                                      Capstone Project 3 Part 2
Q. 1 – What is the difference between Brainstorming and JAD session.
Ans. – Brainstorming – Brainstorming elicitation techniques involve collaborative session where individual or groups generate a wide range of ideas, solutions or insight about a specific topic or problem. This technique encourages free thinking and creativity by temporarily suspending judgement or criticism, allowing participants to propose even unconventional ideas. It can be structured (e.g.. Round Robin) or unstructured (free form) and variations like Mind Mapping or Silent Brainstorm may also be used. The process is facilitated to ensure focus and inclusiveness, with all ideas recorded for later analysis and prioritization. Brainstorming is especially valuable for fostering innovation, leveraging diverse perspectives, and addressing complex challenges.

JAD Session – A Joint Application Development (JAD) session is an elicitation session where key stakeholders, Business analyst, and subject matter experts collaborate in a structured workshop to define requirements, solve problems, or make decisions. Facilitated by a neutral moderator, JAD aims to gather diverse perspective in real-time, ensuring alignment and reducing misunderstanding. The session typically includes discussions, brainstorming, and documentation of requirements, often with the aid of visual tools like diagram and model. By fostering direct communication and collaboration, JAD session help streamline the requirement gathering process, save time and ensure stakeholders buy-in and consensus.
The major differences between Brainstorming and JAD session are as follows – 
	Aspect
	Brainstorming
	JAD Session

	Purpose
	To generate a wide range of ideas or solutions
	To collaboratively define requirements or solve problems

	Structure
	Unstructured or semi structured: focus on free idea flow
	Highly structured with a defined agenda and roles

	Facilitator Role
	Guide the session to encourage creativity and idea sharing
	Moderates the discussion and ensure alignment and focus

	Participants
	Often include diverse individuals with varied expertise
	Include stakeholders, Business analyst and subject matter expert

	Output
	A list of ideas which may require further analysis or refinement
	Documented detailed requirements or decision

	Focus
	Emphasis on idea generation without immediate judgment
	Emphasis on consensus, decision making, and documentation

	Tools Used
	May include Mind Maps, Sticky notes and whiteboard
	Often include diagram, model and collaborating tools

	Creativity
	Encourage creative out-of-the-box thinking
	Focus on structured collaboration for clarity and precision

	Outcome
	A pool of potential ideas to explore further
	Actionable and agreed upon requirements and solutions



Q.2 – Why Document Analysis is one of the compulsory techniques we used in a Project?
Ans. – Document Analysis - Document Analysis is an elicitation technique that involve reviewing and analyzing existing documentation to gather information about a system, process or project. This technique is used to extract relevant data, identify gaps, and gain insights into the current state or requirement of a project. The document analysis may include business plans, project charter, policies, process flow technical specifications, contracts and user manuals. By examining these materials, business analysis and stakeholders can better understand historical context, system functionalities, constraints and opportunities. Document analysis is particularly helpful for uncovering implicit or unstated requirements, ensuring alignment with organizational goals, and providing a foundation for further elicitation activities.

Document Analysis is considered the compulsory technique in a project because it provides a foundational understanding in existing system, processes and requirements. Here is why it is essential:
1. Understanding of current state
· Reviewing the existing documents helps establish a baseline for the project by providing insights into the current processes, system and organization context.
· It ensures that stakeholders and project teams are aligned with what is already in place before proposing changes or enhancements.

2. Identifying Issues and Gaps
· By Analyzing the documents, potential gaps, inconsistencies and inefficiency in current processes can be identified early, enabling proactive problem solving.
· It helps in spotting missing or ambiguous requirement that needs to be clarified further elicitation.

3. Historical and Contextual Insights
· Documents like project charter, historical data and lessons learned from past projects provide valuable context for decision making and risk management.
· Understanding past challenges ensures they are not repeated in the current project.

4. Legal and Compliance Alignment
· Project often need to adhere to legal, regulatory or contractual requirements which usually documented.
· Document analysis ensures that the project remains a complaint with these obligations, reducing the risk of penalties or rework.

5. Efficiency in Elicitation
· It minimizes redundancies by leveraging existing information, allowing stakeholders to focus on refining and building upon known requirements rather than starting from scratch.
· Save time in the elicitation process, especially when comprehensive documentation is already available.

6. Supports Other Elicitation Technique
· Document analysis complements other elicitation methods like interviews, workshops, and brainstorming by providing a knowledge base for meaningful discussions and questions.
· It helps to validate and cross-check findings from other techniques.

7. Clear Documentation for Stakeholders
· Existing documents often reflect stakeholders’ priorities and expectations, providing a starting point for engaging them effectively.
· Ensure that stakeholders’ needs are understood in the context of documented policies, goals and objectives.

Hence Document analysis is indispensable in project because it ensures informed decision making, risk mitigation and alignment with existing system and stakeholder expectations. By laying on a solid foundation, it enables a more focused, efficient and complaint approach to achieving project goals.
 
