


Prep3 part 2:

1Q.
Brainstorming can be doing either individually or in groups. The ideas collected can then be reviewed analyzed and where relevant included with in the system requirement
Advantages: can come up with very innovative ideas and requirements. It can be an efficient way of user’s/ stake holders to define requirements.
Disadvantage: peoples can’t easily be brainstorming ideas when required do some peoples find brainstorming much harder than others. 
1 Preparation for brainstorming:
· Develop a clear and concise definition of the area of interest
· Determine time limit for the group to generate ideas
Here larger the group the more time required
Decide who will be included in the session and their role- participant or facilitator aim for participants (daily 6 to 8) who represents a range of background and expertise with the topic 
· Establish criteria for evaluating and rating this idea 
2 Conduct Brainstorming session 
· Share new ideas without any discussion, criticism or evolution 
· Visibility record all ideas.
· Encourage participants to be creative, share exaggerated ideas, and build on the ideas of others.
· Don’t limit the number of ideas at the goal is to elicit as many ideas possible with in the time period.
3 wrap- up the brainstorming.
· Once the time limit is reached, using the pre-determined evolution criteria discuss and evaluate the ideas.
·  Create a condos ended list pf idea, combine ideas where appropriate and eliminate duplicates.
·  Rate the ideas. There are many techniques that can be used prioritize the ideas, e.g...
· Distribute the final list of ideas to appropriate parties.

Joint Application Development (JAD):
The joint application development (JAD) technique is an extended, facilitate workshop. It involves coloration between stakeholders and systems analysts to identify needs or requirements in a concentrated and focused effort.

· Advantages:
This technique produces relatively large amounts of high quality information in a short period of time. Discrepancies are resolved immediately with the aid of the facilitator.

· Dis advantages:

Requires significant planning and scheduling effort. Requires significant stakeholder commitment time and effort.

 JAD process steps 
Define session:
Define the purpose, scope, and objective is the JAD session, selecting the JAD team, invite and obtain commitment to session from the appropriate stakeholders, and scheduled the session.

· Research the product: Become more familiar with the product or service, gather preliminary information obtaining any models.
· Prepare: Prepare any visual aids, developing a realistic agenda, training the recorder, and preparing the meeting room.
· Conduct session: Follow agenda to gather and document the projects needs and requirements. 

Draft the documents: prepare the formal documents. The information captured in the JAD session is further through analysis efforts, open questions or issue discovered through session are resolved and the final document is return to stakeholders for review and validation.




Roles:
The JAD team is very heart of the JAD process and selection and inclusion of stakeholders are critical to the overall success of a JAD session. The team should consist of a mixture of skills from a variety of individuals the participants may include business process, owners, operations, managers, client etc.,


2Q Document analysis is one of the compulsory elicitation technique for any project documentation analysis could provide about the current system which could provide some of the inputs for the new system requirements such documentation could include interface details, user details, user manual and software vendor.

Advantages

The main advantage of data analysis could be a lot of information and EC to transform to hear new system requirements document.

Disadvantages:

Existing documentation may be often old and to of date. systems, interfaces, processes and reports may have changed out of all recognition 

1 Preparation for document analysis:

Evaluate which existing system and business documentation and appropriate to be studied 

2 Analysis of the document:

· Study the material and identify relevant business details.
· Document business details as well as questions for follow up with subject matter exerts.
3 Post document analysis wrap up:

· Review and confirm the selected details with subject matter experts.
· Obtain answers to follow up questions.

3Q Reverse Engineering:

In situation where the software for an existing system has little or outdated documentation and it is necessary to understand what the system actually does, reverse engineering is an elicitation technique that can extract implemented requirements from tee software code. There are two general categories of reverse engineering:

· Black box Reverse Engineering:
The system/ product is studied without examine its internal structure.

· White box Reverse Engineering:
The inner workings of the system/ product are studied.

4Q. Difference between Brainstorming Vs Focus groups:

· Brainstorming:

Brainstorming technique contains group of stake holders to give deep thought about particular topic. this technique basically useful developing new ideas.

Brain storming group discussion among stake holders to collect ideas to include the relevant requirements.

Brainstorming can be done either individually or in groups. The ideas collected can then be reviewed / analyzed and where relevant included with the system requirements.

Brainstorming technique last for about 2-3 hours.

Brainstorming covers all of the mentioned subjects. 





· Focus groups: 

A focus group is a means to elicit idea and attitude about a specific product, service or opportunity is an interactive group environment.

Focus group typically has 6-12 attendances

There are pros and cons that should be considered when using homogeneous Vs heterogeneous composition.

