Q1. What is the difference between Brainstorming and JAD Sessions?
	Aspect
	Brainstorming
	JAD Session

	Definition
	A creative group activity to generate ideas or solutions for a problem.
	A structured workshop to gather requirements with participation from stakeholders, business users, and technical teams.

	Purpose
	To generate as many ideas as possible, encourage creativity, and explore possibilities.
	To define, refine, and agree on requirements for a system or project.

	Structure
	Unstructured or loosely structured; free-flowing discussion.
	Highly structured with defined agenda, facilitator, scribe, and clear objectives.

	Participants
	Small to medium group of team members or stakeholders (can be diverse).
	Key stakeholders: Business Analysts, Developers, Testers, SMEs, Users, and Project Managers.

	Outcome
	A list of ideas or potential solutions.
	Documented, approved requirements or decisions ready for development.

	Duration
	Short, usually 1–2 hours.
	Longer, may span several hours to multiple days.

	Facilitation
	Facilitator is optional, mainly to keep the session on track.
	Dedicated facilitator ensures collaboration and adherence to the agenda.

	When Used
	Early stages of a project to explore ideas and options.
	During requirements elicitation and design phase for detailed documentation.




Q 2. Why Document Analysis is one of the compulsory techniques we use in a Project? Justify
· Document Analysis is a crucial technique used in project management which involves reviewing existing project-related documents to understand the current process, gather historical data, and identify requirements.
· It helps the Business Analyst understand the current systems, workflows, and business rules without starting from scratch. And acts as a baseline reference to ensure that new requirements are aligned with existing processes and compliance needs.
· Reviewing business plans, SOPs, data models, and previous project documentation gives the project team a clear starting point and context for understanding the current state.
· Comparing current documentation with business needs helps uncover process gaps, outdated procedures, or missing functionality.

Q3. In Which Context we will use Reverse Engineering?
· [bookmark: _Int_LY5OWlR0]Reverse Engineering is the process of analyzing an existing system to understand its functionality & derive requirements. It is generally done for Migration Projects.
· It is used when there is no proper documentation of an existing system. And it involves analyzing the current system, workflows, or code to understand how it works, so that requirements for a new system can be derived.
· There are two general categories of Reverse Engineering:
· Black Box Reverse Engineering: The system or product is studied without examining its internal structure.
· White Box Reverse Engineering: The inner working of the system or product are studied.
Q4. What is the difference between Brainstorming and Focus Groups?
	Aspect
	Brainstorming
	Focus Groups

	Definition
	A creative group activity to generate ideas or solutions for a problem.
	A structured discussion with a group of selected stakeholders or end-users to gather opinions, feedback, and insights about a product or concept.

	Purpose
	To generate as many ideas as possible, encourage creativity, and explore possibilities.
	To collect user feedback and understand perspectives about a product, service, or requirement.

	Structure
	Unstructured or loosely structured; free-flowing discussion.
	Highly structured, with a clear agenda and moderator guiding the discussion.

	Participants
	Small to medium group of team members or stakeholders (can be diverse).
	Targeted group of 6–12 participants representing end-users or customer segments.

	Outcome
	A list of creative ideas or potential solutions.
	Detailed feedback, opinions, and user needs validation.

	Facilitation
	Facilitator is optional, mainly to keep the session on track.
	Moderator leads the discussion strictly, asking specific questions to gain insights.

	When Used
	Early stages of a project — idea exploration and requirement discovery.
	After some initial concepts or prototypes exist — to validate ideas or refine features.



Q5. Observation Technique – Explain both Active and Passive approaches
Observation technique is a method of gathering information by shadowing users or even doing part of their job of existing processes, inputs and outputs. It is useful if the user is not able to clearly explain what they do or their requirements for the new system. And it is relatively slow, focused on existing process rather than the new system process.

