstorming
	JAD (Joint Application Development) Sessions

	Definition
	A creative technique used to generate a large number of ideas or solutions within a short period.
	A structured workshop that brings stakeholders together to collaboratively gather requirements and make decisions.

	Objective
	Encourages free-flowing ideas and innovation, often used for problem-solving or idea generation.
	Focuses on defining system requirements, improving business processes, and ensuring stakeholder alignment.

	Participants
	Includes individuals from diverse backgrounds, such as team members, experts, and sometimes external participants.
	Involves business users, developers, analysts, and a facilitator to ensure structured discussions.

	Structure
	Unstructured or semi-structured, with minimal restrictions to allow creativity.
	Highly structured, with an agenda, defined objectives, and a facilitator guiding the session.

	Duration
	Short, typically lasting 30 minutes to a few hours.
	Longer, often spanning several days depending on project complexity.

	Facilitation
	May or may not have a facilitator; participants contribute freely.
	Led by a trained facilitator who ensures discussions remain focused and productive.

	Outcome
	A list of ideas, potential solutions, or creative concepts.
	Detailed system requirements, documented decisions, and structured outputs like process models or use cases.



Key Differences in Use Cases
· Brainstorming is best when the goal is to generate new ideas without restrictions. It is often used in early project stages for innovation.
· JAD Sessions are ideal for formal requirement gathering in software development and business process improvement, ensuring all stakeholders agree on a solution.
Both techniques are useful but serve different purposes in the decision-making process.


Question 2: Why Document Analysis is one of the compulsory techniques we use in a Project? Justify                                                                                                                            3 marks

Answer: Document Analysis is a technique used in business analysis and project management to examine existing documents and extract relevant information. It helps in understanding business processes, requirements, historical data, and regulatory compliance.
Purpose of Document Analysis:
· To gather detailed insights from existing records such as reports, policies, system documentation, contracts, and user manuals.
· To identify gaps, inconsistencies, and improvements in the current system or process.
· To serve as a reference point for requirement gathering without relying solely on stakeholder interviews.
Document Analysis is a crucial technique in projects, especially in requirement gathering and business analysis, for the following reasons:
· Extracts Historical and Existing Information:
· It helps understand past project documents, business processes, and system functionalities.
· Provides insights into existing requirements, policies, and compliance standards.
· Reduces Errors and Enhances Accuracy:
· Helps identify inconsistencies or gaps in previous documents to prevent repeating past mistakes.
· Ensures that new requirements align with documented business rules and regulations.
· Saves Time and Resources:
· Acts as a foundation for stakeholder discussions, reducing redundant meetings.
· Provides concrete evidence and references, leading to more efficient decision-making.
By analysing existing documentation such as business process flows, contracts, reports, and technical specifications, teams can make informed decisions, ensuring project success with minimal risks.


Question 3: In Which Context we will use Reverse Engineering?                                      3 marks
Answer:  Reverse Engineering is the process of analysing an existing system, product, or software to understand its design, structure, and functionality. It is commonly used to recreate, enhance, or document a system when original documentation is missing.
Reverse Engineering offers several benefits across various industries, including software, hardware, manufacturing, and cybersecurity. Here are some key advantages:
· Legacy System Modernization:
· Helps update outdated systems by understanding their structure and functionality.
· Allows migration of old software to newer platforms without original documentation.
· Security and Vulnerability Analysis:
· Identifies weaknesses in software, helping improve cybersecurity.
· Used for malware analysis to detect threats and vulnerabilities.
· Product Improvement and Innovation:
· Helps in enhancing existing products by analysing competitors’ designs.
· Assists in optimizing performance and fixing inefficiencies.
· Cost Reduction and Resource Optimization:
· Reduces dependency on expensive, outdated components by recreating alternatives.
· Saves time by recovering lost designs instead of developing from scratch.
· Interoperability and Compatibility:
· Helps integrate old systems with new technology by understanding data formats and interfaces.
· Enables creation of compatible software or hardware components.
· Bug Fixing and Software Maintenance:
· Assists in identifying and resolving issues in poorly documented software.
· Improves system reliability and extends the lifespan of existing applications.

Reverse Engineering is used in various contexts, primarily to analyse, understand, or recreate existing systems or products. Some key contexts where it is applied include:
· Legacy System Modernization:
· When an old system lacks proper documentation, reverse engineering helps understand its functionality.
· Used to migrate or update outdated software and hardware.
· Software Maintenance and Security Analysis:
· Helps in debugging, vulnerability assessment, and malware analysis.
· Identifies weaknesses in software to improve security.
· Product Design and Enhancement:
· Used in manufacturing to analyse competitors’ products and improve existing designs.
· Helps in reconstructing lost designs for production continuity.
Reverse Engineering is a valuable technique for businesses, researchers, and security experts, allowing them to enhance, secure, and optimize products and systems efficiently.

Question 4: What is the difference between Brainstorming and Focus Groups?            3 marks

Answer: Brainstorming and Focus Groups are both group discussion techniques used to generate ideas or gather insights. However, they differ in purpose, structure, and methodology.

	Aspect
	Brainstorming
	JAD (Joint Application Development) Sessions

	Definition
	A creative technique used to generate a large number of ideas freely without restrictions or criticism.
	A structured discussion involving a group of participants to collect opinions, feedback, and perceptions about a specific topic, product, or service.

	Objective
	To encourage open-ended thinking and generate innovative solutions or ideas.
	To gain qualitative insights into consumer behaviour, preferences, or opinions on a subject.

	Participants
	Involves individuals from different backgrounds to encourage diverse perspectives and creativity.
	Consists of carefully selected participants who represent a target audience (e.g., potential customers or end-users).

	Structure
	Less structured, often free-flowing and spontaneous to encourage creativity.
	Highly structured, guided by a moderator with a predefined set of questions.

	Duration
	Typically, short (30 minutes to a few hours).
	Longer, usually lasting 1-2 hours per session.

	Facilitation
	A facilitator may guide the discussion but allows unrestricted idea generation.
	A moderator ensures that the discussion stays on topic, gathers feedback, and encourages participation.

