Q1. What is the difference between Brainstorming and JAD Sessions?
1. Definition
· Brainstorming is a creative idea generation technique used to gather a wide range of ideas or solutions related to a business problem or requirement. It encourages free thinking and open expression from participants.
· JAD (Joint Application Development) is a structured, facilitated workshop that brings together business users, stakeholders, developers, and analysts to gather and finalize requirements through collaborative discussion.

 2. Objective
	Brainstorming
	JAD Sessions

	To generate new ideas or solutions
	To define and finalize functional requirements or solutions collaboratively



 3. Structure
	Brainstorming
	JAD Sessions

	Informal and less structured
	Highly structured with agenda and roles

	May not follow a fixed process
	Follows a defined methodology



 4. Participants
	Brainstorming
	JAD Sessions

	Anyone with relevant input: team members, SMEs, stakeholders
	Cross-functional team: BA, SME, Developers, Project Manager, and Facilitator



 5. Facilitator Role
· Brainstorming: A facilitator is optional; the goal is to encourage idea flow.
· JAD: A dedicated facilitator is required to manage discussions and capture decisions.

 6. Duration
· Brainstorming: Short, often 30 minutes to 1 hour.
· JAD: Longer sessions (a few hours to several days), depending on project size.

 7. Outcome
	Brainstorming
	JAD Sessions

	Collection of raw, unfiltered ideas
	Detailed, agreed-upon business requirements and specifications



 Example Scenario
· Brainstorming: Used at the beginning of a project to explore all possible features of a new mobile app.
· JAD Session: Used during the requirement phase to finalize features, data flow, and user interface with all stakeholders.

 Summary:
	Criteria
	Brainstorming
	JAD Session

	Purpose
	Generate ideas
	Finalize requirements collaboratively

	Structure
	Informal
	Formal & structured

	Facilitator
	Optional
	Mandatory

	Participants
	Open group
	Selected cross-functional team

	Outcome
	Ideas and suggestions
	Documented & validated requirements


Q2. Why is Document Analysis one of the compulsory techniques we use in a project? Justify.
What is Document Analysis?
Document Analysis is a requirement elicitation technique where the Business Analyst (BA) reviews existing documentation to understand current systems, business rules, processes, and requirements.
These documents may include:
· Business Requirement Documents (BRD)
· Software Requirement Specifications (SRS)
· User manuals
· Policy documents
· Process maps
· SOPs (Standard Operating Procedures)
· Audit reports
 Why is it Compulsory in Projects?
1. Provides a Baseline Understanding
· Helps the BA understand the current system/process before talking to stakeholders.
· Avoids asking redundant questions and shows preparedness.
 2. Saves Time and Effort
· Reduces the time needed to elicit requirements from scratch.
· Speeds up requirement gathering by referring to existing knowledge.
3. Identifies Gaps and Improvements
· Helps spot missing, outdated, or conflicting information.
· Useful in gap analysis between the current state and future goals.
 4. Ensures Completeness of Requirements
· Cross-verifies verbal information with documented facts.
· Reduces the chances of missing critical business rules or legal obligations.
 5. Essential for Regulatory or Legacy Systems
· In domains like banking, insurance, or healthcare, document analysis ensures compliance with legal and policy standards.
· Legacy systems often lack SME availability—documents become the only source of truth.

🔹 Example Scenario
If a BA is assigned to automate a manual claims process in an insurance company, they must analyze:
· Claim forms
· Existing Excel trackers
· SOPs
· Past audit reports
This helps them:
· Understand business rules
· Design automated workflows
· Validate against regulations

Summary:
Document Analysis is compulsory because it ensures the BA begins the project with:
· A clear understanding of current practices,
· The ability to validate stakeholder input,
· And an efficient way to identify and define accurate requirements.
It lays the foundation for informed discussions and solid requirement documentation.
Q3. In which context do we use Reverse Engineering?
What is Reverse Engineering?
Reverse Engineering is the process of analyzing an existing system, software, or product to understand its components and functionality, often in the absence of proper documentation. It helps BAs and developers extract design and requirements from a working solution.

🔹 Context in Which Reverse Engineering is Used:
 1. Legacy Systems Modernization
· When an organization wants to upgrade or replace an old system but lacks documentation.
· Reverse engineering helps understand how the old system functions before designing a new one.
 2. No Documentation Available
· When the original requirement documents are lost, outdated, or never created.
· BA uses the system interface, database, and code to extract the requirements.
 3. System Integration
· If two systems need to be integrated, reverse engineering helps understand how the existing system behaves so integration points can be identified.
4. Bug Fixes or Enhancements
· Reverse engineering is used to trace the logic behind certain features to make improvements or fix bugs safely.
5. Regulatory Audits
· Used to uncover internal business logic in critical systems where audit and compliance checks are necessary.

🔹 BA Role in Reverse Engineering:
· Observe existing system behavior.
· Analyze system screens, workflows, and outputs.
· Work with developers to understand data flow and architecture.
· Prepare documentation like process models, SRS, and data dictionaries based on findings.

