Q1. What is the difference between Brainstorming and JAD Sessions? 
	 
	BRAINSTROMMING SESSION
	JAD SESSION

	Definition
	The Domain experts or subject matter experts they assemble and for the given challenge they start giving you ideas on how to solve the problem. 
	 As a business analyst we may required to work on technical projects like Networking Projects, DB Projects or Testing Projects like that we may not be aware of what that project is in such a case we take help of network engineer or tester with us to the client and this session is called JAD session.  

	Objective
	To encourage free flow of ideas without judgment and capture  possibilities.
	To reach a common understanding and agreement on system requirements.

	Participants
	Usually a small group of stakeholders, SMEs, or team members.
	Cross-functional team: business stakeholders, developers, testers, BA, facilitator.

	Approach
	Unstructured / semi-structured – free discussion of ideas.
	Highly structured, facilitated workshop with agendas and defined outcomes.

	Output
	List of ideas, possible features, or solutions 
	Documented and agreed-upon requirements, models, and specifications.

	When Used
	Early stage – to generate ideas, features, or solution alternatives.
	Later stage – to finalize and validate requirements collaboratively.

	Nature
	Creative, divergent thinking.
	Collaborative, convergent thinking.



 Q 2. Why Document Analysis is one of the compulsory technique we use in a Project? Justify 
Document Analysis -When you read any document and understand process or the product we call it as document analysis. It is important elicitation technique we use and it is compulsory elicitation technique which we use in any project. 
· Every project begins with some existing documents (policies, procedures, agreements, contracts, previous requirement specs, user manuals, regulatory documents).
· Analyzing these helps the BA understand what exists, what is missing, and what needs to be improved.
· Document analysis ensures that legal, security, and regulatory requirements are captured early and not overlooked.
Document Analysis is compulsory because it gives the BA a structured, fact-based, and complete understanding of the project context before eliciting requirements from people. Without it, the project risks missed requirements, compliance failures, and costly rework.

Q3. In Which Context we will use Reverse Engineering? 
Reverse Engineering- Without knowing the functionality of it but still playing with it to understand the functionality of the particular process we call that approach to be reverse engineering. Reverse engineering approach in migration projects. 

Reverse Engineering is used in contexts where requirements are not directly available from stakeholders or documents, and the system itself becomes the source of truth to derive requirements. 
System Migration / Modernization Projects
· When an organization wants to upgrade or replace an existing system, reverse engineering helps extract current requirements and logic from the old system
 Maintenance and Enhancement
· For bug fixes, feature enhancements, or performance improvements, reverse engineering provides clarity on how the current system works.
 Regulatory or Compliance Checks
· Sometimes auditors or compliance teams use reverse engineering to verify whether the system is following rules and standards.

Q4. What is the difference between Brainstorming and Focus Groups? 
· Brainstorming :  when the BA is getting a chance to connect with the stakeholders, who are experienced and can share their knowledge. By using brainstorming techniques we can generate a large number of ideas in a short amount of time. Brainstorming is a group elicitation technique where a problem or topic is presented to the group, and participants are asked to produce as many ideas to solve/address the topic as possible. As ideas are presented, a scribe documents the ideas and ensures the participants can see what is being captured. 
· The main advantage of brainstorming sessions are creativity and innovation improving problem-solving abilities, enhancing team collaboration, and ensuring all team members feel included by allowing them to contribute ideas freely

· Focus Groups:  These people are going to user your project in future. Most of the times they may be aware of the project or they may not be aware of it. 

In focus groups they are two types
1) Homogenous Focus Groups
 2) Heterogeneous Focus Groups 
Homogenous Focus Groups means the people belongs to same domain 
Heterogeneous Focus Groups means the people belongs to different stakeholders or different domains. 

	Aspect
	Brainstorming Session
	Focus Group

	Who participates
	Business Analyst (BA) and experienced stakeholders who already know the project or business area.
	Future users or customers of the project. They might know about the project or may be completely new to it.

	Purpose
	To generate a large number of ideas quickly about a problem or topic. The goal is creativity, innovation, and problem solving.
	To collect opinions, feedback, and expectations about a product or concept to understand how real users feel.

	Process
	A group is presented with a topic/problem. Everyone freely shares ideas while a scribe records them so all can see. No idea is judged during the session.
	A moderator leads a structured discussion. Participants share their views, answer questions, and react to each other’s opinions.