There are two basic approaches for the observation technique:
· Active Approach: In this approach, the observer actively watches the subject performing their tasks and interacts by asking questions to clarify what is being done and why
· Passive Approach: Here, the observer watches without interacting or interfering with the subject. The goal is to be as unobtrusive as possible, letting the subject behave naturally to understand the typical workflow and real problems better.
Q6. How do you conduct the Requirements Workshop
A requirement workshop is a structured approach to capture requirements. A workshop may be used to scope, discover, define, prioritize and reach closure on requirements for the target system. 
Steps to Conduct a Requirements Workshop:
Preparation:
· Clarify stakeholders needs, and the purpose of the workshops.
· Identify critical stakeholders who should participate in the workshop.
· Define the workshop’s agenda.
· Define what means will be used to document the output of the workshop.
· Schedule the session.
· Arrange room, logistics, and equipment.
· Send materials in advance to prepare the attendees and increase productivity at the meeting.
Conduct/Run the workshop:
· Elicit, analyze and document requirements. Obtain consensus on conflicting views. 
· Maintain focus by frequently validating the session’s activities with the workshop’s stated objectives.
· The Facilitator has the responsibility to:
· Establish a professional and objective tone for the meeting.
· Enforce discipline, structure and ground rules for the meeting.
· Introduce the goals and agenda for the meeting.
· Manage the meeting and keep the team on track.
· Facilitate a process of decision making and build consensus but avoid participating in the content of the discussion.
· Ensure that all 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 Requirements Workshop wrap-up done by Facilitator:
· Follow up on any open action items that were recorded at the workshop.
· Complete the documentation and distribute it to the workshop attendees and the sponsor.
Q7. In which context, Interview Technique can be conducted by a BA ? How may approaches are there in conducting Interviews? (Structured – Unstructured) Explain them. Explain the difference between Open Ended Questions and Closed ended Questions –
Interview is One-on-one or group meetings with stakeholders to ask detailed questions and get in-depth information. It can be conducted in various contexts such as requirements gathering, stakeholder analysis or process analysis.
There are two main types of interviews conducted by BAs are Structured and Unstructured.
Structured Interview:
· Follows a predefined set of standardized questions. Questions prepared in advance, and same for all interviewees.
· Ensures consistency across different interviewees, making data easier to compare.
· Useful when information required is well-known or specific.
Unstructured Interview:
· More informal and flexible; questions evolve based on responses. No pre-set questions, flow guided by conversation.
· Allows stakeholders to explain their views in their own words.
· Useful in early project phases or exploratory analysis when broad insights are needed.
Difference between Open Ended Questions and Closed ended Questions
	Aspect
	Open-Ended Questions
	Closed-Ended Questions

	Definition
	Questions that encourage detailed answers, explanations, or opinions.
	Questions that can be answered with one word or short, factual responses.

	Purpose
	To explore and gather detailed insights.
	To confirm facts or make decisions quickly.

	Examples
	1. What challenges do you face when using the current ordering system?
2. How would you like the payment process to be improved?
	1. Do you use the current ordering app? (Yes/No) 
2. How many payment methods do you support?

	Best Used When
	Discovering problems, needs, or ideas. During early requirement gathering.
	Validating or confirming information. During final requirement confirmation.

	
	Particularly useful in unstructured interviews to explore ideas
	Often used in structured interviews for clarity and comparison.