🔹 Example Scenario:
A hospital uses an old desktop-based appointment system. There is no documentation, and the original developers are not available.
The BA performs reverse engineering by:
· Navigating through the application
· Reviewing UI fields, reports, and database structure
· Creating process flow diagrams and business rules based on system behavior
This helps in creating a modern web-based version with all critical features retained.

Summary:
Reverse Engineering is used:
· When systems are undocumented,
· In legacy system upgrades,
· For integration or compliance purposes.
It helps derive functional and technical understanding from an existing system so that it can be maintained, upgraded, or replaced effectively.
Q4. What is the difference between Brainstorming and Focus Groups?
1. Definition
· Brainstorming is an idea-generation technique where participants are encouraged to share as many ideas as possible, without judgment. It aims to solve a problem or explore possibilities.
· Focus Groups are guided discussions with a target group of users or stakeholders to gather opinions, perceptions, or feedback about a product, feature, or problem.

 2. Objective
	Brainstorming
	Focus Groups

	To generate ideas or solutions creatively
	To gather insights, feedback, and attitudes about a specific topic or product



 3. Participants
	Brainstorming
	Focus Groups

	Open group – may include BAs, SMEs, developers, business users
	Targeted participants – typically actual users or customer segments



 4. Facilitation Style
· Brainstorming: Informal, free flow of ideas, facilitator ensures no criticism during idea generation.
· Focus Groups: Moderated session with structured discussion questions and observation of participant responses.

 5. Output
	Brainstorming
	Focus Groups

	List of raw ideas, possible solutions or features
	User-centric insights, preferences, issues, and feedback



 6. When to Use
· Brainstorming:
· At the start of a project or requirement phase
· When solutions or approaches are unclear
· Focus Groups:
· When user opinions or preferences are needed
· To validate a feature, UI design, or prototype

Example Scenario
· Brainstorming: A BA conducts a session with cross-functional teams to list potential features for a new banking app.
· Focus Group: A group of customers is gathered to discuss how they feel about the user interface of an app prototype and what features they find most useful.

 Summary Table:
	Criteria
	Brainstorming
	Focus Groups

	Purpose
	Generate creative ideas
	Collect feedback and opinions from real users

	Participants
	Internal team (SMEs, developers, BAs)
	Selected users or stakeholders

	Structure
	Informal
	Structured and guided

	Output
	List of ideas or features
	User feedback, behavior, and preferences

	Use Case
	Early ideation phase
	Validation or usability analysis phase

	
	
	




🔹 2. Key Differences:
	Aspect
	Brainstorming
	Focus Groups

	Purpose
	To generate ideas or solutions
	To gather opinions and feedback

	Participants
	Team members, stakeholders, SMEs
	Targeted group of users or customers

	Structure
	Informal and creative
	Structured discussion with a moderator

	Outcome
	List of potential features, solutions, or ideas
	User insights, concerns, and preferences

	When Used
	Early in project for idea generation
	During design or validation to assess user satisfaction



🔹 Example:
· Brainstorming: A BA gathers developers and SMEs to brainstorm features for a new HR system.
· Focus Group: A BA organizes a session with 10 employees to get their feedback on the HR system's beta version UI.

Conclusion:
Brainstorming is used for internal idea generation, while focus groups are used for gathering external user perspectives. Both techniques are valuable but used at different stages of requirement gathering.
Q5. Observation Technique – Explain both Active and Passive approaches

Observation Technique is a requirement elicitation technique where the Business Analyst (BA) observes users as they perform their tasks in the actual environment. It helps the BA understand the real-world processes, user behaviors, and system interactions, especially when users are unaware of their own informal workarounds or undocumented steps.

🔹 Types of Observation Approaches:

1️⃣ Active Observation (also called Participative Observation)
· In this approach, the BA interacts with the user during the task.
· The BA asks questions, clarifies actions, and may participate in the activity.
· Helps gain deeper understanding of why certain actions are taken.
· Can sometimes interrupt the user’s natural flow but gives rich insights.
 Example:
A BA observes a cashier while processing a customer’s bill and asks:
“Why do you press this button twice?”
The cashier explains it's due to a system delay — a useful insight for improvement.

2️⃣ Passive Observation (also called Non-Participative Observation)
· The BA silently observes the user without interrupting.
· Focuses on understanding the actual workflow as it naturally occurs.
· No questioning during the process — minimizes influence on user behavior.
 Example:
The BA watches a bank teller perform account opening procedures, taking notes on steps followed and forms used, without asking any questions during the activity.

🔹 When to Use Observation Technique:
· When users cannot articulate their process clearly.
· When documentation is missing or outdated.
· To validate existing process flows.
· To uncover hidden or informal steps in a workflow.