	Outcome
	A wide range of ideas, solutions, and concepts, often used for problem-solving or innovation.
	Detailed qualitative insights, opinions, and feedback that help in decision-making, marketing, or product development.



Key Differences in Use Cases
· Brainstorming is ideal for generating creative solutions and innovative ideas in an unstructured environment. It is commonly used in product development, problem-solving, and business strategy.
· Focus Groups are best suited for collecting opinions from a specific target audience. They are widely used in marketing research, user experience testing, and product evaluation.
While both techniques involve group discussions, brainstorming focuses on idea generation, whereas focus groups aim to gather opinions and insights for research and decision-making.

Question 5: Observation Technique – Explain both Active and Passive approaches      3 marks

Answer: The Observation Technique is a method used in research, business analysis, and user experience studies to gather information by watching people, processes, or systems in real-world settings. It helps understand behaviours, workflows, and challenges that may not be revealed through interviews or surveys.
Purpose of Observation Technique:
· To understand real-life behaviours without relying on self-reported data.
· To identify inefficiencies, challenges, and patterns in a process or system.
· To validate findings from other research methods like surveys or interviews.
Advantages of Observation Technique:
· Provides real-world, authentic insights.
·  Helps in identifying issues that participants may not mention in interviews.
· Useful for process improvement, usability testing, and behavioural analysis.
This technique is widely used in business analysis, market research, UX design, and scientific studies to collect accurate and objective data.

Types of Observation Techniques:
· Active Observation (Participatory Observation):
· The observer is directly involved in the process or activity being studied.
· The observer interacts with participants, asks questions, and may influence the environment.
· Used when a deeper understanding of tasks, behaviours, and challenges is required.
· Example: A business analyst working alongside employees to understand how they use a software system.
· Passive Observation (Non-Participatory Observation):
· The observer remains an outsider and does not interfere with the activities being studied.
· The observer silently watches and records behaviours, actions, and patterns without influencing them.
· Used when unbiased and natural behaviour is required for accurate analysis.
· Example: A UX researcher silently observing how users interact with a website without guiding them.
Key Differences:
	Aspect
	Active Observation
	Passive Observation

	Involvement
	Observer participates and interacts.
	Observer does not interfere or interact.

	Impact on Subjects
	May influence behaviours due to participation.
	No influence; behaviour remains natural.

	Use Case
	Understanding workflows, usability testing, process improvements.
	Studying customer behaviour, security monitoring, usability testing without guidance.



Both approaches are valuable in research and analysis, depending on whether interaction or unbiased observation is required.

Question 6: How do you conduct the Requirements Workshop?                                      3 marks

Answer: A Requirements Workshop is a structured meeting where stakeholders collaborate to gather, analyse, and finalize project requirements. It is commonly used in business analysis, software development, and project management to ensure all parties have a shared understanding of what needs to be delivered.

Why is a Requirements Workshop Important?
· Ensures Clear and Complete Requirements:
· Brings all key stakeholders together to define project scope and expectations.
· Reduces misunderstandings by providing a platform for discussion.
· Encourages Collaboration and Consensus:
· Involves business users, analysts, and developers to align on objectives.
· Helps resolve conflicts and prioritize requirements effectively.
· Saves Time and Reduces Rework:
· Identifies potential issues early in the project.
· Minimizes miscommunication, reducing costly changes later.
· Enhances Decision-Making:
· Provides a structured way to validate and refine requirements.
· Uses techniques like brainstorming, Joint Application Development (JAD), and prototyping for better clarity.

Steps to Conduct a Requirements Workshop:
· Planning and Preparation:
· Identify key stakeholders (e.g., business analysts, developers, end-users).
· Define objectives, agenda, and expected outcomes.
· Arrange logistics (venue, online tools, materials).
· Facilitating the Workshop:
· Start with introductions and define workshop goals.
· Use techniques like brainstorming, document analysis, or JAD (Joint Application Development) sessions to gather requirements.
· Encourage open discussions and note key points.
· Documenting and Validating Requirements:
· Summarize and structure the collected requirements.
· Validate with stakeholders to ensure clarity and completeness.
· Share workshop outcomes for review and approval.

Key Success Factors:
· Clear objectives and well-defined agenda.
· Active participation from all stakeholders.
· Effective facilitation to keep discussions focused.
· Proper documentation and follow-up.
A well-conducted Requirements Workshop ensures better communication, minimizes misunderstandings, and leads to well-defined project requirements.

Question 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               6 marks

Answer: The Interview Technique is a method used to gather information by directly engaging stakeholders through structured conversations. Business Analysts (BAs) use this technique to collect insights, clarify requirements, and understand business processes, challenges, and expectations.

Why is the Interview Technique Important?
· Direct and Reliable Information Gathering:
· Interviews allow BAs to obtain first-hand insights from stakeholders.
· Helps in understanding business needs, pain points, and expectations clearly.
· Flexibility and Adaptability:
· Interviews can be structured, semi-structured, or unstructured, depending on the need.
· BAs can ask follow-up questions to gain deeper insights.
· Stakeholder Engagement and Relationship Building:
· Provides an opportunity to build trust and rapport with stakeholders.
· Encourages open communication, leading to better collaboration.
· Requirement Validation and Clarity:
· Helps verify and refine business requirements to avoid misunderstandings.
· Ensures all requirements are captured accurately before moving forward.
· Identifies Hidden Issues and Opportunities:
· Encourages discussion beyond predefined questions, revealing unknown challenges.
· Helps in identifying process inefficiencies, risks, and improvement areas.

Context in Which a Business Analyst (BA) Conducts Interviews:
The Interview Technique is a method used by Business Analysts (BAs) to gather information from stakeholders through direct questioning. It is conducted in various contexts, including:
· Requirement Gathering – To understand business needs and expectations.
· Stakeholder Analysis – To identify key decision-makers and their roles.
· Process Understanding – To analyse current workflows and identify inefficiencies.
· Problem Identification – To discover pain points and areas for improvement.
· Validation of Requirements – To confirm documented requirements with stakeholders.