Q.3 – In which context we will use Reverse Engineering?
Ans. - Reverse Engineering - Reverse Engineering is an elicitation technique used to analyze an existing system, process or product to extract information about its design, functionality or requirements. This technique is particularly useful when the documentation is incomplete, outdated or unavailable. The goal is to deconstruct the system to understand its components, interdependence and behavior which can then be used to create requirements for enhancement, replication or integration with other systems.

Reverse Engineering is typically used in context where understanding an existing system, product or process is essential for achieving specific objectives, especially when documentation is incomplete or unavailable. Here are some common contexts where reverse engineering is applied –

1. Legacy System Modernization 
· Context: Updating or migration older system that lack proper documentation or has out-of-date specifications.
· Purpose: Understand the system functionality, architecture and dependencies to replicate or improve it on modern platforms.

2. Integration of system
· Context: When an existing system needs to be integrated with new software, tools or technologies.
· Purpose: Extract details about the system APIs, data structure or workflow to ensure seamless integration.

3. Documentation Reconstruction
· Context: When documentation of a system, or product is missing lost or in accurate. 
· Purpose: Recreate technical or functional documentation to aid in maintenance or further deployment.

4. Competitive Analysis
· Context: Analyzing the competitor’s product or solution to understand their design, features, or technology (must comply with legal and ethical standards).
· Purpose: Gain insights into innovation or improvement in your own offering.

5. Bug Fixing or Troubleshooting
· Context: Identifying the issues in the system where the source code or design details are unclear.
· Purpose: Analyze system behavior to locate and fix problems efficiently.

6. System Migration
· Context: Moving from an old platform to a new one without altering core functionality.
· Purpose: Understand the existing system to replicate it functionality on the new platform.



7. Compliance and security Audits
· Context: Verifying that a system adheres to legal, regulatory or security standards.
· Purpose: Identify undocumented features, vulnerabilities or potential compliance gaps.

8. Product Improvement 
· Context: Enhancing the existing system or product by understanding its design and current limitations.
· Purpose: Identify opportunities for optimization or adding new features.

9. Data Recovery 
· Context: Recovering critical data or functionality from corrupted systems or databases.
· Purpose: Extract useful information to restore system operation or retrieve data.

10. End-of-life System
· Context: When a system or product is at the end of its lifecycle, and replacement is needed.
· Purpose: Understand the existing system to replicate its essential features in a new version.

Q.4 – What is the difference between Brainstorming and Focus Group.
Ans. - Brainstorming – Brainstorming elicitation techniques involve collaborative session where individual or groups generate a wide range of ideas, solutions or insight about a specific topic or problem. This technique encourages free thinking and creativity by temporarily suspending judgement or criticism, allowing participants to propose even unconventional ideas. It can be structured (e.g.. Round Robin) or unstructured (free form) and variations like Mind Mapping or Silent Brainstorm may also be used. The process is facilitated to ensure focus and inclusiveness, with all ideas recorded for later analysis and prioritization. Brainstorming is especially valuable for fostering innovation, leveraging diverse perspectives, and addressing complex challenges.

Focus Group - Focus Group are an elicitation technique where a selected group of participants – typically stakeholders, subject matter experts, or end user – gather to discuss and provide insight on a specific topic, product or project. Facilitated by a moderator, the Focus group encourages interactive discussions to explore the diverse perspective, identify requirements, validate assumptions, or gather feedback. The dynamic nature of the conversation often sparks new ideas and clarifies conflicting viewpoints. This technique is particularly useful for understanding user needs, prioritizing features, or exploring attitudes and opinion in a collaborating setting. Focus Groups can generate valuable qualitative data but require careful moderation to ensure balanced participation and productive outcomes.

Difference between Brainstorming and Focus Group are describes below – 
	Aspects
	Brainstorming
	Focus Group

	Purpose
	To generate a wide range of ideas or solutions
	To gather insights, opinions, and feedback on a specific topic or product

	Structure
	Often unstructured or semi structure: emphasis free idea flow
	Moderate and structured to ensure discussion stays on topic

	Facilitate on Role
	Guides to the session to encourage creativity and idea sharing
	Moderate the session to manage discussion and ensure balanced participants

	Participants
	Typically includes stakeholders, team members, or experts with diverse expertise
	Includes the targeted group, often end users, or stakeholders with relevant experience or opinion

	Focus
	Emphasis on quantity and creativity of ideas
	Emphasis on understanding opinion, needs or attitudes

	Interaction
	Participants build on each other’s ideas to sparks creativity
	Participants share personnel perspectives and discuss varying viewpoints

	Output
	A pool of ideas to analyze and refine later
	Qualitative insight and feedback for decision making

	Use Case
	Idea generation, problem solving or innovation
	Exploring user needs, validating assumptions, or gathering feedback




Q.5 – Observation Technique – Explain both Active and Passive approaches.
Ans. – Observation Technique - Observation Technique is an elicitation technique where a business analyst or a stakeholder observes users or stakeholder as they perform their task in real world situations to gather insights about processes, workflows and requirements. This technique helps in understanding actual behaviors, challenges, and inefficiency that may not be articulated during interviews or meetings. 
The Observation technique involves two main approaches: Active Observation and Passive Observation. Both approaches aim to understand workflow, user behavior and real-world task execution. But they differ in the level of interaction between the observation and participants.