 Summary:
	Aspect
	Active Observation
	Passive Observation

	Interaction
	BA asks questions during the task
	BA does not interrupt; silent observation

	Advantage
	Deeper insights, clarification possible
	Natural behavior, no influence from BA

	When to Use
	Complex or unclear processes
	Well-defined but undocumented processes



Both approaches help a BA gather accurate, real-world requirements, especially when stakeholders struggle to explain their tasks in formal terms.
Q6. How do you conduct the Requirements Workshop?

🔹 What is a Requirements Workshop?
A Requirements Workshop is a structured, facilitated session where Business Analysts (BAs) and stakeholders collaboratively gather, refine, and finalize requirements. It is interactive and promotes consensus among participants.

🔹 Steps to Conduct a Requirements Workshop:

Pre-Planning and Preparation
· Define the Objective:
Clearly state the goal (e.g., gather requirements for a new module).
· Identify Participants:
Include all relevant stakeholders – SMEs, end-users, project managers, developers, testers.
· Set Agenda and Schedule:
Share the workshop agenda in advance with timelines and discussion topics.
· Prepare Materials:
Bring required documents like BRDs, process maps, templates, wireframes, whiteboards, etc.

 Conducting the Workshop
· Facilitate Discussion:
Use elicitation techniques like brainstorming, use case discussions, or data flow analysis.
· Encourage Participation:
Ensure everyone shares their views; avoid dominance by a single person.
· Document Requirements in Real-Time:
Use requirement templates or shared screens for transparency.
· Clarify and Resolve Conflicts:
Address any disagreements and ensure all points are understood.

 Post-Workshop Activities
· Consolidate Notes:
Organize captured requirements into SRS, BRD, or user stories.
· Review with Participants:
Send a summary for validation and feedback.
· Follow-Up:
Schedule additional sessions if needed for unresolved or deeper topics.

🔹 Best Practices:
· Keep the session focused and time-boxed.
· Use visual aids (flowcharts, mockups) to aid understanding.
· Assign a note-taker or recorder to document details.

 Summary:
Conducting a Requirements Workshop involves:
· Preparation and planning
· Structured facilitation of discussion
· Collaborative documentation
· Post-session validation
It is an effective technique for ensuring stakeholder alignment, accurate requirement capture, and early issue identification.
Q7. In which context can Interview Technique be conducted by a BA? What approaches are there (Structured/Unstructured)? Explain them. Also explain the difference between Open-Ended and Closed-Ended Questions.

🔹 1. Context in which Interview Technique is Used:
Business Analysts conduct interviews when:
· In-depth understanding of user needs, problems, or expectations is required.
· Key stakeholders or SMEs are not available for group meetings like workshops.
· Information is sensitive or confidential, and individual interviews are more suitable.
· Initial stages of a project where exploratory discussions are needed.
Example: Interviewing a senior finance manager to understand internal approval workflows.

🔹 2. Approaches to Conduct Interviews:

 A. Structured Interviews
· Pre-defined set of specific questions.
· Same questions are asked to each participant.
· Best for fact-finding and quantitative data.
Example:
Asking each department head to answer 10 predefined questions about their system usage.

B. Unstructured Interviews
· Informal and flexible; guided by conversation.
· Allows deep exploration of opinions, ideas, and concerns.
· Best for understanding complex scenarios or emotional perspectives.
Example:
Open discussion with customer support staff to understand their pain points with the current CRM.

 C. Semi-Structured Interviews (Hybrid)
· Mix of structured and unstructured questions.
· Most commonly used approach in BA practice.

🔹 3. Open-Ended vs Closed-Ended Questions:
	Type
	Open-Ended Questions
	Closed-Ended Questions

	Purpose
	Explore thoughts, reasons, or feelings
	Get specific, factual answers

	Response Style
	Descriptive or explanatory
	Yes/No, numbers, or short facts

	Example
	“What challenges do you face in generating monthly reports?”
	“Do you generate monthly reports manually?”

	When to Use
	During discovery or analysis
	During validation or clarification



🔹 Summary Table:
	Aspect
	Structured
	Unstructured

	Format
	Predefined questions
	Free-flow conversation

	Flexibility
	Low
	High

	Best Used When
	Facts are known
	Exploring unknowns



Conclusion:
Interviewing is a powerful elicitation technique for one-on-one information gathering.
The structured approach is precise, while the unstructured approach is flexible.
Using the right mix of open and closed-ended questions allows BAs to capture both qualitative and quantitative insights effectively.
Q8. Questionnaire Technique – Where is it used? Give one example.

🔹 What is the Questionnaire Technique?
The Questionnaire Technique is a requirement elicitation method where a set of pre-defined questions is sent to stakeholders to collect information, opinions, or feedback. It can include open-ended, closed-ended, multiple-choice, or rating scale questions.