	Types
	No specific types; it’s one collaborative idea-generation method.
	Two types: Homogenous (participants from the same domain) and Heterogeneous (participants from different domains or stakeholder groups).

	Key Benefit
	Encourages creativity, innovation, and team collaboration, letting everyone contribute equally.
	Provides real-world user insights to validate concepts, features, or designs.



Q5. Observation Technique – Explain both Active and Passive approaches.
Observations: Asking Questions and understanding about the actions that has been performed.
Observation Technique is a requirements-gathering method where the Business Analyst (BA) watches how people actually perform their work instead of only relying on what they say in meetings.
Active Approaches: The BA directly interacts with the participants while watching them. Asks the question during the activity . seeks clarification in real time. It is used when processes are complex , they need on the spot clarification. 
Example : Am working with XXX Bank as Operations Head, One of the officer entered wrong details in RTGS transactions which was not written in the form . The same transactions was received for authorization , As a head we ask why do you enter the wrong details ?
Passive Approaches: The BA Simply watches quietly without interrupting the participants, remains silent observer, takes notes or records steps with out interrupting the process or flow. Most of the time BA will use Passive Approach. 
Example : Sitting behind a customer-service desk and discreetly watching how agents handle calls throughout the day

Q6. How do you conduct the Requirements Workshop?
Conducting a requirements workshop involves three key steps:
1. Plan – Define the objective and scope, identify and invite the right stakeholders (business users, SMEs, technical team), prepare agenda, materials, and logistics.
2. Facilitate – As a BA, lead the session: present the problem, encourage discussion and idea sharing, capture requirements in real time, and resolve conflicts or questions.
3. Document & Follow-up – Summarize agreed requirements, circulate notes for review/sign-off, and track any open issues.

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 ?
Any interaction with other person interview understanding the other person view about a particular concept we call it as an interview. 
As a BA when and where we will conduct interviews. We will conduct interviews after gathering the requirements. After that while gathering we will get the conflicts. 

How to conduct a interview with the stakeholders? – We have to book appointment with stakeholders

How to approach? 
While approaching the client we have two types i.e structured and unstructured. 
Structured Means – We note down all the questions like 10,20 30 etc and will ask the stakeholders and will note it down the answers. 
Unstructured Means -  We know what the problem what the concept is and once we meet the client we will ask the Question and they will answer. Based on answer we will ask the questions . like that it will continue . 

While asking questions we have two types i.e open ended and closed ended question. Open ended means Answers will be like explanation . 
Closed ended means Answers will be Yes/No . These are called as interrogative questions. 

Q8. Questionnaire Technique – Where we will use? Give one example?
Questionnaires These are used to interact with more number of stakeholders in a single group. 
Example : 1000 stakeholders feedback to be collected in standard formats like rating (1,2,3,4,5) , (poor , good , very good, excellent) . 
This is a requirements-elicitation method where the Business Analyst (BA) prepares a structured set of questions—either open-ended, close-ended, or a mix—and distributes them to a large group of stakeholders or end-users to gather information efficiently.

Where We will use?
· when we need information from many people at once.
· It is helpful if customers or staff are in different locations and cannot attend a meeting.
· It works well to get numbers or clear choices, like ratings or yes/no answers.

Example : A Bank want to introduce a voice-enabled ATM service for visually impaired customers. The Business Analyst sends a questionnaire to a wide group of existing ATM users and accessibility-support organizations asking:
· Would you use an ATM that gives spoken instructions through headphones
· Which languages should the voice service support
· What security concerns would you have with a voice interface
The collected feedback helps the bank decide on key features—such as language options, privacy measures, and demand—before starting development.

Q9. How to Sort the Requirements – Where we will use? Give one example ?
Sorting the requirements means you logically rearrange these requirements such a way that you eleiminate on the duplicates and only unique requirements will remain. 
Once you sort the requirements we will be going with MOSCOW Technique. 
MOSCOW Prioritizing Technique:
MOSCOW stands for 
M – MUST – Requirements are 100% compulsory
S-SHOULD- These are also equally important requirements.
CO-COULD- If they don’t contradict the MUST requirement.
W-WOULD/WONT- It is low priority requirement .They would like to give these requirements the next cycle or wont give this in this cycle. 
Where We Use It
When many requirements are collected from workshops, interviews, or surveys and need to be organized before planning or development.
Example: 
A bank is creating a biometric-based safe-deposit locker system.
By Category:
Functional: Fingerprint scan to open locker, SMS alert after each access.
Non-functional: System must authenticate within 3 seconds, 99.9% uptime.
Regulatory/Compliance: Must follow RBI data-privacy and KYC guidelines.
By Priority (MoSCoW)
Must-Have: Fingerprint authentication, real-time CCTV integration.
Should-Have: Multi-language voice guidance.
Could-Have: Optional facial recognition for VIP customers.