Active Observation
· Definition: In Active Observation, the observer interacts with participants during the process being observed. They may ask questions, seek clarifications, or engage in discussion to gain deeper insights.
· Purpose: To understand not just what is being done, but why specific actions are taken and how participants perceive the process.
· Use Cases: Useful when processes are complex, undocumented or require immediate clarification.
· Advantages: 
· Provide richer, more detailed insights into user actions and motivation.
· Allow real time clarification of ambiguities.
· Challenges:
· May interrupt the natural workflow of participants.
· Risk of observer bias influencing participants’ actions.

Passive Observation
· Definition: In Passive Observation the observer does not interact with participants but watches quietly as they perform their task.
· Purpose: TO capture an unbiased view of how tasks are performed without altering participants’ behavior.
· Use Cases: Ideal for understanding habitual processes, identifying inefficiency, or observing task in high pressure situations where interruption may be disruptive.
· Advantages: 
· Minimizes influence on participant behavior.
· Provide an authentic view of real-world task execution.
· Challenges:
· Observers may miss the reason behind certain action if they cannot ask questions.
· Requires more follow-up to clarify observations.
Below are the key differences between Active and Passive Observation technique – 
	Aspects
	Active Observation
	Passive Observation

	Interaction Level
	High: Observer interacts with participants
	Low: observer remains silent and detached

	Purpose
	Understand actions and motivations 
	Observe actions as they naturally occur

	Disruption Risk
	High due to active questioning
	Minimal as the workflow is undisturbed

	Data collected
	Detailed with explanations for actions
	Purely behavioral, requiring follow up for context

	Suitability 
	Complex dynamic tasks needed clarification
	Routine or habitual tasks with minimal variances


Q.6 – How do you conduct the Requirements Workshop.
Ans. – Workshop – Workshop elicitation technique is a structured, collaborative approach used to gather, refine and prioritize requirements and solve specific problems in a project. It involves bringing together key stakeholders, subject matter experts, and team members in facilitated sessions to ensure direct communication, a diverse viewpoint, and consensus-building. Workshops typically follow a predefined agenda and use techniques like brainstorming, role playing, or prioritization to achieve their objectives. Visual aids and collaborating tools are employed to document ideas and requirements in real time. This technique is particularly effective for aligning stakeholders, addressing complex issues, and producing comprehensive, prioritized output in a time efficient manner.

Process of conducting Requirements Workshop as described below – 
Prepare for Requirements Workshop
· Clarify the stakeholder need and the purpose of the workshop.
· Identify critical stakeholders, who should participate in the Workshop.
· Define the Workshop agenda.
· Determine what means will be used to document the output of the workshop.
· Schedule the session.
· Arrange room logistics and equipment.
· Send material 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 requirement.
· Obtain consensus on conflicting views 
· Maintain focus by frequently validating the session’s activity with the workshop’s stated objectives.
The facilitator has responsibility to – 
· Establish a professional and objective tone for the meeting.
· Enforce discipline, structure and ground rules of meeting.
· Introduce the goal and agenda for the meeting.
· Manage the meeting and keep the team on track.
· Facilitate the process of decision making and build consensus but avoid participating in the content of the discussion.
· Ensure that all the stakeholders participate and have their input heard.
· Ask the right questions, analyze the information being provided at the session by the stakeholders and follow up with probing questions if necessary. The scribe’s role is to document the business requirements in the format determined prior to the workshop.

Post Requirement Workshop wrap-up done by Facilitator
· Follow up any open action item that was recorded at the workshop.
· Complete the documentation and distribute it to the workshop attendees and the sponsor. 

Q. 7 – In which context, Interview technique can be conducted by a BA? How many approaches are there to conduct interviews? (Structured – unstructured) Explain them. Explain the difference between Open Ended and Closed ended Questions.
Ans. – Interview – The Interview elicitation technique is a method used by Business Analysis (BA) to gather information, insights, and requirement by conducting one-on-one or group conversations with stakeholders, subject matter experts (SME), or end users. It involves asking questions to understand needs, identify challenges, and define project requirements. Interview can be structured, semi-structured or unstructured, depending on the objectives and the level of details required. 
A Business Analyst (BA) conducts interviews in various context to gather information, Clarify requirements, or validate project needs. This context includes – 
· Stakeholders Engagement – TO understand stakeholders’ expectations, objectives and constraints.
· Requirements Gathering – To identify functional and nonfunctional requirements.
· Problem Analysis – TO discover issues in existing system or processes.
· Feedback Collection – To validate requirements, prototypes or deliverables.
· Domain Understanding – To gain insight into the Business domain or technical environment.
· Conflict Resolution – To address and resolve conflicting stakeholders needs.