Q8. Questionnaire Technique – Where we will use? Give one example
The Questionnaire Technique involves preparing a set of written questions designed to gather information from a large group of stakeholders or users efficiently. 
Questionnaire Technique can be used:
· Questionnaires can be administered in various ways including pen & paper, online surveys, or face – face where or face – face where questions are read to the participants
· When stakeholders are geographically dispersed and cannot meet face-to-face.
· To gather information from a large number of people quickly and economically.
· Ideal for surveys, ratings, or statistical analysis to identify patterns and preferences.
· At early stages of requirement gathering to collect broad information or to validate previously gathered data.
Example:
· What method do you primarily use to contact support? (Phone, Email, Chat, Social Media)
· On a scale of 1 to 5, how satisfied are you with the response time?
Q9. How to Sort the Requirements – Where we will use? Give one example
It is the process in which scattered requirements are put together and redundancy is removed. The purpose is to structure the requirements to focus on the most important or time-sensitive ones first, facilitating effective project planning and resource allocation.
Sorting can be Used:
· Often during requirements elicitation and document phases of a project.
· Based on Functional & Non-Functional requirements.
· When there are multiple requirements competing for limited resources
· While preparing the product backlog or requirements document to align with business goals and constraints.
Q10. Prioritise the Requirements – –Where we will use? Give one example
Prioritization techniques help Product Owners and teams decide the order of work items in the product backlog, ensuring the most valuable and urgent features are developed first. Prioritize is typically based on factors such as business value, impact and dependencies.
We can use Prioritization technique:
· During requirements analysis to focus on the highest-value requirements.
· When managing a product backlog in Agile or incremental development.
· When planning releases or iterations, deciding which features go into MVP
· For budget or time-constrained projects requiring phased delivery.
MoSCoW is the most used prioritization technique in business analysis and software development to reach a common understanding with stakeholders on the importance they place on the delivery of each requirement. 
MoSCoW stands for Must, Should, Could and Would.
· M – Must have this requirement to meet the business needs. 
· S – Should have this requirement, if possible, but project success doesn’t rely 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 it won’t be delivered this time.
Example:
In a mobile banking app project, requirements might be prioritized as:
· Must-Have: Secure login, fund transfer, balance inquiry.
· Should-Have: Bill payments, transaction history download.
· Could-Have: Personal finance advice, customizable alerts.
· Would-Have: Integration with third-party investment platforms (deferred to future releases).
Q11. Weekly status reporting – How we will drive?
Weekly status reporting is a regular update document or communication that provides a snapshot of the current progress, accomplishments, challenges, and planned activities related to a project or work tasks for the week. It serves to keep stakeholders, managers, and team members informed and aligned on the state of ongoing work.
Questions that can be asked in a weekly status report include:
· What have you been working on recently?
· What have you accomplish this week?
· What are your top priorities?
· What are the challenges going into the next week?
Q12. Meeting Minutes Document – prepare one Sample
· A Meeting Minutes Document is an official written record that summarizes the key points, decisions, discussions, and action items from a 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.
· Meeting minutes provide a reference for attendees and those who were absent, helping maintain transparency, accountability, and follow-up on commitments.
· MoM is particularly important for tracking project progress, documenting decisions and assigning responsibilities.
	Meeting Title: Project Requirements Workshop

	Date & Time:
	15-09-2025, 10:00 AM – 11:00 AM

	Location:
	Zoom Virtual Meeting

	Agenda:
	1. Review business requirements
2. Finalize priority features
3. Assign action items

	Attendees:
	Mr. Dooku – Project Coordinator
Mr. Karthik – Delivery Head 
Mr. Vandanam – Project Manager
Ms. Juhi – Senior Java Developer 
Mr. Samuel – Business Analyst

	Discussion Summary:
	· Discussed all major requirements from stakeholders.
· Categorized them using MoSCoW method. 
· Clarified doubts about data migration and third-party integrations.

	Decisions Made:
	· Secure login, dashboard, and data migration marked as Must-Have.
· Social media integration deferred to phase 2.
· QA to draft initial test cases.

	Action Items:
	· Samuel to circulate requirements document.
· Karthik to provide estimation for core modules.
· QA to prepare draft test plan.

	Owner:
	· Samuel – Documentation
· Karthik – Estimation
· Jason – Test Plan

	Due Date:
	September 24, 2025

	Agenda Summary:
	Reviewed requirements and set priorities, 
assigned next steps for documentation, 
development estimates, and QA planning.