· Homogeneous-  individual with similar characteristics:

. Caution: differing perspective will not be shared. 
Possible solution: conduct separate session for different homogenous session groups.

· Heterogeneous- 

Individuals with diverse backgrounds, perspective caution:

Individuals may self- sensor if not comfortable with others background resulting in lower quality of data collected.



5Q Observation:

Observing shadowing users or even doing part of their job, can provide information of inputs and outputs.

· Advantages:

Useful if the user is not able to clearly explain what they do or their requirements for the new system. can see ideas for improving processes or removing unnecessary activities from the new system.

· Disadvantage:

Relatively slow n, focused on existing processes. Rather than the new system processes.
 There are two basic approaches for the observation technique.

· Passive/invisible:

In this, approach, the business analyst observes the subject matter expert working through the business routine but does not ask questions. The business analyst writes note about he/she sees, but otherwise stays out of the way, as if he/she was invisible. The business analyst waits until the entire process has been completed before asking any questions. The business analyst should observe the business proce4ss multiple times ensure he/she understands how the process work today and why its works the way it does.

· Active/ visible:

In this approach, while the business analyst observes the current process and takes notes he/she may dialog with the worker. When the business analyst as questions to why something is being done as it is, he/ she asks questions right away even if it breaks the routine of the person being observed. In this approach, the business analyst might even participate in the work to gain an immediate appreciation for how the current process works.


6Q Requirement Workshop:

A requirement workshop is a structured way to capture requirements. A workshop may be used to scope, discover, define, prioritize and reach closure on requirements for the target system.

· 1 Prepare for the requirements workshop 
· Clarify the stakeholder’s needs, and the purpose of the workshop. 
· Identify critical stakeholders who should participates in the workshop.
· Define the workshop agenda.
· Determines what means will be use to documents the output of the workshop.
· Schedule sessions 
· Arrange room logistics and equipment.
· Send materials and advance to prepare the attendance and increase productivity t the needing 
· Conduct pre work shop interviews with attendance.
2 Co conduct / Run the Requirements workshop
· Elicit, analyze document requirements.
· Obtain consensus on conflicting views.
· Maintain focus by frequently validating the session’s activities with the workshop’s stated objectives.

3 Post Requirements workshop wrap up done by facilitator:

· Follow up on any open action items that were recorded at the workshop.
· Complete the documentation and distribute it to the workshop attendances and the spencer

7Q Interview 

An interview is a systematic approach to elicit information from a person or group 0of people in an informal and formal settings. By talking to the person – the interviewee, asking relevant questions and documenting the responses.

Advantages:
Advantages:
Generally easy, because it can be done with minimal preparation.
Interviews of individuals and small groups requires less stakeholder’s commitment than large workshops. Interviews provide an opportunity to explore or clarify topics in more details.
Disadvantages:
The questions used in the interview may reflect the interviewer’s preconceived ideas, which can influence the responses.
Conflicts and inconsistences between stakeholder’s information need to be resolved in additional interviews. This technique doesn’t allow different stakeholders to hear and elaborate upon the information being replayed.

· Structured Interview:
In which the interviewer has the predefined of questions. It is a structured way of interview.

· Unstructured interview:
In which the interviewer does not have predetermined set of questions and it may very base on the stake holder responses and interactions.

· Open Ended questions:
Open ended questions are those that provide respondents with a question prompt provide them a space in which to construct their own response.

· Close ended questions:
[bookmark: _GoBack]Often the answers are a single word (e.g. yes or no) or less commonly a short phase. You are not looking for an explanation or an elaboration on the question in the answer given to the question.

8Q Questionnaire(Survey):

Questionnaires can be useful for obtaining limited system requirements details from users / stakeholders, who have a minor input or are geographically remote. 

· Advantages:
Can send to many hundreds of users at low cost good for getting input from users   who are a long distance away.

· Disadvantages:
Questionnaires can be slow to create. You may not get good responses, as filling in questionnaires is often a low priority for many people.

Example:
Customer satisfaction surveys:

Rate the application based upon your shopping satisfaction.

· Excellent 
· Good
· Bad 
· Worst

9Q Sort Requirements (Define Requirements):
Sort Requirements definition.
It is the process in which scattered requirements are put together and redundancy (repetition) is removed the inter related requirements are linked.
The process for sorting is:
· Identification of requirements.
· Dividing the identified requirements into functional and nonfunctional requirements.
· If identified requirements bare similar, then they are put together and removed.

We will sort the requirements in Two ways.