Approaches to Conducting Interviews:
· Structured Interviews:
· Predefined set of questions, asked in a specific order.
· Ensures consistency and allows easy comparison of responses.
· Used when precise, quantifiable data is required.
· Example: A BA asking the same set of questions to multiple users about software usability.
· Unstructured Interviews:
· Open-ended and flexible, with questions adapting based on responses.
· Encourages deep discussions, leading to unexpected insights.
· Used when exploring new areas or gathering qualitative feedback.
· Example: A BA discussing business challenges with a manager without a fixed questionnaire.

Difference Between Open-Ended and Closed-Ended Questions
	Aspect
	Open-Ended Questions
	Closed-Ended Questions

	Definition
	Questions that allow respondents to elaborate freely.
	Questions that require a specific, short answer (e.g., Yes/No or multiple choice).

	Purpose
	To gather detailed insights, opinions, and experiences.
	To collect precise and measurable information.

	Example
	"What challenges do you face in your daily tasks?"
	"Do you find the current system easy to use? (Yes/No)"

	Use Case
	Used in unstructured interviews for in-depth understanding.
	Used in structured interviews for quick and standardized responses.



The Interview Technique is a crucial tool for Business Analysts to gather accurate information from stakeholders. Depending on the objective, they may choose a structured or unstructured approach. Similarly, the choice between open-ended and closed-ended questions depends on whether the goal is to collect detailed insights or measurable responses.

Question 8: Questionnaire Technique – Where we will use? Give one example.           6 marks
Answer: The Questionnaire Technique is a data collection method where a set of written questions is provided to respondents to gather information. It is commonly used in research, business analysis, and surveys to collect structured data from a large group of people.

Advantages of the Questionnaire Technique:
· Time-Saving and Cost-Effective:
· Can be distributed to multiple respondents simultaneously.
· Reduces the need for face-to-face interviews, saving resources.
· Standardized and Consistent Data Collection:
· Ensures uniformity in responses, making it easier to analyse data.
· Reduces bias since all participants answer the same set of questions.
· Can Reach a Large Audience:
· Can be distributed through email, online surveys, or printed forms.
· Allows businesses to collect data from geographically dispersed respondents.
· Encourages Honest Responses:
· Respondents can answer privately, leading to more truthful responses, especially for sensitive topics.
· Easy to Analyse and Compare:
· Responses can be quantified and statistically analyzed.
· Ideal for market research, customer feedback, and business decision-making.

Where is the Questionnaire Technique Used?
The Questionnaire Technique is widely used across different fields to gather structured data efficiently. Below are key areas where this technique is applied:
I. Market Research:
· Purpose: To understand customer needs, preferences, and buying behaviour.
· Example:
· A retail company surveys customers to find out their preferred brands and shopping habits.
· A tech company uses a questionnaire to ask users about features they want in a new product.
· Impact: Helps businesses develop customer-centric products and marketing strategies.

II. Employee Feedback & Organizational Improvement:
· Purpose: To collect feedback on workplace satisfaction, policies, and company culture.
· Example:
· An HR department sends a survey to employees asking about job satisfaction, work-life balance, and suggestions for improvement.
· A company collects feedback on its diversity and inclusion efforts.
· Impact: Helps improve employee engagement and make policy changes based on real input.

III. Customer Satisfaction & Service Quality Assessment:
· Purpose: To measure how satisfied customers are with a product, service, or support.
· Example:
· After a purchase, a company sends an email survey asking, "How satisfied are you with your order?"
· A bank asks customers to rate their experience with online banking services.
· Impact: Identifies service gaps, allowing companies to improve customer experience.

IV. Academic & Social Research:
· Purpose: To collect data for studies on human behaviour, opinions, and trends.
· Example:
· A university conducts a survey to study students’ mental health and study habits.
· A government agency surveys citizens about public healthcare satisfaction.
· Impact: Helps researchers and policymakers make data-driven decisions.

V. Product Development & Usability Testing:
· Purpose: To gather user feedback before launching a new product.
· Example:
· A software company surveys beta testers about bugs, usability issues, and missing features.
· A smartphone brand asks users which design features they prefer in the next model.
· Impact: Ensures that the final product aligns with user expectations.

VI. Event & Training Evaluation:
· Purpose: To assess the effectiveness of training programs, workshops, and events.
· Example:
· After a corporate training session, employees are asked, "How useful was the training for your job?"
· A conference organizer collects feedback on session quality and speaker effectiveness.
· Impact: Helps organizations improve future events and training programs.

Example of a Questionnaire in Business Analysis
· Scenario: A company wants to improve its HR policies.
· Questionnaire Sample:
· How satisfied are you with the current leave policy? (Very Satisfied / Satisfied / Neutral / Dissatisfied / Very Dissatisfied)
· What improvements would you suggest for the current work-from-home policy? (Open-ended question)
· Do you feel that the company provides enough career growth opportunities? (Yes/No)
The Questionnaire Technique is an efficient, scalable, and structured way to collect data from multiple respondents. It is widely used in business analysis, market research, and feedback collection, helping organizations make data-driven decisions.

Question 9: How to Sort the Requirements – Where we will use? Give one example.               5 marks
Answer: Sorting requirements is a crucial step in business analysis and software development to ensure that the most important and relevant requirements are prioritized. Proper sorting helps teams focus on what matters most, reducing project risks and improving efficiency.

Where is Sorting Requirements Used?
· Project Planning & Roadmap Creation – Helps in defining the project scope and timeline.
· Agile Development – Used in backlog refinement to prioritize user stories.
· Software Development & Business Process Improvement – Ensures critical requirements are addressed first.
· Budget & Resource Allocation – Focuses resources on high-priority features.

How Do We Sort Requirements?
Sorting requirements is essential for prioritizing, managing, and implementing them efficiently in a project. Requirements can be sorted based on various factors such as importance, feasibility, business value, urgency, and dependencies.