🔹 Where is it Used?
The questionnaire technique is ideal when:
1. Large Number of Stakeholders
· Collecting data from many users efficiently, especially in distributed teams or across locations.
2. Limited Stakeholder Availability
· Stakeholders are not available for interviews or workshops, but can respond asynchronously.
3. Need for Quantitative Data
· To analyze patterns, preferences, or satisfaction levels across a broad audience.
4. Early Requirement Gathering
· During feasibility or initial analysis phase to understand common user expectations or system usage.
5. Validation of Requirements
· Post workshops or discussions to verify gathered requirements with a larger audience.

🔹 Example Scenario:
A company plans to upgrade its Employee Self-Service Portal.
The Business Analyst creates a questionnaire for all employees to understand:
· What features they currently use?
· What challenges they face?
· What new features they expect?
Sample Questions:
· "How often do you log in to the portal? (Daily / Weekly / Monthly)"
· "What feature do you use most?"
· "Rate your satisfaction with the leave application process (1 to 5)"
· "What improvements would you suggest?"
The responses are analyzed to prioritize features and identify improvement areas.

🔹 Advantages of Using Questionnaire Technique:
	Benefit
	Description

	Efficient
	Covers large stakeholder base quickly

	Cost-effective
	Requires minimal resources compared to interviews/workshops

	Quantifiable
	Easy to analyze using charts or statistics

	Anonymity Encouraged
	Encourages honest and unbiased feedback



 Summary:
The Questionnaire Technique is used when broad input is needed from many stakeholders, especially when time and access are limited. It is a fast, structured way to gather standardized data, aiding in requirement discovery, prioritization, and validation.
9. How to Sort the Requirements – Where do we use it? Give one example.

🔹 What is Requirement Sorting?
Sorting requirements refers to the process of organizing, grouping, and categorizing requirements to improve clarity, traceability, and implementation planning. It ensures that requirements are easily understandable and manageable during the SDLC.

🔹 How to Sort Requirements:
Business Analysts can sort requirements based on:
	Criterion
	Description

	Functionality
	Grouping by modules/features (e.g., login, payments, dashboard)

	Priority
	High, Medium, Low — based on business value and urgency

	Stakeholder Type
	Sorting based on stakeholder who raised the requirement

	Requirement Type
	Functional, Non-Functional, UI, Technical

	MoSCoW Method
	Must Have, Should Have, Could Have, Won’t Have



🔹 Where is Sorting Used?
· During requirement documentation (e.g., BRD or SRS).
· In Agile for sprint planning and backlog refinement.
· While creating traceability matrices.
· To identify scope, define release planning, and assign resources.

🔹 Example Scenario:
A BA is gathering requirements for a mobile banking app.
After gathering 30+ requirements, the BA sorts them into categories:
	Module
	Sorted Requirements

	Login Module
	User login, Forgot password, Biometric login

	Payments Module
	Fund transfer, Bill payments, View transaction history

	Security Requirements
	OTP authentication, Session timeout


Then applies MoSCoW sorting within each module:
· Must Have: Fund Transfer
· Should Have: Biometric Login
· Could Have: Dark Mode Theme

🔹 Benefits of Sorting Requirements:
· Improves clarity and navigation in large requirement sets.
· Helps in prioritization and planning.
· Makes the review and validation process easier for stakeholders.

 Summary:
Sorting requirements is essential for organizing large volumes of information into logical groups or categories.
It is commonly used during requirement documentation, analysis, sprint planning, and release management to ensure clarity, alignment, and execution efficiency.
Q10. Prioritize the Requirements – Where do we use it? Give one example.

🔹 What is Requirement Prioritization?
Requirement prioritization is the process of ranking or ordering requirements based on business value, urgency, feasibility, risk, and stakeholder needs.
It helps teams decide what to build first, especially when resources, time, or budget are limited.

🔹 Where Do We Use Requirement Prioritization?
1. Agile Projects (Backlog Grooming):
· To determine the sequence of user stories or features in sprints.
2. Waterfall Projects:
· To define scope for the first release or phased implementation.
3. During Conflict Resolution:
· To negotiate between multiple stakeholders when demands exceed capacity.
4. Product Roadmap Planning:
· To align development with strategic business goals.
5. Change Management:
· To assess whether a newly requested change should be implemented immediately or deferred.

🔹 Techniques Used to Prioritize Requirements:
	Method
	Description

	MoSCoW
	Must Have, Should Have, Could Have, Won’t Have

	100-Point Method
	Stakeholders assign 100 points across all requirements

	Kano Model
	Categorizes features into Basic, Performance, and Delighter

	Risk-Value Matrix
	Plots requirements based on business value vs implementation risk



🔹 Example Scenario:
A BA gathers requirements for an online shopping portal and needs to prioritize features for the first release.
	Requirement
	Priority (MoSCoW)
	Reason

	User Registration/Login
	Must Have
	Critical for access

	Add to Cart / Checkout
	Must Have
	Core e-commerce function

	Product Reviews and Ratings
	Should Have
	Useful but not critical initially

	Wishlist Feature
	Could Have
	Enhances experience, not urgent

	AI-based Recommendations
	Won’t Have (Phase 2)
	Complex and can be deferred



🔹 Benefits of Prioritization:
· Ensures high-value features are delivered first.
· Helps in time and budget planning.
· Improves stakeholder satisfaction by aligning delivery with expectations.