· Functional requirement 
· Non- functional requirement 

Functional requirement:

Functional requirements describe the capabilities the system will be able to perform in terms of behavior or operations.

Nonfunctional Requirements 

Nonfunctional requirements do not relate to the behavior or functionality of solution. But rather describes environmental conditions under which the solution must remain effective like capacity, speed, security etc.,


10Q Prioritize Requirements.

· Prioritizing requirements is a critical step in the requirement management process, helping team focus on what is most important for the success of a project.
· Prioritization is typically done based on factors such as business value, impact, and dependencies.
· One of the most important prioritization technique is:
Moscow
Must have, should have, could have, would have. 
Moscow 
Is a prioritization technique used in business analysis and software development reach a common understanding with stakeholders on the importance they place on the delivery of each requirement also known as MOSCOW prioritization r Moscow analysis?

The Moscow method can help. Moscow stands for must, should, could and would:
M- must have this requirement can help. Moscow stands for must, should, could and would.
S- Should have this requirement if possible, but project success does not reply on it.
C- could have this requirement if it does not affect anything else in the project.
W- would like to have this requirement later, but not won’t be delivered this time. 

11Q Weekly Status Reporting:
Weekly   status is a summary of all work during a week and how these activities contributed to the completion of a task or a project hoe each one brings the closer to the achievement of their targets.
A weekly report is a review of workweek and provides a summary of what you completed. What projects are in progress and plans that outline of your workflow for the next week. Typically, weekly reports are brief and concise and only one-page long.


12Q Meeting Minutes Document:
Minutes of meeting is a formal written document that summarizes the discussion, decision and actions taken during the meeting 
It acts as a recorded document for those attending the meeting as well as for those who were unable to attend the meeting.
They highlight the key issues that are discussed, motions proposed or voted on, and activities to be undertaken.
	MOM template
	

	Date 
	 
	

	Time 
	 
	

	Location
	 
	

	Attendees
	 
	

	Agenda
	 
	

	Discussion summary
	 
	

	Action items
	 
	

	 
	 
	

	Next Meeting
	

	Date
	 
	

	Time 
	 
	

	Location
	 
	

	Agenda
	 
	

	 
	 
	



13Q.
As the project progresses through time, it’s inevitable that some things will change that effect the project and so your requirements may also change. This means, when a change is requested, a business analyst should.
· Initially the BA documents the change request 
· The BA analyses the change request, is really a change, or a defect discovered from previous need communications.
· The project manager must provide an initially approval if the business analyst needs to move further in analyzing the change requested.
· When it comes to change management whether or not to incorporate to changes, depends on yet another important factor which is for the business analyst as well as the project. Manager to ensure whether the requested change is a complex one or just a minor change.
· In case the change is complex, it will not only expand the scope of the project drastically which in turns leads to increase the delivery time.
· Business analyst will help the stakeholders into understand the impact, the change request will have n the organization to minimize negative impact that result from that particular change.
· Successful change effort necessitates the business analyst to articulate a realistic or convincing vision that appeals to both internal and external stakeholders.
Change tracker document is used by the project team to log and track change request made through the life of the project.
14Q difference between traditional development model and agile development model:
Traditional project management focuses on the linear approach. In the traditional method, all the project phases are completed in sequential order. This rigid, top –down approach contains some fixed stages, such as plan, design, build,
 Testing, user acceptance, deployment, release, etc. unlike agile, traditional management plans everything beforehand and not empirically.

Traditional development model(waterfall):
· Feasibility evaluation takes a long phase and is done is in advance to avoid reworking in the next project phases.
· Project planning is done at the beginning of the project and is not open to any changes later on.
· Project progress gets monitored according to the project plan.
· Only the project manners communicate and carry out progress review meeting weekly monthly.
· Roles are not interchangeable once distributed among project team members.
· Documents get a lot of emphases and that is pretty comprehensive.


Agile(Scrum) development model:

· Feasibility test takes a shorter while considerably clients are engaged in the early project phase to get the buy in and refine the needs in the long run.
· The plan is not given the foremost priority and is done during sprint planning. Modification are welcome except during an active sprint.
· The development gets tallied in each sprint.
· Communication is frequent, face to face, and clients also participates throughout the project.
· You can switch roles quickly, and the team can work in cycles.
· There’s a need to file requirements, build designs, and writes test plans to promote working software delivery. 


15Q Explain Brainstorming technique where to use:

Brainstorming is a technique used to generate creative ideas and solutions through a group discussion or collaboration. It encourages participates to freely express their thoughts, ideas, and suggestions without criticism or judgment. Or judgement.
Here are some common scenarios brainstorming is useful:
 
Idea generation 
Project planning 
Problem solving
Team building
Innovation and product development 
Strategic planning. 