	Next Meeting: 

	Meeting Title:
	Requirements Validation and Estimation Review

	Date & Time:
	September 24, 2025; 10:00 AM – 11:00 AM IST

	Location:
	Zoom Virtual Meeting

	Expected Attendees:
	Mr. Dooku – Project Coordinator 
Mr. Karthik – Delivery Head  
Mr. Vandanam – Project Manager 
Mr. Samuel – Business Analyst





Q13. Change Tracker – Document - – prepare one Sample:
Change Tracker document is used by the project team to log and track change requests made throughout the life of the project.
	Date
	Version Number
	Document Changes
	Name
	Title
	Signature
	Approved By

	15 – 09 - 2025
	V 1.1
	Added multi-language support in user manual
	Samuel
	BA
	
	Vandanam

	17 – 09 – 2025
	V 1.2
	Updated password policy section Updated password policy section
	John
	Tester
	
	Vandanam

	18 – 09 - 2025
	V 1.3
	Revised login workflow screenshots
	Samuel
	BA
	
	Vandanam

	20 – 09 - 2025
	V 1.4
	Added Payment Gateway Integration requirements section.
	Juhi
	Sr Dev
	
	Karthik



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

	Approach
	Sequential and linear process. Each phase must be completed before moving to the next.
	Iterative and incremental process. Work is done in small cycles (sprints).

	Flexibility
	Once requirements are finalized, changes are difficult and costly.
	Highly flexible, allowing changes even late in development.

	Requirement Gathering
	Done at the beginning of the project and frozen.
	Requirements are continuously gathered and refined throughout the project.

	Customer Involvement
	Customer is involved only at the start and end of the project.
	Customer is actively involved throughout, providing feedback at each sprint.

	Delivery
	Final product is delivered only at the end of the project.
	Working product is delivered frequently in iterations (every sprint).

	Project Size
	Suitable for large, well-defined projects with fixed requirements.
	Suitable for dynamic projects where requirements may evolve.

	Risk Management
	High risk: issues are discovered late, often during testing.
	Lower risk: early testing and feedback reduce surprises.

	Testing
	Performed after development is complete.
	Testing is continuous, integrated into every sprint.

	Documentation
	Heavy documentation is required at each phase.
	Lightweight documentation, focus is on working software over documents.

	Team Structure
	Teams work in silos, formal communication
	Cross-functional teams collaborate closely throughout.

	Time to Market
	Longer time to release product because of the sequential approach.
	Faster delivery, as working features are released incrementally.

	Change Handling
	Difficult and expensive to accommodate changes once development begins.
	Changes are expected and embraced throughout the development process.

	Example Methodologies
	Waterfall, V-Model, Spiral.
	Scrum, Kanban.



Q15. Explain Brainstorming Technique – Where to use?
Brainstorming Technique is a creative group or individual process for quickly generating a wide variety of ideas, solutions, or approaches to a problem or opportunity. It encourages free thinking, collaboration, and innovative solutions by suspending immediate judgment and fostering an open environment.
Brainstorming is most useful during the initial stages of a project or when exploring multiple possibilities, and during Requirement Gathering, Process Improvement, Prioritization and Risk Identification.
Q16. What reports Accounts Departments will generate (minimum 5 reports)
Five key reports the Accounts Department can generate for the Employees Loan Management System:
1. Loan Approval Status Report:
· Summary of all loan requests with status (approved, rejected, pending)
· Details include employee name, loan amount, approval dates, and rejecting reasons if any.
2. Loan Disbursement Report:
· Details of all loans disbursed in a given period
· Shows employee details, loan amounts disbursed, disbursement dates, and terms.
3. Loan Repayment Schedule Report:
· Detailed repayment plans for each employee loan including EMI amounts, due dates, and tenure
·  Helps track upcoming repayments and manage payroll deductions.
4. Loan Recovery and Deduction Report:
· Records of actual repayments deducted from employees’ salaries
· Includes payment dates, amounts deducted, and any missed or partial payments.
5. Outstanding Loan Balance Report:
· Displays loans that are in repayment along with the remaining balance and next repayment due dates
· Provides visibility on high outstanding loans and overdue payments.