Summary:
Requirement prioritization is crucial for decision-making, planning, and stakeholder alignment.
It is used across Agile and Waterfall projects to manage scope and deliver maximum business value within constraints.
Q11. Weekly Status Reporting – How do we drive it?

🔹 What is Weekly Status Reporting?
Weekly Status Reporting is a regular communication tool used by Business Analysts (BAs) and project teams to track, document, and share progress, issues, and upcoming tasks in a project. It ensures transparency, accountability, and early identification of risks or delays.

🔹 How to Drive Weekly Status Reporting – Step by Step:

Define a Standard Template
Include key sections like:
· Project name and reporting period
· Completed tasks
· Pending tasks
· Issues/Risks
· Planned tasks for next week
· Dependencies/blockers
· Overall project health/status (Green/Amber/Red)

Gather Inputs from Team Members
· Connect with development, QA, design, and other stakeholders.
· Collect updates through meetings or collaboration tools (Jira, Trello, MS Teams, etc.)

Update the Report
· Document task progress, status changes, and blockers.
· Include % completion for each major module or deliverable.

 Conduct a Weekly Review Meeting
· Share the report with stakeholders.
· Present key highlights, delays, escalations, or achievements.
· Use the session for decision-making, risk mitigation, and clarifications.

 Share and Archive the Report
· Send the report via email or upload it to the project management tool.
· Maintain a record for audit, retrospectives, or client reporting.

🔹 Best Practices:
· Use visuals (charts or traffic lights) to make reports easier to read.
· Highlight critical issues early to avoid project delays.
· Keep it concise, action-oriented, and consistent in format.

🔹 Example Report Snapshot:
	Section
	Details

	Completed Tasks
	Finalized UI mockups, Approved SRS

	In Progress
	Development of Login module (70% complete)

	Issues/Risks
	Delay in API delivery from vendor

	Next Week Plan
	Start SIT testing, finalize user training documents

	Status
	 (Amber – minor delay, manageable)



 Summary:
Weekly Status Reporting is a critical communication activity to:
· Track progress and risks
· Align team members and stakeholders
· Support early decision-making
The BA plays a key role in coordinating updates, preparing reports, and facilitating review meetings to ensure project transparency and control.
Q12. Meeting Minutes Document – Prepare one Sample

What is a Meeting Minutes Document?
Meeting Minutes are a written record of everything that was discussed, decided, and assigned during a meeting. It is a crucial document for tracking decisions, responsibilities, deadlines, and action items in a project.

Why It’s Important:
· Acts as official documentation of agreements and discussions.
· Helps stakeholders who were absent stay informed.
· Serves as a reference for future follow-ups and audits.
· Ensures accountability for assigned tasks.

Sample Meeting Minutes Document

MEETING MINUTES(MOM)
	Meeting Title
	Requirements Gathering Meeting – Employee Loan Management System

	Date
	01-August-2024

	Time
	11:00 AM – 12:30 PM

	Venue
	Conference Room B / Microsoft Teams

	Facilitator
	Business Analyst – Priya Nair

	Attendees
	HR Head – Mr. Arun, Accounts Lead – Ms. Rekha, Developer – John, QA – Meena



Agenda:
1. Review existing employee loan process
2. Identify mandatory fields in the loan application
3. Discuss loan approval workflow
4. Understand system notification requirements

Discussion Summary:
· HR shared current manual steps involved in loan request and approval.
· Accounts team explained salary deduction process and reporting needs.
· Developer asked for clarification on loan repayment schedule logic.
· QA suggested creating test data scenarios for edge cases.

Decisions Made:
· Loan application form will include fields for amount, tenure, and loan purpose.
· HR will receive auto-notification upon new loan application submission.
· Loan terms will be displayed for employee confirmation before final approval.

Action Items:
	Task
	Owner
	Due Date

	Share existing HR policy document
	Mr. Arun (HR)
	03-Aug-2024

	Create draft wireframe for loan form
	John (Developer)
	05-Aug-2024

	Document loan workflow
	Priya (BA)
	04-Aug-2024



Next Meeting:
Scheduled for 06-Aug-2024 to review wireframes and finalize workflow.
Q13. Change Tracker – Document – Prepare one Sample

What is a Change Tracker Document?
A Change Tracker is a structured document used by Business Analysts and Project Teams to track all the changes made to requirements, scope, features, or documentation during the project lifecycle. It ensures transparency, traceability, and alignment between stakeholders.