16Q What reports accounts department will generate.

Financial statements:
 The accounts departments prepare and provides financial statements. Including balance sheet give an over view of the borrower’s financial position, profitability, and ability to generate cash flow.

· Company reserve loan report:
this report will help understand the reserve amount.

· Credit Report:
The accounts department may obtain a credit report on the borrowers from a credit history, including their repayment track record, outstanding loans, and credit score.

· Collateral Evolution:
If the loan requires collateral, the accounts departments may be involved in evaluating value and marketability of the proposed collateral.

· cash flow projections: The accounts department prepares cash flow projections based on the borrower’s financial data.

· Debt to income ratio analysis:
The account departments calculate the barrow debt to income ratio which compares the borrower’s total debt obligation to their income.


17Q.What the structure of the message/mail communicated from the HR department the employee in case the loan is rejected?

· Subject: Loan application Rejection Notification 

Dear xyz,

We hope this mail finds you will. 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 after a thorough assessment of various factors and consideration the company’s lending policies and financial guidelines.
While we connect provide specific details regarding the reasons for the loan rejection, we encourage your current 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 your value as an employee, and it will not have any impact on your employment benefits with the company. We remain committed to supporting your professional growth and wellbeing with in our organization.
If you have any questions or require further clarification, please feel free reach out to then HR department, and will more than happy to assist you.

Thank you for yours understand.

Best regards,
HR Dep’t,
ABC company.















Q18th 

Subject: Loan application Approval application.
Dear xyz,


We are pleased to inform you that your loan application has been approved by the company loan approval committee. Congratulations on this successful out come 
We have carefully review your application and considered various factors including your financial standing employment history and the loan programmer’s eligibility criteria based on our assessment we are confident that this loan will assist you achieving in your financial goals.
Below are the details regarding your approved loan:
Loan amount: RS 20,00,000/- 
Loan term: 15 years 
Interest rate: 8.0%
Repayment schedule: pay in the yearly installment of RS 1,60,000/- 
Please review in the loan agreement and associated. Terms carefully. If you have any questions or require further certification. Please do not hesitate to reach out the HR department we are provide the necessary support support and guidance throughout the loan process.
We kindly remind of your responsibility to fulfill the loan repayment obligations as per the agreed upon terms. Timely and consistent repayment will not only help you meet your financial objectives but also demonstrate your reliability and strengthen your credit worthiness. 
We appreciate your prompt attention to the loan agreement and adherence to the repayment schedule. should you require any assistance or encounter any challenges during the repayment period, please feel approach the HR department for guidance and support?
Once again congratulation, on your loan approval. We wish you every success in achieving your financial aspirations.

Best regards,
HR dept. 
ABC company 
.

Q19th Sample Report: Loans Application Received:

Introduction:

The accounts departments have received a total of [10] loan application during the period of
 [1-06-2025] to [30-06-2025] this report aims to provide an overview of the received loan application of their status.

· Summary of loan application:
The table below summarizes the key details of the received loan applications.

· Application ID Applicant Name Loan Type Amount Request Status

   Loan Applications Report             Date:DD/MM/YY  
	Loan application ID
	Applicant name
	loan amount
	status

	L01
	XYZ
	100000
	Approved

	L02
	ABC
	500000
	pending

	L03
	EFG
	2000000
	rejected




 Analysis:

A*Total application: [ ]
b *pending applications: [ ] 
c *Approved applications: [ ]
d *Rejected applications: [ ]

· Recommendations:

Efficient management of loan application is crucial maintain financial stability and supporting the growth of the organization. The account department will continue to monitor and process incoming loan application with diligence and transparency. 

This is a sample report does not contain real data 

The report provides a structure of overview of the loan application received by the accounts department, including a summary application, analysis of their status and recommendation ns of improvement. 

20Q Which Reporting Tool we will use for generating Reports.
The choice of reporting tool depends on factors such as nature of data, reporting requirements, user skills level, budget, and integration capabilities. Some of the popular reporting tools commonly used for generating reports:

· Microsoft Excel:
Excel is a widely used spreadsheet software that offers powerful data analysis and reporting capabilities.

· Tableau:
Tableau is a leading data visualization and reporting tool that enables user to create interactive and visually appealing reports and dashboards.


· Power BI:
Power BI, developed by Microsoft, is a business intelligence tool that allows user to connect, transform and visualize data from different sources.
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