Q10. Priorities the Requirements ?Where we will use? Give one example?
For Prioritzing the requirements we will be using with MOSCOW Technique. 
MOSCOW Prioritizing Technique:
MOSCOW stands for 
M – MUST – Requirements are 100% compulsory
S-SHOULD- These are also equally important requirements.
CO-COULD- If they don’t contradict the MUST requirement.
W-WOULD/WONT- It is low priority requirement .They would like to give these requirements the next cycle or wont give this in this cycle. 
Example:
A cooperative bank plans to launch a wearable-device banking app that lets customers check balances and approve small transactions directly from a smart watch.
How Prioritization Is Applied
After gathering all feature ideas, the BA facilitates a MoSCoW session with product managers, security officers, and a small group of tech-savvy customers. They rank requirements based on customer value, security risk, and development effort.
	Priority
	Example Requirements

	Must-Have
	Secure balance view and instant low-balance alerts on the watch.

	Should-Have
	One-tap fund transfer up to a preset limit using biometric authentication.

	Could-Have
	Voice-activated bill payment and smartwatch-only loan pre-approval notifications.

	Won’t-Have (for now)
	Cryptocurrency portfolio tracking on the watch face.



Q11. Weekly status reporting – How we will drive? 
Weekly status report is a summary of all work done during a week and how these activities contributed to the completion of the task or a project , or how each one brings the team closer to the achievement of their targets. 
As a Business Analyst , a weekly status report is used to keep stakeholders updated on project progress, issues and upcoming work. 

How we will drive ?
· First gather all the inputs from development, testing , buseness team, acrch team about ongoing works, pending works, completed tasks and risks. 
· Prepare the report like work completed during the week, work planned for next week, risks and mitigiation steps , key decision taken during the project. 
· Check with project manager or scrum master . Ensure data matches with actual progress. 
· Share this report with stakeholders via email or upload to shared workspaces. 

Q12. Meeting Minutes Document – prepare one Sample.
Meeting of Minutes(MOM) is a formal written document that summarize the discussion and action taken place during the meeting. 
It serves as an official record of what transpired during the meeting and helps to ensure that everyone is on the same page regarding key points and action items. 
MOM is particularly important for project progress, documenting decision and assigning responsibilities. 
Sample for MOM : 
	Meeting Date : 16-09-2025
	 

	Project Name
	Smartwatch Banking App – Phase 1. Development of wearable banking features for secure transactions.
	 

	Meeting Title
	API Integration & Security Discussion. Discussed integration status and security compliance for smartwatch app.
	 

	Date & Time
	16 Sept 2025, 3:00 PM – 4:00 PM (IST).
	 

	Location / Platform
	Microsoft Teams – Virtual meeting for cross-location participation.
	 

	Participants
	Bhavana Merugu – BA, Rajesh Sharma – PM, Ananya Gupta – Security Architect, Kiran Rao – Dev Lead, Sneha Patil – QA Lead, Arun Mehta – Compliance Officer.
	 

	Agenda
	 

	Item
	Description
	 

	1
	Review third-party payment API readiness. Checked sandbox testing and production key delivery.
	 

	2
	Finalize smartwatch-specific security measures. Discussed biometric fallback and encryption.
	 

	3
	Decide on next sprint’s priority stories. Confirmed tasks and deadlines for Sprint 3.
	 

	Key Discussion Points
	 
	 

	Topic
	Description
	 

	API Readiness
	Sandbox testing almost complete; production keys expected 20 Sept.
	 

	Security
	Biometric fallback and device-level encryption to secure smartwatch transactions.
	 

	Compliance
	RBI guidelines require explicit customer consent for wearable transactions.
	 