There mainly two approaches to conduct interviews – Structured and Unstructured interviews. Both are described below – 
1. Structured interviews – 
· Definition: The interviewer prepares a predefined list of questions and follows them in a fixed order.
· Advantages: 
· Ensure consistency across interviews.
· Easy to compare responses.
· Suitable for quantitative analysis.

· Limitations:
· May restrict the depth of responses.
· Does not allow flexibility to explore unexpected insights.

2. Unstructured Interview – 
· Definition: The Interviewer has no predefined questions and lets the conversation flow naturally.
· Advantages: 
· Encourages open discussions and in-depth exploration of ideas.
· Useful for qualitative analysis and understanding complex topics.
· Limitation:
· It is difficult to compare responses across interviews.
The differences between Open ended questions and Close ended questions described below- 
	Aspect
	Open-Ended Questions
	Closed-Ended Questions

	Definition
	Question that allows respondents to elaborate and provide detailed answer
	Questions that require specific, concise answers (e.g. yes/no or a choice from given options) 

	Purpose
	Th gather detailed insights, explore ideas and understand underlying reasons
	To obtain specific information, validate facts or make decision

	Example
	“What challenges do you face in current workflow?” 
	“DO you use the current system daily?”

	Advantages
	-encourages in depth discussions
-provide qualitative insights
-useful for uncovering unknown requirements
	-easy to analyze and quantify
-saves time
-reduce ambiguity in responses

	Disadvantages
	-time consuming to analyze
-responses may be irrelevant or overly broad
	-limits the depth of information
-may mis important nuances

	Use Cases
	Exploring requirements, understanding stakeholders’ needs, and gathering feedback
	Validating facts, confirming requirements, and gathering structured data




Q. 8 – Questionnaire Technique – where we will use? Give one example.
Ans. – Questionnaire Technique - Questionnaire technique involves using structured sets of questions to gather information from stakeholders. This technique helps in understanding project requirements, gathering feedback, and assessing stakeholder satisfaction. Questionnaires can be distributed in various formats like online forms or paper-based documents, allowing for efficient data collection from a large group. questionnaires are utilized to collect quantitative and qualitative data about various aspects of the project, such as stakeholder expectations, risk assessments, team performance, and post-project evaluations. There are some stages to conduct a healthy Questionnaire – 
· Identify target survey group.
· Determine Size of Group
· Develop questions.
· Pilot or test the questions/surveys
· Determine the method of conducting the survey
· Conduct the survey
· Use an appropriate analysis technique to analyse the information collected

Questionnaires and surveys are a cost-effective way of obtaining the qualitative and quantitative data from customers, regarding their needs and satisfiers. To begin the process, make sure the objectives of the data collection are understood. Canvass project team members, the reference group, subject matter experts, and/or professional market researchers to identify potential target customers. Sometimes there are a variety of customer classes to be surveyed. Selection must be based on project objectives and the focus of the desired information. Developing an appropriate questionnaire may require professional skill. Once target customer groups (internal or external to the enterprise) have been identified, develop a set of questions appropriate to the information desired (e.g., needs, degree of satisfaction with product or service, performance, attitudes, beliefs, etc.).

A business analyst can use questionnaires in project management to gather information from many stakeholders, assess customer satisfaction, and evaluate current systems. They are particularly useful when stakeholders are geographically dispersed or when a large sample size is needed. 
1. Requirements Elicitation:
· Gathering Information from a Wide Audience: Questionnaires are effective for collecting requirements from a large group of stakeholders, especially when direct interaction isn't feasible. 
· Assessing User Needs and Preferences: They can be used to gauge user perceptions, identify pain points, and understand their needs and preferences related to the project. 
· Identifying Trends and Patterns: Analysing responses to questionnaires can reveal common themes, priorities, and areas of concern among stakeholders, helping to prioritize requirements. 


2. Project Evaluation:
· Assessing Customer Satisfaction: Questionnaires can be distributed to customers to gauge their satisfaction with the product or service, providing valuable feedback for improvement. 
· Evaluating Current Systems: They can be used to collect information about the current systems and processes, helping to identify areas for improvement and potential challenges. 
· Measuring Project Success: Questionnaires can be used to assess the effectiveness of the project in meeting its objectives and achieving desired outcomes. 

3. Stakeholder Management:
· Building Consensus: When used to gather opinions and feedback, questionnaires can help stakeholders feel heard and contribute to a shared understanding of the project.
· Reaching a Wider Audience: They allow business analysts to gather input from stakeholders who may not be able to attend meetings or workshops.
· Standardizing Responses: Predefined questions ensure consistent data collection, making it easier to analyse and compare responses. 