Why It’s Important:
· Helps in managing scope and avoiding scope creep.
· Ensures all changes are reviewed, approved, and documented properly.
· Provides a history log of what changed, when, why, and by whom.
· Facilitates impact analysis before implementing changes.
Sample Change Tracker Document

CHANGE TRACKER – Employee Loan Management System
	Change ID
	Date
	Requested By
	Change Description
	Reason for Change
	Impact Area
	Status
	Approved By

	CHG-001
	02-Aug-2024
	HR Department
	Add “Loan Purpose” field in the loan application form
	To capture the reason for internal record-keeping
	UI, Database, HR Report
	Approved
	BA + Project Mgr

	CHG-002
	04-Aug-2024
	Accounts Team
	Generate monthly report of active loan deductions
	For financial reconciliation
	Reporting Module, Salary Process
	Pending Review
	—

	CHG-003
	06-Aug-2024
	Developer
	Modify validation for loan tenure (max 48 months)
	Business rule not implemented correctly
	Validation Logic, UI
	Implemented
	BA



Key Elements in a Change Tracker:
· Change ID – Unique identifier for each change.
· Date – When the change was raised.
· Requested By – Person or department requesting the change.
· Change Description – Summary of what the change involves.
· Reason for Change – Business justification or issue prompting the change.
· Impact Area – Modules or processes affected.
· Status – (e.g., Pending, Approved, Rejected, Implemented).
· Approved By – Authority who validated and accepted the change.
Q14. Difference between Traditional Development Model and Agile Development Models

1. Traditional Development Model (Waterfall)
The Traditional Model, also known as the Waterfall Model, is a linear and sequential approach to software development. It consists of distinct phases such as Requirement Gathering → Design → Development → Testing → Deployment → Maintenance, and each phase must be completed before the next begins.

2. Agile Development Model
The Agile Model is an iterative and incremental approach, where the software is developed in small parts called iterations (or sprints). Requirements and solutions evolve through collaboration between cross-functional teams and stakeholders.

Key Differences Between Traditional and Agile Models:
	Aspect
	Traditional Model
	Agile Model

	Development Style
	Sequential, phase-wise
	Iterative and incremental

	Flexibility to Changes
	Rigid – changes are difficult after planning phase
	Highly flexible – welcomes changes even late in process

	Requirements Gathering
	Done once at the beginning
	Continuous throughout the project

	Delivery
	Delivered at the end of the project
	Delivered in small functional increments (sprints)

	Customer Involvement
	Limited to initial and final stages
	Involved throughout via demos, feedback, and reviews

	Testing
	Done after development is complete
	Done during each iteration (continuous testing)

	Risk Management
	Risks discovered late in project
	Risks identified and addressed early and often

	Documentation
	Heavy documentation
	Just enough documentation – focus on working software

	Team Structure
	Siloed (separate roles)
	Cross-functional, self-organizing teams

	Time and Cost Estimate
	Fixed scope, time, and cost
	Scope is flexible; time and cost can vary



 Example Scenario:
For the Employee Loan Management System at TTS Company:
· Traditional Approach: All requirements are collected up front, and the complete system is delivered after 3–4 months. Any mid-way changes would require formal change requests.
· Agile Approach: Core features like Loan Application and Approval Workflow are developed in early sprints. Based on user feedback, future sprints add features like Reporting, Notifications, and Salary Deduction Integration.

 Conclusion:
· Traditional Model works best when requirements are stable and clearly defined from the start (e.g., government or infrastructure projects).
· Agile Model is preferred in dynamic environments where requirements evolve over time (e.g., product development, startups, innovation-based solutions).
Q15. Explain Brainstorming Technique – Where to use?

 What is Brainstorming?
Brainstorming is a group creativity technique used to generate a large number of ideas or solutions for a specific problem, objective, or requirement in a short span of time. It promotes free thinking and encourages participants to contribute without fear of judgment.
It is commonly used by Business Analysts during the elicitation phase to collect innovative ideas, identify risks, explore opportunities, or find solutions to business problems.

Features of Brainstorming:
· Conducted in a group setting.
· Led by a facilitator (often the Business Analyst).
· Focus is on quantity over quality initially.
· Ideas are not criticized or rejected during the session.
· Encourages diverse viewpoints and out-of-the-box thinking.

 Steps to Conduct a Brainstorming Session:
1. Define the Problem/Topic Clearly – Ensure everyone understands the objective.
2. Set Ground Rules – No judgments; all ideas are welcome.
3. Encourage Participation – Everyone should feel free to speak.
4. Record All Ideas – Use sticky notes, whiteboards, or online tools.
5. Group and Evaluate Ideas Later – Once idea generation ends, categorize and assess.

 Where to Use Brainstorming Technique:
Brainstorming is particularly useful in the following situations:
1. Requirement Elicitation:
· When you need to gather diverse ideas for features, enhancements, or improvements.
· Example: Generating features for the new Employee Loan Management System.
2. Problem Solving:
· To identify root causes or solutions for operational issues.
· Example: Addressing delays in loan approval process.
3. Risk Identification:
· In early stages of a project, to list potential risks and mitigation strategies.
4. Process Improvement:
· When redesigning workflows or automating manual processes.