	Decisions / Action Items

	Decision / Task
	Owner
	Due Date

	Implement biometric fallback in Sprint 3
	Dev Team
	–

	Deliver production API keys
	Kiran Rao
	20-Sep-25

	Draft customer-consent flow
	Arun Mehta
	22-Sep-25

	Draft consent screen UI
	Bhavana & UX Team
	21-Sep-25

	Update test plan for smartwatch alerts
	Sneha Patil
	23-Sep-25

	Next Meeting
	24 Sept 2025, 3:00 PM IST – Sprint 3 Kick-off
	 

	Recorder
	Bhavana Merugu
	 

	Approved By
	Rajesh Sharma, Project Manager
	 



 Q13. Change Tracker – Document - – prepare one Sample
 A change request is a formal way of asking for something to be added, changed, or removed in a project. It explains what the change is, why it’s needed, and how it might affect the project, and it must be approved before anyone makes the change.
	Change ID
	Date
	Description of Change
	Raised By
	Impact
	Status
	Remarks

	CH-001
	16-09-2025
	Add OTP verification for smartwatch transactions.
	Security Architect
	Medium
	Approved
	Sprint 3 implementation

	CH-002
	17-09-2025
	Modify repayment report to show weekly breakdown.
	Accounts Dept
	High
	Under Review
	Needs QA review

	CH-003
	18-09-2025
	Enable multi-language notifications on smartwatch.
	BA / Product Owner
	Medium
	Pending
	Sprint 4 plan

	CH-004
	18-09-2025
	Update loan approval email template with EMI details.
	HR Dept
	Low
	Approved
	Next release cycle

	CH-005
	19-09-2025
	Add fingerprint login option for mobile banking app.
	Mobile Dev Lead
	High
	Approved
	Sprint 3 feature

	CH-006
	20-09-2025
	Include auto-alert for delayed loan repayment.
	Accounts Dept
	Medium
	Under Review
	To be implemented after approval



 Q14. Difference between Traditional Development Model and Agile Development Models 
	Traditional (Waterfall)
	Agile Development

	Sequential & linear process: Requirements → Design → Development → Testing → Deployment
	Iterative & incremental process: Work delivered in sprints with continuous feedback

	changes are difficult and costly after requirements are frozen
	Highly flexible; changes can be accommodated even in later sprints

	Customer involvement limited to requirements gathering and final delivery
	Continuous customer involvement throughout the project with regular demos

	Single delivery at the end of the project
	Frequent releases with working software delivered after each sprint

	Heavy documentation; everything is planned upfront
	Lightweight documentation; focus is on working software

	Higher risk due to late feedback; issues detected late
	Lower risk; early detection of issues through iterative reviews

	Longer time to market; product delivered only at the end
	Faster time to market;  partial product delivered early

	Teams work in silos; less interaction between roles
	Cross-functional teams collaborate daily; high communication




Q15. Explain Brainstorming Technique – Where to use? 
· Brainstorming:  The Domain experts or subject matter experts they assemble and for the given challenge they start giving you ideas on how to solve the problem. 

Process for Brainstorming: Before conducting the session we have to analyze the problem and we have to note it down. Before conducting the session we have to take the approval from your project manager. After approval we have to identify the brainstorming participants in the domain or subject matter experts and send them invitations to participants . If we need 10 participants we have to send the invitation to 15 participants some may attend or some may busy with their works.  On a particular date we have to book conference room or book a calendar for the session. 

It will take week days or 10 days of time. Why because the participants may be busy with their work. While sending the invitations to the participants we have elaborate the issue in deep or problem where we are facing the issue. Before coming to the session they may come with proper information. 
While conducting brainstorming session we have start with our problem like these areas we are getting problem ask them to give ideas. While giving ideas we have to note it down in “5W 1h” .  It a tool for Business Analyst. 

5W 1h- ( Who , where, what ,when , why  and How ) Segregate the ideas into these sections and you have to rate these ideas and you have to prepare minutes of meetings about the particular brainstorming sessions. 

The aim is to solve the particular problem by ideas given by the expert’s and sme’s . There  is no guarantee that the problem will be solved.

Challenges Conducting brainstorming session – 
1. The participants / Experts/ SME’S may be little bit busy and they may not spend quality time. 
2. You may not understand the vocabulary or their ideas because you may be new to session or domain. 
3. In such cases you have to use mind mapping .Mind mapping means these are like group chat tools and provided by backend. 
4. you will be part of session if you have 5 years of experience. 

Q16. What reports Accounts Departments will generate?
	Report Name
	Description

	Loan Approval/Rejection Report
	Summary of all loan applications approved or rejected during a specific period. Helps management track decisions.

	Outstanding Loan Balance Report
	Shows total pending loan amounts per employee. Useful for monitoring liabilities.