4. Project Planning:
· Identifying Risks and Issues: Questionnaires can help identify potential risks, challenges, and issues related to the project early on, allowing for proactive mitigation strategies. 
· Prioritizing Requirements: Analysing the responses to questionnaires can help prioritize requirements based on stakeholder needs and preferences. 
· Gathering Data for Analysis: Questionnaires can be used to collect data for various analyses, such as SWOT analysis, to assess the project's strengths, weaknesses, opportunities, and threats. 

Example of Questions in Questionnaire – 
· How Satisfied are you with product XYZ?
Comment- ………..
· Rate product XYZ on a scale of 1 to 10, with 1 as bad, 10 as best.
· Based on your experience with company XYZ would you continue to do business with XYZ?                 Click on one yes/no
· If you answered No, please explain.  ………………………..


Q. 9 – How to Sort Requirements – Where we will use? Give one example.
Ans. - One of the major roles of a business analyst is to collate all the needed project requirements from the business stakeholders and relate the information to the project developers or IT team. To successfully achieve this assignment, there’s a need to first organize these requirements systematically to ensure a win-win condition for both the business stakeholders and the IT team.
Sorting requirements is crucial for organization, prioritization, and effective execution. Sorting helps in structuring requirements, identifying dependencies and ensuring that the most important aspects are addressed first. This lead to a better allocation, reduced risks and improved project outcomes.
To effectively sort requirements, categorize them by type (e.g., functional, non-functional, technical, business) and then prioritize within those categories. This can be achieved using methods like MoSCoW (Must have, Should have, Could have, Won't have) or numerical ranking.
For sorting the requirement, we must categorise the requirements. So, the categories are as below – 
· Functional Requirements: Functional requirements in project management define the specific actions or behaviours a system or product must perform to fulfil user needs and business objectives. They describe what the system should do, including inputs, outputs, and the processes in between. Think of them as the "what" of the project, outlining the core functionalities that users will interact with.
Example – 
1.  User can browse product
2. User can add items to the cart
3. User can check out and make payment

· Non-Functional Requirements: Non-functional requirements specify how a system should operate, focusing on its quality attributes rather than its specific functionalities. They define characteristics like performance, security, usability, reliability, and scalability, which are essential for ensuring a product meet user expectation and perform well under various conditions.
Example – 
1. The website should load within 3 second.
2. The website should be secure 
3. The website should be accessible on mobile devices.

· Technical Requirements: Specify the technical environment and constraints (e.g., operating system compatibility, database requirements). Technical requirements define the specific functionalities, features and technical aspects a project must fulfil to be successful. They outline the technical details needed to be build, implement, or deliver a project, including hardware, software, infrastructure, performance and security aspects. Essentially, they answer “how” a project completing the “what” of a business requirement.
Example –
1. The web site should be compatible with modern web browser.
2. The web site should use a specific database.

· Business Requirements: Focuses on overall business goal and objectives. Business requirements define the high-level needs and expectation that a project must fulfil to address a business problem or opportunity. They outline the “what” and “why” of a project, focusing of desired business outcomes and success criteria, rather than the specific technical details of how those outcomes will be achieved. Essentially, they connect the project to the organization’s strategic objectives.
Example – 
1. Increase online sale by 20% in the first quarter.
2. Improve customer satisfaction ratings by 10%.

Q. 10 – Prioritize the Requirements – where we will use? Give one Example.
Ans. - Requirement Prioritization is the process of ranking the requirements based on their importance and urgency to determine the order in which they will be addressed especially when the resources are limited. It ensures that the most valuable and impactful requirements are tackled first, maximizing the benefits derived from a project or product. Prioritizing requirements involves determining the relative importance of different needs and feature of a project, typically using technique using method MoSCoW (Must-have, Should-have, Could-have, Would-have) or ranking. 
Requirement Prioritization is used when the number of requirements exceeds the capacity to fulfil them all or when resources are limited like time, budget, or team size. It helps to determine which requirement are most critical for the current project phase, ensuring the most valuable feature are delivered first, minimizing risk and managing stakeholders’ expectations.
Requirement Prioritization helps to – 
· Focus On Value – By identifying and prioritizing the most important requirements, team can ensure that they are delivering the most value to stakeholders.
· Manage Scope Creep – Prioritization helps to manage the scope of a project by ensuring that only essential features are included, reducing the risk of feature creep.
· Optimizing Resources – By focusing on the most critical requirement, team can optimize their resources (time, budget, personnel) and ensure that they are used effectively.
· Improve Decision-Making - Prioritization provides a framework for making informed decisions about which requirements to address first, especially when faced with limited resources or time constraints.  
· Enhance Communication - Prioritization helps to clarify the importance of different requirements, improving communication and alignment among stakeholders. 