 Example in Context:
In the TTS Company project, the BA could conduct a brainstorming session with HR, Finance, and IT teams to generate ideas for:
· Reducing loan processing time,
· Automating approval flows,
· Designing a user-friendly employee interface.

 Benefits of Brainstorming:
· Quick and efficient idea generation.
· Boosts team collaboration and engagement.
· Encourages innovation and creative problem-solving.
Q16. What reports Accounts Department will generate? (Minimum 5 Reports)
Marks: 10

 Context:
The Accounts Department in the TTS Company’s Employee Loan Management System plays a critical role in tracking approved loans, ensuring accurate repayment schedules, and managing deductions from salaries. To perform these functions efficiently, the department needs structured and automated reporting mechanisms.

Minimum 5 Key Reports Generated by Accounts Department:

1. Loan Deduction Report (Monthly Salary Deductions)
Purpose: Displays the total EMI (Equated Monthly Installment) amounts deducted from each employee’s salary.
Content:
· Employee ID and Name
· Loan ID
· EMI Amount
· Deduction Month
· Balance Remaining

2. Approved Loan Summary Report
Purpose: Provides a consolidated list of all loans that have been approved.
Content:
· Employee ID
· Loan ID
· Loan Amount
· Tenure
· Interest Rate
· EMI
· Start and End Date of repayment

3. Loan Repayment Status Report
Purpose: Tracks the status of repayments for each loan to identify completed, ongoing, or defaulted loans.
Content:
· Loan ID
· Amount Paid
· Amount Due
· Repayment Progress (%)
· Status (On-Track, Overdue, Completed)

4. Rejected Loan Applications Report
Purpose: Lists all loan applications rejected by HR or Accounts with reasons.
Content:
· Employee Name/ID
· Date of Application
· Requested Amount
· Rejection Reason
· Approver Name

5. Loan Disbursement Report
Purpose: Tracks all approved loans that have been disbursed to employee bank accounts.
Content:
· Loan ID
· Employee Details
· Disbursed Amount
· Disbursement Date
· Disbursed By (Finance Officer)

Optional Additional Reports (can be added for extended coverage):
· Loan Type Wise Summary Report (e.g., education, personal, medical loans)
· Department-wise Loan Analysis
· Pending Loan Applications Report
· Audit Trail Report – For compliance tracking

 Benefits of These Reports:
· Ensure financial transparency and compliance.
· Help in budget forecasting for internal loan disbursal.
· Aid in risk management by identifying defaults early.
· Support management decisions on fund allocations and policy revisions.
· What is the structure of the message/mail communicated from the HR department to the employee in case the Loan is rejected?
· Marks: 5
· 
· ✅ Purpose of the Message:
· To inform the employee respectfully and clearly that their loan application has been rejected, along with the reason for rejection and next steps, if any. It ensures professionalism, transparency, and employee trust.
· 
· ✅ Standard Structure of the Loan Rejection Mail:
· 
· Subject: Update on Your Loan Application – [Loan ID / Date]
· Dear [Employee Name],
· Thank you for submitting your loan application dated [Date of Application] under the Employee Loan Management System.
· After a thorough review by the HR and Accounts departments, we regret to inform you that your loan application has been rejected due to the following reason(s):
· Reason for Rejection:
Example: Insufficient eligibility based on salary criteria / Incomplete documentation / Existing active loan exceeding the allowed limit.
· We understand this may be disappointing, and we encourage you to review your eligibility and resubmit your application after addressing the above concerns, if applicable.
· If you require any assistance or clarification regarding your application, please feel free to reach out to the HR team at [HR contact details].
· We appreciate your understanding.
· Best regards,
[HR Representative Name]
HR Department
TTS Company
· 
· ✅ Key Components of the Message:
	Component
	Purpose

	Subject Line
	Clear indication of the loan decision

	Greeting
	Personalized (Dear [Name])

	Context
	Reference to the application

	Decision
	Clearly state the rejection

	Reason
	Transparent and specific explanation

	Guidance
	Option to reapply or seek help

	Contact Information
	For further queries

	Closing and Signature
	Professional and empathetic


Q18. What is the structure of the message/mail communicated from the HR department to the employee in case the Loan is approved?
Marks: 5

✅ Purpose of the Message:
To officially inform the employee that their loan application has been approved, and to share important details such as loan amount, repayment terms, EMI schedule, and next steps (like accepting terms and conditions).