	Monthly EMI Deduction Report
	Tracks monthly deductions from employee salaries for loan repayment. Ensures accurate payroll processing.

	Default / Delay Report
	Identifies employees who missed or delayed EMI payments. Helps in follow-ups and recovery.

	Loan Disbursement Report
	Details all loans granted, amounts, dates, and recipients. Useful for accounting and auditing.

	Department-wise Loan Summary Report
	Shows loan distribution per department, helping management analyze trends and departmental exposure.



Q17. What is the structure of the message/mail communicated from the HR department to the employee in case the Loan is rejected?
Subject: Loan Application Status –Merugu Bhavana
Dear Merugu Bhavana, 
Greetings From TTS Company .
We Regret to inform you that your loan application submitted on 08-09-2025 has been rejected after a review by the HR and the Accounts Departments.
Reason for Rejection:
Reason: The reason for rejection is eligibility criteria not met and  exceeding allowable loan limit This ensures the employee understands why the application could not be approved.
If you have any questions or need clarification regarding your application, please contact the HR department at hr@tts.co.in or +91-8585859686
You may also reapply in the future after addressing the mentioned issues.
Thanks & Regards,
HR Department
TTS Company




Q18. What is the structure of the message/mail communicated from the HR department to the employee in case the Loan is approved?
Subject: Loan Approval Notification –Merugu Bhavana
Dear Merugu Bhavana, 
Greetings From TTS Company .
We are pleased to inform you that your loan application submitted on 08-09-2025 has been approved after review by the HR and Accounts departments.
Loan Details:
This ensures the employee has all necessary details about the approved loan.
	Detail
	Information

	Loan Amount
	20,00,000.00

	Interest Rate
	9.99%

	Repayment Tenure
	60Months

	EMI Deduction Start Date
	05-11-2025

	Loan Terms & Conditions
	Attached document

	Processing Fee
	1.5%+GST

	Loan Insurance
	8000P.A

	Stamp Duty 
	0.5% on Loan Amount

	Partpayment
	After 12 Months

	Pre -closure
	After 12 months with 4% FC charges, After 24 months 3.5% FC charges, After 36 Months 2% FC charges



Please review and accept the terms & conditions attached. Upon acceptance, the loan will be activated and EMIs will be automatically deducted from your salary as per the schedule.
If you have any questions or need clarification regarding your application, please contact the HR department at hr@tts.co.in or +91-8585859686
Thanks & Regards,
HR Department
TTS Company
Q19. Design a sample report on the Loans applications Received by the accounts department 
	Loan Applications Report – Accounts Department

	Report Date: 16 September 2025

	Department: Accounts

	Project: Employees Loan Management System

	Application ID
	Employee Name
	Department
	Loan Amount Requested
	Date Received
	Status
	Remarks

	LA-001
	Anil Kumar
	IT
	₹ 5,00,000
	10-09-2025
	Approved
	Approved after HR verification

	LA-002
	Sneha Reddy
	HR
	₹ 2,50,000
	12-09-2025
	Rejected
	Did not meet eligibility criteria

	LA-003
	Rajesh Nair
	Finance
	₹ 3,00,000
	13-09-2025
	Pending
	Awaiting HR review

	LA-004
	Priya Sharma
	Sales
	₹ 1,50,000
	14-09-2025
	Approved
	Approved with standard terms

	LA-005
	Vikram Singh
	Admin
	₹ 4,00,000
	15-09-2025
	Pending
	Pending documentation submission

	LA-006
	Meera Joshi
	Marketing
	₹ 3,50,000
	16-09-2025
	Approved
	Approved with revised tenure






Q20 Which reporting Tools we will use for generating reports?
Reporting Tools for Generating Reports:
1. Power BI – A popular Business Intelligence tool used to create interactive dashboards and reports with real-time data visualization. It supports data integration from multiple sources and provides insightful analytics.
2. Tableau – Another leading BI tool that allows visual analytics, interactive dashboards, and story-based reporting for better decision-making.
3. Microsoft Excel – Widely used for basic reporting, pivot tables, charts, and ad-hoc analysis.
4. Crystal Reports – A classic reporting tool used to design and generate formatted reports from various data sources.
5. SQL Server Reporting Services (SSRS) – Used to create, manage, and deliver tabular, graphical, or interactive reports from SQL databases.
These tools help organizations generate accurate, timely, and visually appealing reports for decision-making and monitoring key performance indicators (KPIs).
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