Example - An e-commerce platform, the MoSCoW method could be used to prioritize requirements
· Must-have: These are the essential features required for the platform to function and meet basic user needs. Examples include:
· Product search functionality
· Secure payment processing
· Order management
· User account creation and login
· Should-have: These are important features that would significantly improve the user experience but are not critical for basic functionality. Examples include:
· Customer reviews and ratings
· Product recommendations
· Wishlist
· Could-have: These are desirable features that could be included if time and resources permit but are not essential. Examples include:
· Live chat support
· Advanced search filters
· Would-Have: These are features that are not planned for the initial release or are considered out of scope. Examples include:
· Integration with a third-party loyalty program

Q. 11 – Weekly Status report – How we will drive?
Ans. – Weekly Status Report is the practice of regularly surmising project progress, typically on a weekly basis to keep stakeholders informed of key development, challenges and upcoming tasks. It serves as a communication tool, enhancing transparency and facilitating timely decision making.
To derive weekly status reporting, it is crucial to define the purpose, identifying the audience, gather comprehensive data, summarize the status, details accomplishments, outline upcoming tasks and address issues and risks. Utilizing templates and tools can streamline the process, ensuring the clear communication, transparency and insightful reporting. Here is the breakdown of how to drive effectively weekly status reporting - 


1. Define the Purpose – 
· Clearly state the objectives of the reports, whether it is informing stakeholders, track project progress or identify potential roadblocks.
· Tailor the report to the specific needs of the audience and the project.
2. Identify the Audience – 
· Who will be reading this report (e.g. project manager, team members, stakeholders.)
· Adjust the level of details and content based on the audience.
3. Gather Comprehensive Data – 
· Collect data on key performance indicators, progress against milestones, and key relevant metrics.
· Include information on completed tasks, ongoing activities and upcoming deadlines.
4. Summarize the Status – 
· Provide a concise overview of the project’s overall health (e.g. on track, at risk, behind schedule)
· Use a traffic light signal (green, yellow, red) or similar visual aids to quickly convey the status.
5. Detail Progress and Accomplishments – 
· Highlight Key achievements and milestones reached during the week.
· Quantify accomplishments whenever possible (e.g., number of tasks completed, percentage of work done).
6. Outline Upcoming Tasks and Milestones – 
· Clearly outline the planned activities for upcoming week.
· Identify any dependencies or potential roadblocks that may impact future progress.
7. Address Issue and Risks – 
· Identify any challenges or obstacles encountered during the week.
· Propose potential solution and mitigations strategies for identified risks.
8. Utilize Templates and Tools – 
· Leverage project management software and templates to streamline the reporting process. Example – Atlassian.
9. Ensure Regular Schedule Updates – 
· Regularly update the project schedule to reflect actual progress and changes.
· This ensures that the report accurately reflects the current state of the project.
10. Enable Transparency and Visibility – 
· Make the reports accessible to all relevant stakeholders.
· Foster a culture of transparency and open communication.
11. Generate Insightful Project Reports – 
· Go beyond simply reporting data and provide actionable insights.
· Analyse trends, identify patterns, and offer recommendations based on the data.

Q. 12 – Meeting Minute document - prepares one sample.
Ans. – Meeting Minute document is a formal document written record of discussions, decisions and action items within a business meeting. They serve as an official document to ensure clarity, accountability and future reference. The Business analyst might be involved in creating these minutes, but it is not always part of their core responsibility.
Key Components – 
· Date and Time – Specifies when the meeting occurred.
· Attendees – Lists all participants, including those who were absent.
· Agenda Items – Outlines the topics discussed during the meeting.
· Discussion Summary – Provide a concise summary of conversations, focusing on key points and decisions.
· Decision Made - Clearly documents all decisions reached during the meeting.
· Action Items – Assigns specific tasks to individuals, including deadlines and responsible parties.
· Next Steps – Indicates any follow up actions or future meeting required.

Importance of Meeting Minute document – 
· Accountability – Minutes clearly outline who is responsible for what promoting accountability among team members.
· Reference Point – They serve as a historical record of the meeting allowing attendees to refer to discussions and decisions.
· Transparency – Minutes ensures transparency within organizations by documenting important decision and discussion.
· Legal Documentation – In some cases, minutes can be used as legal documents to support decisions made.
· Communication – Minutes help keep everyone informed especially those who were unable to attend the meeting.
Example – 
Meeting Minutes
Project Name: Online Agriculture Products Store
Meeting Title: 
Date: 16 July 2025
Time: 11:00 AM – 12:00 PM
Location: Google Meet / Conference Room
Prepared by: Piyush Chaudhary


Attendees:
· Project Manager – Mr. Vandanam
· Business Analyst – Piyush Chaudhary
· Sr. Java Developer – Ms. Juhi
· Network Admin – Mr. Mike
· DB Admin – Mr. John

Agenda: Remaining Features
Discussion Summary: All the features will be covered till the next deadline
Action Item: Execution is planned in upcoming week by development team.
Owner: Java Development team
Due Date: 23-July-2025
Agenda Summary: Successfully conveyed 