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 – Decision Notification
 Dear Samuel,
Thank you for submitting your loan application (ID: LN-45879) for an amount of ₹2,50,000 to the Employees Loan Management System. After careful review by the HR and Accounts departments, we regret to inform you that your loan request has not been approved at this time.
The primary reason for this decision is the requested loan amount exceeds the eligible limit based on your current salary and tenure with the organization.
We truly appreciate your interest in this initiative. You may reapply for a loan after six months or consider applying for a lower loan amount within your eligible range.
For any clarification or assistance, please reach out to the HR Helpdesk at hrsupport@ttscompany.com or call +91 98xxxxxx10 during office hours.
Thank you for your understanding and cooperation.
Best Regards,
Priya Sharma
HR Manager
TTS Company Pvt. Ltd.
Email: priya.sharma@ttscompany.com
Phone: +91 98xxxxxx78




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 Application Approved – Application ID: LN-45982
Dear Samuel,
We are pleased to inform you that your loan application (ID: LN-45982) submitted on        05-09-2025 under the Employee Loan Management Program has been approved after a thorough review by the HR and Accounts Departments.
Below are the details of your approved loan:
	Loan Details
	Information

	Loan Amount Approved
	₹2,50,000

	Loan Tenure
	24 Months

	Interest Rate
	8% per annum

	Monthly EMI
	₹11,300

	Repayment Start Date
	01-10-2025


Next Steps:
1. Please review the attached Loan Terms & Conditions and Repayment Schedule carefully.
2. If you agree with the terms, kindly log in to the Employee Loan Management System (ELMS) Portal and provide your digital acceptance by 20-09-2025.
3. Once we receive your confirmation, the loan amount will be credited to your registered salary account within 3–5 business days.
4. Automatic EMI deductions will begin from your salary starting October 2025 payroll cycle.
For any clarification or assistance, please reach out to the HR Helpdesk at hrsupport@ttscompany.com or call +91 98xxxxxx10 during office hours.
We appreciate your contribution to TTS Company and are happy to support you through this financial assistance.
Best Regards,
Priya Sharma
HR Manager
TTS Company Pvt. Ltd.
Email: priya.sharma@ttscompany.com
Phone: +91 98xxxxxx78

Q19. Design a sample report on the Loans applications Received by the accounts department
Sample report template for Loan Applications received by the Accounts Department:
	Application ID
	Employee Name
	Department
	Loan Amount Requested
	Application Date
	Status
	Approved Amount
	Approval Date
	Remarks

	001
	Ravi Kumar
	IT
	₹100,000
	2025-09-10
	Pending
	-
	-
	Awaiting HR review

	002
	Anjali Sharma
	Marketing
	₹50,000
	2025-09-12
	Approved
	₹50,000
	2025-09-15
	Approval sent

	003
	Suresh Reddy
	Finance
	₹150,000
	2025-09-11
	Rejected
	-
	2025-09-14
	Insufficient eligibility

	004
	Priya Rao
	HR
	₹70,000
	2025-09-13
	Approved
	₹70,000
	2025-09-16
	Loan repayment scheduled

	005
	Amit Verma
	Operations
	₹200,000
	2025-09-10
	Pending
	-
	-
	Documentation pending


Summary:
· Total applications received: 5
· Approved: 2
· Rejected: 1
· Pending: 2
Q20. Which reporting Tools we will use for generating reports
Some widely used reporting tools for generating reports in business analysis and project management:
1. Microsoft Power BI:
· Robust data visualization and business analytics tool.
· Enables creating interactive dashboards and real-time reports.
· Widely used for scalable enterprise analytics and sharing insights.
2. Tableau:
· Powerful data visualization platform enabling drag-and-drop report creation.
· Suitable for business intelligence projects requiring complex data analysis.
· User-friendly for non-technical users with impressive visualization capabilities.
3. Zoho Analytics:
· Self-service BI and reporting tool with automated data syncing.
· Helps create collaborative, customizable reports from multiple data sources.
· Good for sales, marketing, and project metric reporting.
4. Qlik Sense:
· Data analytics platform offering associative data exploration and AI-driven insights.
· Allows creation of interactive dashboards accessible from any device.
· Integrates well with different business systems.
5. Looker:
· Cloud-based data analytics tool for real-time BI and report automation.
· Supports customized dynamic dashboards and integrates with many platforms.
· Suitable for enterprises requiring advanced, scalable analytics.