Methods to Sort Requirements:
· Prioritization Techniques:
· MoSCoW Method – Classifies requirements as Must-Have, Should-Have, Could-Have, and Won’t-Have.
· Kano Model – Categorizes requirements based on customer satisfaction impact (Basic Needs, Performance Needs, and Exciting Needs).
· 100-Point Method – Stakeholders distribute 100 points across different requirements based on importance.
· Categorization Based on Business Needs:
· Functional vs. Non-Functional Requirements – Sorting based on whether the requirement defines system behaviour (functional) or quality standards (non-functional).
· Regulatory vs. Business vs. Technical Requirements – Sorting requirements based on compliance needs, business needs, or system technicalities.
· Dependency Analysis:
· Identifying which requirements depend on others and organizing them accordingly.

Ways to Sort Requirements
· Based on Priority (MoSCoW Method):
· The MoSCoW technique classifies requirements into four categories:
· M – Must Have → Essential for project success.
· S – Should Have → Important but not mandatory.
· C – Could Have → Nice to have but not critical.
· W – Won’t Have → Not required for this phase but may be included later.
· Example:
	Requirement
	MoSCoW Category

	User Login
	Must Have

	Social Media Login
	Should Have

	Dark Mode
	Could Have

	AI Chatbot
	Won’t Have



· Based on Business Value (Value vs. Effort Matrix):
· Sort requirements based on value to business vs. effort required to implement.
	Category
	MoSCoW Category

	Quick Wins
	High Value, Low Effort – Implement First

	Major Projects
	High Value, High Effort – Plan & Prioritize

	Fill-ins
	Low Value, Low Effort – Can be considered later

	Time Wasters
	Low Value, High Effort – Avoid or Drop



· Based on Dependency (Technical & Business):
· Some requirements depend on others.
· Sort them in a logical sequence to avoid roadblocks.
· Example: Payment Gateway must be implemented before Order Confirmation.

· Based on Urgency (Time Sensitivity):
· Urgent – Critical for deadlines (e.g., Regulatory compliance).
· Time-Sensitive – Important for launch phase.
· Can be Deferred – No immediate impact.

· Based on Stakeholder Priority:
· Gather stakeholder feedback and rank requirements based on business needs.
 
Where is Sorting Requirements Used?
· Project Planning & Roadmap Creation – Helps in defining the project scope and timeline.
· Agile Development – Used in backlog refinement to prioritize user stories.
· Software Development & Business Process Improvement – Ensures critical requirements are addressed first.
· Budget & Resource Allocation – Focuses resources on high-priority features.

Example of Sorting Requirements:
· Scenario: A company is developing an e-commerce website.
· Sorted Requirements Using MoSCoW Method:
· Must-Have: User login, product search, checkout process.
· Should-Have: Wishlist feature, discount coupons.
· Could-Have: Product comparison tool, chatbot support.
· Won’t-Have: Virtual reality product preview (for this phase).
· Impact: Sorting ensures critical features are built first, improving project success.

Conclusion
Sorting requirements is essential for project success as it helps teams prioritize what’s most important. Different techniques like MoSCoW, Kano, and dependency analysis ensure that resources are used effectively, leading to better project outcomes.

Question 10: Prioritise the Requirements –Where we will use? Give one example.    5marks
Answer: Prioritizing requirements is the process of ranking requirements based on their importance, urgency, and impact on the project. It helps teams focus on the most critical needs first while deferring less important ones.
This process ensures that stakeholders' expectations are met efficiently, resources are allocated effectively, and project risks are minimized.

Advantages of Prioritizing Requirements
· Improves Project Focus: Ensures that the most valuable and necessary features are delivered first.
· Enhances Resource Management: Helps allocate time, budget, and effort efficiently to high-priority tasks.
· Reduces Project Risks: Prevents delays by addressing critical dependencies early in development.
· Increases Stakeholder Satisfaction: Ensures that the most business-critical needs are addressed first, meeting key expectations.
· Facilitates Agile Development: In Agile, backlog items are prioritized for each sprint, allowing flexibility in feature delivery.

Where is Prioritizing Requirements Used?
· Software Development & Product Management – To define which features should be built first.
· Business Process Improvement – To decide which process optimizations have the highest impact.
· Agile & Scrum Methodologies – Used in sprint planning to prioritize user stories.
· Budget Allocation – Helps distribute funding to the most valuable business requirements.

Example of Prioritizing Requirements:
· Scenario: A company is developing a mobile banking app.
· Prioritized Requirements Using the MoSCoW Method:
· Must-Have: User authentication, money transfer, account balance check.
· Should-Have: Bill payments, transaction history export.
· Could-Have: Personal finance tracking, voice assistant integration.
· Won’t-Have: Cryptocurrency trading (for this release).
· Impact: The team focuses on essential banking features first, ensuring the app meets customer expectations before adding extra features.

Conclusion
Prioritizing requirements ensures that projects deliver maximum value with minimal risk. It helps teams work efficiently, improves stakeholder satisfaction, and ensures successful project execution by focusing on what truly matters first.

Question 11:  Weekly status reporting – How we will drive?                                             5 marks
Answer: Weekly Status Reporting is a structured way of tracking and communicating the progress, challenges, and next steps of a project on a weekly basis. It helps stakeholders, project managers, and teams stay aligned on project objectives, timelines, and potential risks.
A weekly status report typically includes:
· Project progress updates (tasks completed, milestones achieved)
· Current challenges or blockers
· Planned activities for the next week
· Key performance metrics (if applicable)
How to Drive Weekly Status Reporting?
· Define the Report Format:
· Choose a structured format (e.g., a document, email, or dashboard) to maintain consistency.
· Common sections include progress updates, risks, blockers, action items, and next steps.

· Collect Updates from Team Members:
· Gather information from project management tools (e.g., Jira, Trello, Asana) or team meetings.
· Ensure updates are accurate and concise.

· Highlight Key Accomplishments:
· Summarize completed tasks, milestones, or deliverables from the past week.
· Provide status indicators (e.g., On Track, At Risk, Delayed).

· Identify Risks & Challenges:
· Document any roadblocks, dependencies, or pending approvals affecting progress.
· Suggest possible solutions or mitigation plans.
· Plan for the Next Week:
· Outline the tasks, goals, and key deliverables for the upcoming week.
· Assign responsibilities to team members.