 Next Meeting:
Date: 23 July 2025
Time: 11:00 AM – 12:00 PM
Agenda: Review progress on cart & payment module


Q.13 – Change Tracker – Document - Prepare one sample.
Ans. – Change tracker is a feature that monitor, and records modification made to data or content, enabling user to track what 	changes occurred, when and by whom. It is used in various context from software development and database management to document editing to maintain an audit trail and facilitate collaboration.
A Change Tracker document often referred to as a change log, and it is a crucial record that systematically track and document any modification updated and revision made to a project. It serves as a historical repository of changes, detailing the “what” “when” “why” and “who” behind each alliteration. This document is essential for maintaining a clear audit trail, facilitating informed decision making and ensuring effective project management.
Benefits of Using a Change Tracker Document:
· Tracks all scope changes centrally
· Helps assess impact, priority, and effort
· Avoids requirement creep
· Provides audit trail for stakeholder communication
· Supports effective project planning and timeline adjustments




Here is a sample change tracker document useful for tracking change request in a project.

	CR no
	Date Raised
	Raised By
	Description of Change
	Impacted Area
	Priority
	Status
	Owner
	Resolution date

	1
	2-July-2025
	Client
	Add Wishlist functionality to product detail page
	Frontend and database
	Medium
	Approved
	Developer team
	9-July-2025

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	




Q. 14 – Difference between Traditional Development and Agile Development Models. 
Ans. - 
	Traditional Development Model
	Agile Development Model

	It is used to develop simple software
	It is used to develop complicated software.

	In this methodology, testing is done once the development phase is completed.
	In this methodology, testing and development processes are performed concurrently.

	It follows a linear organizational expectation structure.
	It follows an iterative organizational structure.

	It provides less security.
	It provides high security.

	Client involvement is less as compared to Agile development.
	Client involvement is high as compared to traditional software development.

	It provides less functionality in the software.
	It provides all the functionality needed by the users.

	It supports a fixed development model.
	It supports a changeable development model.

	Development cost is less using this methodology.
	Development cost is high using this methodology.

	It majorly consists of five phases.
	It consists of only three phases.

	It is less used by software development firms.
	Adaptability is favoured in the agile methodology.

	Traditional software development approaches are formal in terms of communication with customers.
	Agile software development methodologies are casual. In other words, customers who work with companies that utilize Agile software development approaches are more likely to interact with them than customers who work with companies that use traditional

	Models based on Traditional Software Development- Spiral Model, Waterfall Model, V Model
	Models based on Agile Software Development- Scrum, Extreme Programming (XP)





Q. 15 – Explain Brainstorming technique – where to use?
Ans. - Brainstorming – Brainstorming techniques involve collaborative session where individual or groups generate a wide range of ideas, solutions or insight about a specific topic or problem. This technique encourages free thinking and creativity by temporarily suspending judgement or criticism, allowing participants to propose even unconventional ideas. It can be structured (e.g.. Round Robin) or unstructured (free form) and variations like Mind Mapping or Silent Brainstorm may also be used. The process is facilitated to ensure focus and inclusiveness, with all ideas recorded for later analysis and prioritization. Brainstorming is especially valuable for fostering innovation, leveraging diverse perspectives, and addressing complex challenges.
Key Features of Brainstorming – 
· Idea Generation – The Primary goal is to produce a large quantity of ideas, even if some seem unconventional or impractical at first. 
· No Judgement – Evaluating ideas during the initial brainstorming phases is discouraged to foster a supportive and open environment.
· Building on Ideas – Participants are encouraged to build upon or expand on the ideas of others creating a synergistic effect.
· Diverse Prospective – Brainstorming benefits from the diverse knowledge and experience of the participants.
· Recording Ideas – All ideas should be recorded often visually (e.g. on whiteboard or on paper) to ensure nothing is lost.

Benefits of Brainstorming –
· Creative Problem Solving - It helps teams and individuals think outside the box and come up with innovative solutions. 
· Increased Collaboration - Brainstorming can enhance teamwork and communication among participants. 
· Enhanced Understanding - Discussing ideas can lead to a deeper understanding of the problem and potential solutions. 
· Identification of weakness and Strength - It can reveal individual strengths and weaknesses in the problem-solving process. 

Steps Involved in Brainstorming – 
1. Define the problem/ goal clearly
2. Set ground rules (e.g. no criticism, free-flowing ideas)
3. Invite relevant participants (stakeholders, SMEs, Users, team members)
4. Generate ideas and record them all
5. Group and evaluate ideas post-session
6. Prioritize or select the best ideas for further analysis
Where do we use Brainstorming – 
· Elicitation – To gather initial business requirements or features
· Solution design – To identify possible technical or process solution
· Problem Solving – To analyse root cause and generate possible fixes
· Risk Analysis – To identify potential project risks or mitigation strategies
· Innovation Projects – To come up with new product ideas or enhancements.