✅ Standard Structure of the Loan Approval Mail:

Subject: Approval of Your Loan Application – [Loan ID / Date]
Dear [Employee Name],
We are pleased to inform you that your loan application dated [Date of Application] has been approved under the Employee Loan Management System.
Below are the details of your approved loan:
Loan Details:
· Loan ID: [Generated Loan ID]
· Loan Amount: ₹[Approved Amount]
· Tenure: [Number of Months]
· Interest Rate: [Rate %] per annum
· Monthly EMI: ₹[EMI Amount]
· Repayment Start Date: [Start Date]
· End Date: [End Date]
· Repayment Method: Automatic deduction from monthly salary
Terms & Conditions:
Please review the attached loan agreement, which includes:
· Repayment terms
· Penalty clauses (if any)
· Early repayment options
To proceed, kindly acknowledge and accept the terms by clicking [link or form] or replying to this email by [Date].
If you have any questions, feel free to contact the HR department at [contact details].
We appreciate your cooperation and wish you all the best.
Best regards,
[HR Representative Name]
HR Department
TTS Company

✅ Key Components of the Mail:
	Component
	Purpose

	Subject Line
	Clearly states loan approval

	Greeting
	Personalized for professionalism

	Confirmation Statement
	Declares that the loan has been approved

	Loan Details
	Full breakdown of the loan terms

	Terms and Conditions
	Inform the employee of their obligations

	Action Required
	Instructs how to proceed (e.g., acknowledge agreement)

	Contact Information
	In case of queries

	Closing and Signature
	Professional closing


Q19. Design a sample report on the Loan Applications Received by the Accounts Department
Marks: 8

Purpose of the Report:
This report helps the Accounts Department track all loan applications received from employees for verification, processing, and repayment planning. It includes key data needed for financial planning, risk analysis, and interdepartmental coordination with HR.

Sample Report: Loan Applications Received by Accounts Department

 Report Title: Loan Applications Received – Employee Loan Management System
Generated On: 20-August-2024
Generated By: Accounts Department – TTS Company

	S. No.
	Employee ID
	Employee Name
	Department
	Loan Amount (₹)
	Tenure (Months)
	Status
	Received Date
	HR Review Status
	Remarks

	1
	EMP1001
	Anjali Mehta
	HR
	1,00,000
	24
	Under Review
	12-Aug-2024
	Approved
	Sent to Accounts for Validation

	2
	EMP1023
	Rahul Sharma
	IT
	75,000
	12
	Approved
	13-Aug-2024
	Approved
	Disbursement Scheduled

	3
	EMP1050
	Neha Reddy
	Marketing
	1,50,000
	36
	Rejected
	14-Aug-2024
	Rejected
	Not eligible (existing loan)

	4
	EMP1087
	Vikram Desai
	Finance
	2,00,000
	48
	Under Review
	15-Aug-2024
	Pending
	Awaiting HR review

	5
	EMP1034
	Priya Kulkarni
	Operations
	50,000
	6
	Approved
	16-Aug-2024
	Approved
	EMI starts next month



Report Elements Explained:
	Column
	Purpose

	Employee Details
	Identify who applied for the loan

	Loan Amount & Tenure
	Understand the loan exposure and repayment period

	Status
	Indicates current stage (e.g., Under Review, Approved, Rejected)

	Received Date
	Tracks when the application entered the accounts process

	HR Review Status
	Confirms if the loan passed initial eligibility screening

	Remarks
	Any follow-up notes or decisions for transparency



 Benefits of This Report:
· Ensures visibility across applications in process.
· Assists in financial forecasting and cash flow planning.
· Helps in identifying bottlenecks or delays in loan processing.
· Ensures alignment between HR and Accounts Departments.
20. Which Reporting Tools we will use for generating reports?

 Overview:
Reporting tools are essential in projects like the Employee Loan Management System to visualize, analyze, and share meaningful insights from data. The Accounts and HR departments need reporting tools that support real-time, interactive, and scheduled reporting with data security.

 Common Reporting Tools Used in Projects:
1. Microsoft Power BI
· Type: Business Intelligence & Data Visualization Tool
· Use: Create interactive dashboards and real-time loan reports
· Why?: User-friendly, integrates well with Excel and databases
2. Tableau
· Type: Data Visualization Tool
· Use: Visualize trends in loan disbursement, EMI deductions, and department-wise analysis
· Why?: Powerful for advanced data exploration and executive dashboards
3. MS Excel
· Type: Spreadsheet Tool
· Use: Manual reporting and quick summaries (especially in small-scale projects)
· Why?: Easy to use, available in all organizations, flexible formatting
4. Crystal Reports (SAP)
· Type: Enterprise Report Generation Tool
· Use: Generate detailed tabular reports for audit, compliance, and financial summaries
· Why?: Ideal for structured and formatted output directly from databases
5. JIRA (with plugins like eazyBI)
· Type: Project Management + Reporting
· Use: Track change requests, requirement status, and team performance reports
· Why?: Popular in Agile environments for backlog and sprint reporting

 Tool Selection Criteria:
When choosing a reporting tool, consider:
· Integration with existing systems (e.g., HRMS, Finance DB)
· Ease of use for non-technical users
· Real-time vs. scheduled reporting
· Licensing and cost

✅ Example for TTS Company:
For the Employee Loan Management System, Power BI or Tableau could be used to:
· Show approved vs. rejected loans
· Display department-wise loan usage
· Track repayment trends monthly
· Monitor overdue or defaulted repayments
Excel can be used for internal ad hoc reports and quick analysis by HR and Accounts teams.