· Share & Discuss with Stakeholders:
· Distribute the report to managers, teams, and key stakeholders.
· Address any feedback or action items in the next report.
Example of Prioritizing Requirements:
· Scenario: E-commerce Website Development
· Week Ending: March 8, 2025
· Key Accomplishments:
· Completed homepage UI design
· Integrated payment gateway API
· Fixed critical checkout process bugs
· Challenges/Risks:
· Delay in product catalog data upload (waiting for client input)
· Need additional testing for mobile responsiveness
· Next Week Plan:
· Implement order tracking feature
· Conduct usability testing
· Resolve pending security compliance issues
· Won’t-Have: Cryptocurrency trading (for this release).
· Overall Status: On Track

Conclusion
Weekly Status Reporting is a crucial tool for tracking project progress, ensuring transparency, and aligning teams with project goals. By regularly updating stakeholders, teams can identify risks early, improve efficiency, and keep projects on schedule.


Question 12: Meeting Minutes Document – Prepare one Sample.                                   5 marks
Answer: 
· Meeting Title: Project Kick-off Meeting
· Date: March 8, 2025
· Time: 10:00 AM - 11:00 AM
· Location: Zoom Meeting
· Attendees: John Doe (Project Manager), Sarah Smith (Business Analyst), Michael Lee (Developer), Emma Brown (QA Lead), Olivia Johnson (Stakeholder)
· Meeting Agenda: 
· Project Overview & Objectives
· Roles and Responsibilities
· Project Timeline & Milestones
· Potential Risks & Challenges
· Next Steps & Action Items
· Key Discussion Points:
· Project Overview & Objectives:
· The project will develop a new mobile banking application.
· The goal is to enhance user experience, improve security, and integrate AI-based financial insights.
· Roles and Responsibilities:
· John Doe: Oversees project execution.
· Sarah Smith: Gathers requirements and documents processes.
· Michael Lee: Leads development tasks.
· Emma Brown: Ensures quality and testing.
· Olivia Johnson: Represents stakeholders’ interests.
· Project Timeline & Milestones:
· Phase 1: Requirements Gathering (March 10 - March 20)
· Phase 2: Development Start (March 25 - May 30)
· Phase 3: Testing & Bug Fixes (June 1 - June 20)
· Phase 4: Deployment (July 1)
· Potential Risks & Challenges:
· Data security compliance – Need to ensure GDPR & banking regulations.
· Resource availability – Development team has multiple projects running.
· Next Steps & Action Items:
	Task
	Assigned To
	Deadline

	Finalize project requirements
	Sarah Smith
	March 15

	Set up development environment
	Michael Lee
	March 18

	Define test strategy
	Emma Brown
	March 20



· Meeting Adjourned at: 11:00 AM
· Next Meeting Scheduled: March 15, 2025
· Prepared By: Sarah Smith (Business Analyst)


Conclusion:
A Meeting Minutes Document helps record important discussions, decisions, and action items, ensuring clarity and accountability for all participants.

Question 13: Change Tracker – Document – Prepare one Sample.                                   4 marks
Answer: A Change Tracker is a document or system used to record, monitor, and manage changes in a project, software development, or business process. It helps in tracking modifications to requirements, scope, design, or any other key aspects to ensure transparency and control over project evolution.

Types of Change Trackers:
There are mainly two types of Change Trackers:
· Manual Change Tracker – Maintained in spreadsheets, Word documents, or physical records. It requires manual entry and tracking.
· Automated Change Tracker – Uses project management tools like Jira, Trello, Azure DevOps, or Confluence to track changes automatically with notifications and version control.

Advantages of a Change Tracker:
· Improved Accountability – Clearly defines who requested, approved, and implemented the change.
· Prevents Scope Creep – Helps manage uncontrolled project changes.
· Enhances Transparency – Keeps stakeholders informed of updates.
· Reduces Errors – Ensures every change is documented and reviewed before implementation.
· Better Decision-Making – Provides a historical record for analysis and improvement.

Sample Change Tracker Document:
· Project Name: Mobile Banking Application Development
· Date: March 8, 2025
· Version: 1.2

	Change ID
	Change Description
	Requested By
	Priority
	Impact
	Status
	Approval By
	Implementation Date

	CHG-001
	Add biometric login (Face ID & Fingerprint)
	Olivia Johnson (Stakeholder)
	High
	Security & UX
	Approved
	John Doe (PM)
	March 15, 2025

	CHG-002
	Modify homepage UI layout for better navigation
	James Carter (UI/UX Designer)
	Medium
	Usability
	In Progress
	Sarah Smith (BA)
	March 20, 2025

	CHG-003
	Integrate real-time currency exchange rates
	Michael Lee (Developer)
	Low
	Performance
	Pending Review
	Emma Brown (QA)
	TBD



· Last Updated By: Sarah Smith (Business Analyst)

Conclusion
A Change Tracker Document ensures smooth change management by keeping records of modifications, approvals, and implementation details. It helps maintain control over project evolution and ensures that all changes are well-documented, approved, and executed efficiently.

Question 14: Difference between Traditional Development Model and Agile Development Models                                                                                                                                          8 marks
Answer: The Traditional Development Model (such as the Waterfall Model) and the Agile Development Model are two widely used approaches in software development. The key differences between them are:
	Aspect
	Traditional Development Model (Waterfall)
	Agile Development Model

	Approach
	Follows a linear and sequential process where each phase is completed before moving to the next.
	Follows an iterative and incremental process, where work is broken into smaller cycles (sprints/iterations).

	Process Flow
	Requirement → Design → Development → Testing → Deployment → Maintenance
	Repeated cycles of Planning → Development → Testing → Feedback → Deployment (Sprints/Iterations).

	Flexibility
	Rigid; changes in requirements are difficult to accommodate once development has started.
	Highly flexible; requirements can evolve throughout the project based on customer feedback.

	Customer Involvement
	Minimal; the customer is involved mainly in the requirement-gathering phase and final delivery.
	High; the customer is involved in every sprint/iteration for continuous feedback and improvements.

	Project Size Suitability
	Best suited for large, well-defined projects with fixed requirements (e.g., government, banking, healthcare systems).
	Best suited for dynamic projects where requirements may change frequently (e.g., startups, SaaS applications, AI-based software).