Q. 16 – What reports Accounts departments will generate. (minimum 5 reports)
Ans. – The Employee Loan management system, the account department plays a crucial role in tracking, managing and reporting the financial aspects of employee loans. Below are five essential reports the account department would generate – 
1. Loan Disbursement Report – 
· Tracks all loan distributed to employees within a selected time
· Details – 
· Employee ID and Name
· Loan Amount disbursed
· Date of Disbursement
· Loan Type
· Interest Rate

2. Loan Repayment Report – 
· Monitors ongoing repayment made by employees
· Details – 
· Employee ID and Name
· EMI amount
· Number of EMI paid and remaining
· Payment Date
· Mode of deduction (Salary deduction etc.)

3. Pending EMI report – 
· Identifies the employee with missed or delayed EMI payments.
· Details – 
· Employee ID and Name
· Overdue EMI amount
· Number of Missed EMIs
· Penalty if applied
· Reminder status sent

4. Loan Outstanding Balance Report – 
· Shows the remaining principal and interest balance of Active loans
· Details – 
· Employee ID and Name
· Total loan sanctioned
· Amount Repaid
· Remaining Balance
· Project Loan closure date

5. Loan rejection Summary report – 
· Provide insights into loan applications that were rejected and reason
· Details – 
· Employee ID and Name
· Date of application
· Loan amount requested
· Reason for Rejection
· HR/Accounts reviewer comments


Q. 17 – What is the structure of the message/mail communicated from the HR department to the employee in case the loan is rejected.
Ans. – 
Subject – Loan Application Rejection Notification 
Dear Employee,
We hope this mail finds you well. We would like to inform you that after careful consideration and evaluation of your loan application, we regret to inform you that your loan request has been rejected by the company’s loan approval committee.
We understand that this news may be disappointing, but we want to assure you that the decision was made thorough assessment of various factors and taking into consideration the company’s lending policies and financial guidelines.
While we cannot provide specific details regarding the reason for the loan rejection, we encourage you to review your financial situation and consider alternative options that may better align with your circumstances. Our HR department is available to provide guidance and support if you require assistance in exploring other avenues for financial assistance.
Please note that this decision does not reflect on your value as an employee, and it will not have any impact on your employment or benefits with the company. We remain committed to supporting your professional development and well-being within our organisation.
If you have any questions or concerns, please feel free to contact the department and we will be more than happy to assist you.
Thank you for your understanding.

Best Regards
HR Department
TTS company


Q. 18 – What is the Structure of the message/mail communicated from the HR department to the employee in case the Loan is approved.
Ans. – 
Subject – Loan Application Approval – EMP08214
Dear Employee, 
We are please to inform you that the loan Application dated 19-May-2025 for rupees 2,00,000 has been approved after a thorough review by HR and Accounts Department.
Please find below the Loan Details – 
· Approved Amount: 2,00,000
· Interest Rate: 6% per annum
· Repayment Tenure: 24 months
· Monthly EMI: 8834
· First EMI deduction from: August 2025 salary
· Loan Disbursal date: 7 July 2025
Attached to this mail are the loan terms and repayment schedule. Kindly review and send your confirmation by 5 July 2025.
If you any question or need further assistance, please don’t hesitate to reach out to us.

Best Regards:
HR Department
TTS company 
 



Q. 19 – Design a sample report on the Loan Applications Received by the Account department.
Ans. – The Account department has received a total of X Loan application during the period of [start date] to [end date]. This report aims to provide an overview of the received loan application and their status.

	Loan application ID
	Applicant Name
	Loan Type
	Loan Amount
	Status

	PL001
	Rajesh
	Personnel Loan
	2,00,000
	Pending

	HL002
	Suresh
	House Loan
	15,00,000
	Approved

	VL003
	Ganesh
	Vehicle Loan
	1,50,000
	Rejected



Analysis:
· Total Application – 3
· Approved Application – 1
· Rejected Application – 1
· Pending Application – 1

Notes:
· Approved applications have met the loan approval criteria and are eligible for loan disbursement.
· Rejected application do not meet the loan approval criteria and have been declined.
· Pending application are currently under review and a decision will be communicated soon.
· For any inquiries or further information, please contact Accounts Department.

Q. 20 – Which reporting tool we will be used for generating reports.
Ans. – The choice of reporting tools will depend of factors such as nature of data, reporting requirements, user skill level, budget, complexity of data, desired level of customization and integration capabilities. Some of the popular reporting tool commonly used for generating reports are:
· Tableau – A powerful and a versatile tool known for its data visualization capabilities and ability to handle complex dataset. It is popular for creating interactive dashboards and can be used for both basic and advanced analytics.
· Power BI – Microsoft business intelligent platform, offering robust reporting and data analysis features. It also user to connect transform and visualize data form different sources.
· Microsoft Excel – Excel is widely used spreadsheet software that offers powerful data analysis and reporting capabilities.