	Delivery of Product
	The final product is delivered at the end of the project after all phases are completed.
	The product is delivered incrementally, allowing for frequent releases and continuous improvements.

	Risk Management
	Higher risk; defects or requirement mismatches are detected late in the development phase.
	Lower risk; early testing and continuous feedback help detect and fix issues early.

	Testing Approach
	Higher risk; defects or requirement mismatches are detected late in the development phase.
	Testing is continuous and occurs in each sprint, allowing early bug detection and fixes.

	Team Structure
	Teams work in functional silos (e.g., separate teams for requirements, development, and testing).
	Teams work in cross-functional and collaborative setups with daily stand-up meetings.

	Documentation
	Heavy documentation required before development begins.
	Lighter documentation; focuses more on working software over extensive paperwork.

	Cost & Time Estimation
	Cost and time are predetermined but may not always be accurate due to unforeseen changes.
	Cost and time are adjusted dynamically based on continuous changes and iterations.

	Scalability
	Works well for structured projects with fixed scope and limited iterations.
	Works well for evolving projects with changing priorities and frequent iterations.

	Change Management
	Changes are difficult and require a formal change approval process.
	Changes are easily accommodated in upcoming sprints without major disruptions.

	Communication
	Documentation-driven; limited interaction between development teams and clients.
	Collaboration-driven; frequent meetings, feedback loops, and sprint reviews with stakeholders.

	Project Monitoring
	Progress is measured through milestones (e.g., completion of phases).
	Progress is measured through working software and team velocity in sprints.

	Release Cycle
	Long release cycle; software is released only after full development and testing.
	Short release cycle; software is released in increments (every few weeks).

	Release Cycle
	Startups, SaaS products, mobile apps, AI & ML-based applications, dynamic software products.
	Startups, SaaS products, mobile apps, AI & ML-based applications, dynamic software products.

	Example Scenario
	Best for banking systems, ERP software, government contracts, where stability is required.
	Best for mobile applications, AI-driven projects, SaaS products, where frequent updates are needed.



Conclusion
The Traditional Model is structured, well-documented, and works best for large, fixed-scope projects but lacks adaptability. On the other hand, Agile is more dynamic, customer-focused, and ideal for projects requiring rapid iterations and continuous improvement.
· Choose Traditional Development if requirements are fixed and well-documented.
· Choose Agile Development if requirements evolve and customer involvement is high.


Question 15: Explain Brainstorming Technique – Where to use?                                      5 marks

Answer: Brainstorming is a creative problem-solving technique used to generate a wide range of ideas and solutions within a group. It encourages free thinking, collaboration, and innovation by allowing participants to contribute ideas without immediate criticism or judgment.
This technique is particularly useful in the early stages of problem-solving or project planning, where multiple possibilities need to be explored before selecting the best approach.

Key Principles of Brainstorming:
· Encourage Free Thinking – No idea is wrong; all suggestions are welcome.
· Quantity Over Quality (Initially) – The goal is to generate as many ideas as possible.
· No Criticism – Judgment and evaluation come later; brainstorming is about idea generation.
· Build on Others’ Ideas – Encourage participants to expand or improve on existing ideas.
· Diverse Perspectives – Involve people from different backgrounds for varied insights.

Advantages of Brainstorming:
· Encourages Creativity – Helps generate innovative solutions.
· Diverse Perspectives – Brings together different viewpoints and expertise.
· Quick Idea Generation – Produces multiple ideas in a short time.
· Team Collaboration – Strengthens teamwork and collective problem-solving.
· Improves Decision-Making – Helps organizations explore various options before making decisions.

Where is Brainstorming Used?
Brainstorming is widely used in different fields, including:
	Industry/ Field
	Use Case

	 Business & Management
	Generating business strategies, marketing campaigns, product development ideas

	Software Development
	Defining project requirements, designing features, solving technical challenges

	Education & Research
	Topic selection, innovation in teaching methods, academic research planning

	Engineering & Design
	Product design, system architecture, process improvement

	Problem Solving
	Identifying the root cause of issues, finding alternative solutions

	Creative Fields (Advertising, Writing, Media, Art)
	Developing ad campaigns, content ideas, scriptwriting, artistic concepts



Types of Brainstorming Techniques:
· Traditional Brainstorming:
· A group of people discusses ideas in an open setting.
· A facilitator guides the session and notes down all ideas.
· Example: A marketing team brainstorming slogans for a new product.
· Mind Mapping: 
· Ideas are visually connected in a diagram to show relationships.
· Helps organize thoughts and find connections between concepts.
· Example: A team mapping out features for a mobile banking app.
· Reverse Brainstorming:
· Instead of solving the problem, participants think of ways to create the problem.
· Then, they find ways to prevent or fix those issues.
· Example: Instead of asking “How can we improve customer satisfaction?”, ask “How can we make customer service worse?” and then reverse the bad ideas.
· Brainwriting:
· Instead of speaking ideas out loud, participants write them down.
· Encourages participation from introverts and avoids groupthink.
· Example: A software team writing possible app features on sticky notes before discussing.
· SCAMPER Technique (Substitute, Combine, Adapt, Modify, Put to another use, Eliminate, Reverse):
· Helps modify existing products, services, or ideas to create something new.
· Example: A fast-food chain brainstorming how to modify menu items to attract new customers.

Example of a Brainstorming Session:
Scenario: A company wants to develop a new mobile app for personal finance management.
· Step 1: Define the Goal
· The team leader asks: “What features should our app have to help users manage their finances effectively?”
· Step 2: Idea Generation
· Team members suggest ideas:
· AI-based budgeting assistant
· Automatic bill reminders
· Real-time expense tracking
· Investment advice for beginners
· Crypto portfolio integration
· Step 3: Idea Evaluation & Filtering
· The team discusses feasibility, removes duplicate ideas, and prioritizes the best ones.
· Step 4: Action Plan
· Selected ideas are categorized into MVP (Minimum Viable Product) and Future Enhancements.

Conclusion
Brainstorming is an effective and widely used technique for idea generation and problem-solving across various industries. By following a structured approach and using different brainstorming methods, teams can develop innovative solutions, improve collaboration, and enhance decision-making.

Case study (Q16 – Q20 -> 33 Marks)

TTS Company is a multinational Company giving services on Software development in the BFSI Vertical. They have multiple products available. They have Research and Development Wing, which continuously try to improve the Quality of the products and innovation is their USP, this is helping TTS Company to be in Top 10 List. TTS Company came up one initiative to help their Employees with Loans based on their eligibility. To support this cause, they proposed the development of Employees Loan Management System.
The Employees Loan Management System will help an organization to manage a loan for its employees online in an efficient way. Employees can request loans, which will be reviewed by the HR and Accounts departments and then loans will be approved or rejected. In case, the loan is rejected, the employee will be informed of the reason for loan rejection.

Question 16: What reports Accounts Departments will generate (minimum 5 reports)?                10 marks
Answer: The Accounts Department in the Employees Loan Management System will generate the following reports:
I. Loan Disbursement Report:
· This report provides a detailed record of all loans that have been approved and disbursed to employees.
· Key Information Included:
· Employee Name & ID
· Loan Amount Approved
· Loan Type (e.g., Personal Loan, Emergency Loan, Housing Loan, etc.)
· Loan Tenure (Duration in months/years)
· Disbursement Date
· Repayment Start Date
· Interest Rate Applied
· Purpose:
· Helps track the total amount disbursed to employees.
· Assists in financial planning to ensure sufficient liquidity for future loan approvals.

II. Outstanding Loan Report:
· This report keeps track of all loans that are currently active and yet to be fully repaid by employees.
· Key Information Included:
· Employee Name & ID
· Loan Amount Remaining
· Number of Pending Installments
· Next Payment Due Date
· Interest Accrued So Far
· Purpose:
· Helps monitor the total outstanding liability of the company.
· Ensures employees are making payments on time and identifies any potential risks of default.

III. Loan Repayment Report:
· This report tracks repayments made by employees towards their loans.
· Key Information Included:
· Employee Name & ID
· Loan Amount Approved vs. Paid So Far
· Monthly Installment Amount
· Payment Dates
· Any Missed or Delayed Payments 
· Purpose:
· Helps the Accounts Department monitor loan recoveries.
· Identifies employees who are defaulting or delaying payments.
· Can be used for payroll deductions in case of missed payments.

IV. Rejected Loan Report:
· This report provides a list of all loan applications that have been rejected along with the reason for rejection.
· Key Information Included:
· Employee Name & ID
· Loan Amount Requested
· Loan Type
· Reason for Rejection (e.g., insufficient salary, poor credit history, exceeded maximum loan limit, etc.)
· Purpose:
· Helps analyse common reasons for loan rejection.
· Identifies patterns (e.g., high rejection rate in a specific department).
· Can assist HR in updating loan eligibility criteria.

V. Financial Summary Report:
· This is a high-level financial report showing the overall performance of the Employee Loan Management System.
· Key Information Included:
· Total Loan Amount Disbursed
· Total Amount Recovered
· Total Outstanding Loan Amount
· Number of Loans Approved vs. Rejected
· Revenue Generated from Interest on Loans
· Purpose:
· Helps the company assess the financial impact of the loan program.
· Aids in strategic decision-making regarding loan limits, interest rates, and policies.
· Provides insights into financial risk exposure related to employee loans.

These reports are essential for effective financial monitoring, risk assessment, and decision-making in the Employee Loan Management System. They ensure transparency, compliance, and financial stability for both employees and the organization.

Question 17: What is the structure of the message/mail communicated from the HR department to the employee in case the Loan is rejected?                                                      5 marks
Answer:
Subject: Notification of Loan Application Rejection
Dear Rohit,
We appreciate your interest in the Employees Loan Management System and your application for a loan with TTS Company. After careful review of your request, we regret to inform you that your loan application has been rejected due to the following reason(s):
Reason(s) for Rejection: Incomplete documentation and Insufficient salary balance.
We understand that this may be disappointing news. If you require further clarification or would like to discuss potential alternatives, please feel free to reach out to the HR department at [HR_LoanDepartment@ttsco.com/+91 9876543210].
Thank you for your understanding. We encourage you to review the eligibility criteria and reapply in the future if applicable.
Best Regards,
Suresh Kohli
HR Department
TTS Company

Question 18: What is the structure of the message/mail communicated from the HR department to the employee in case the Loan is approved?                                                    5 marks
Answer:
Subject: Approval of Your Loan Request – Employee Loan Management System
Dear Shubam,
We are pleased to inform you that your loan request submitted on 01/03/2025 has been approved under the Employee Loan Management System. Below are the details of your approved loan:
Loan Details:
· Loan Amount: Rs. 80,000/-
· Interest Rate: 7.5% p.a.
· Repayment Tenure: 9 months
· Monthly Installment (EMI): Rs. 9400/-
· Start Date of Repayment: 02/04/2025
The loan amount will be credited to your registered bank account within 3-4 working days. Please find attached the loan agreement document, which needs to be reviewed and signed before disbursement.
For any queries or further assistance, feel free to contact the HR or Accounts department.
Best Regards,
Suresh Kohli
HR Department
TTS Company

Question 19: Design a sample report on the Loans applications Received by the accounts department                                                                                                                                        8 marks
Answer:
TTS COMPANY
Employees Loan Management System
Loan Applications Report – Accounts Department
Report Date: 
Prepared By: Prepared By:
Report Date: 06/03/2025
Prepared By: Rahul Sharma
Reporting Period: 01/02/2025 – 01/03/2025
· Introduction:
This report provides a detailed overview of the loan applications received by the Accounts Department for processing. It includes information about applications submitted by employees, their approval status, reasons for rejection (if applicable), and overall observations and recommendations.
The objective of this report is to ensure transparency in the loan management process and provide insights into the status of loan applications.

· Summary of Loan Applications:
	Employee ID
	EMP001
	EMP002
	EMP003
	EMP004
	EMP005

	Employee Name
	John Doe
	Jane Smith
	Mark Wilson
	Emma Brown
	Lucas Green

	Department
	IT
	HR
	Finance
	Operations
	IT

	Designation
	Software Engineer
	HR Executive
	Accountant
	Manager
	Developer

	Requested Amount ($)
	10,000
	5,000
	8,000
	12,000
	7,500

	Loan Type
	Personal
	Medical
	Personal
	Home Loan
	Education

	Application Date
	05/02/2025
	12/02/2025
	18/02/2025
	20/02/2025
	25/02/2025

	Status
	Approved
	Rejected
	Pending
	Approved
	Rejected

	Reason for Rejection (if applicable)
	N/A
	Low Credit
	N/A
	N/A
	Exceeds loan limit

	Remarks
	Meets eligibility criteria
	Not eligible under policy
	Under review by Accounts
	Meets eligibility criteria
	Loan request exceeds limit



· Loan Applications Status Overview:
· Total Applications Received: 5
· Approved Loans: 2
· Rejected Loans: 2
· Pending Applications: 1
· Status Breakdown by Loan Type
· Personal Loans: 2 (1 Approved, 1 Pending)
· Medical Loans: 1 (Rejected)
· Home Loans: 1 (Approved)
· Education Loans: 1 (Rejected)
· Analysis and Observations:
· Approval Trends:
· The approved loans met the company’s loan eligibility criteria, including salary limits, repayment capability, and credit score.
· Higher-ranking employees had a better approval rate due to their financial stability.
· Rejection Reasons:
· Low Credit Score: One applicant was rejected due to an insufficient credit score, which does not meet company policy.
· Exceeding Loan Limit: Another application was rejected as the requested loan amount exceeded the permitted limit for that category.
· Pending Applications:
· One application is still under review by the HR and Accounts teams. A decision is expected within the next review cycle.
· Recommendations:
· Enhance Eligibility Communication:
· Employees should be informed of the eligibility criteria in advance to avoid rejections due to credit score or exceeding limits.
· Faster Review Process:
· Pending applications should be prioritized to ensure timely disbursal of approved loans.
· Credit Score Advisory:
· Employees with low credit scores should receive guidance on improving their creditworthiness before applying again.
· Next Steps:
· Notify all employees regarding their loan application status via email.
· Provide rejected employees with a detailed explanation and suggest improvement measures.
· Expedite processing for pending applications to maintain efficiency in loan approvals.
· Conclusion:
· The Accounts Department successfully processed five loan applications during the reporting period. The approval rate was 40%, while 40% of applications were rejected due to policy-related issues. One application remains under review. Moving forward, the company should focus on educating employees about loan eligibility and ensuring a smoother review process for faster approvals.

Question 20: Which reporting Tools we will use for generating reports.                               5 marks
Answer: For generating reports in the Employees Loan Management System, we can use the following reporting tools:
· Microsoft Power BI
· Overview: Power BI is a business intelligence (BI) and data visualization tool by Microsoft that allows organizations to analyse data and share insights through interactive dashboards.
· Use in Loan Management System:
· Provides real-time dashboards displaying loan request status, approval rates, and financial reports.
· Enables data-driven decision-making for HR and Accounts teams.
· Allows customized reports based on employee loan trends, eligibility, and department-wise loan distribution.
· Integration with Excel, SQL databases, and cloud services for seamless data fetching.
· Example Reports:
· Monthly Loan Approval vs. Rejection Summary
· Department-wise Loan Disbursement Report
· Loan Repayment Analysis

· Tableau 
· Overview: Tableau is a powerful data visualization and analytics tool that helps create dynamic and interactive reports.
· Use in Loan Management System:
· Provides a drag-and-drop interface for easy report creation.
· Can integrate with databases, cloud services, and spreadsheets to fetch loan data in real-time.
· Helps HR and Accounts teams visualize approval trends and identify rejection patterns.
· Offers predictive analysis to forecast loan approvals and risk factors.
· Example Reports:
· Employee Loan Eligibility Analysis
· Loan Disbursement Trend Report
· Real-time Loan Application Status Dashboard

· SAP Crystal Reports 
· Overview: SAP Crystal Reports is a widely used reporting tool that enables organizations to create highly formatted reports from various data sources.
· Use in Loan Management System:
· Best suited for structured and detailed financial reports related to employee loans.
· Can generate reports in multiple formats like PDF, Excel, Word, and HTML.
· Provides pre-designed templates for quick report generation.
· Ideal for HR and Accounts teams needing precise financial details on loans.
· Example Reports:
· Loan Approval/Rejection Summary Report
· Employee Loan History Report
· Loan Installment & Repayment Status

· Jasper Reports 
· Overview: Jasper Reports is an open-source reporting tool that is widely used in Java-based applications for generating reports. 
· Use in Loan Management System:
· Allows seamless integration with Java-based software.
· Can generate reports in PDF, Excel, and CSV formats for easy sharing.
· Helps HR and Accounts teams automate report generation for loan status updates.
· Supports customized reporting layouts for specific loan details.
· Example Reports:
· Loan Rejection Reasons Breakdown
· Monthly Loan Distribution Report
· Loan Processing Time Analysis

· SQL Server Reporting Services (SSRS) 
· Overview: SSRS is a Microsoft reporting tool that works with SQL Server databases to generate structured reports.
· Use in Loan Management System:
· Suitable for organizations using Microsoft SQL Server for their database.
· Generates tabular, graphical, and paginated reports for detailed analysis.
· Allows scheduled reporting to keep stakeholders updated on loan trends.
· Provides data export options to Excel, CSV, and PDF for easy sharing.
· Example Reports:
· Employee Loan Request Tracking Report
· Loan Repayment Performance Analysis
· Yearly Loan Disbursement Overview

Conclusion
Selecting the right reporting tool depends on the company's existing technology stack, budget, and reporting needs. If the Employees Loan Management System is built on Microsoft technologies, Power BI or SSRS would be the best choice. If a more visual and interactive approach is needed, Tableau is an excellent option. For detailed financial reports, SAP Crystal Reports is ideal, and for open-source flexibility, Jasper Reports is a great alternative.
Each of these tools can help the HR and Accounts departments track loan applications, analyse approval trends, and ensure an efficient loan management process for employees.


