[bookmark: _GoBack]Question 1: Difference between Brainstorming and JAD Sessions
Answer 1:
· Brain storming technique contain group of stake holders to give deep thought about particular topic. This technique basically useful in developing new ideas.
· JAD - Jad is conducted by bringing stake holder and developer together at same place. JAD provide high accurate level of requirement. Though JAD are conducted for different types purpose in SDLC JAD is mostly conducted in two ways-One is as eliciting technique and second is to clarify development teams doubts.
· Brainstorming -Group discussion among stakeholders to collect ideas to include the relevant requirements.
· JAD session: the session conduct among selected stakeholders to get more refined requirements- Business client and system developer
· Brainstorming- This can be done either individually or in groups. The ideas collected can then be reviewed/analysed and where relevant included within the system requirements.
· JAD technique is and extended, facilitated workshop. It involves collaboration between stakeholders and systems analysts to identify needs or requirements in a concentrated and focused effort.
· Brain storming techniques last for about 2-3 hours
· JAD session last for about 2-3 days.

Question 2: Why Document Analysis is one of the compulsory technique we use in a Project
Answer 2:
Document analysis is a crucial and compulsory elicitation technique used in project management and requirements gathering process. Documentation of the system could provide lot of information which may include interface details, user manuals and software vendor manual. It would be easy to transfer lot of information to a new system requirement document.
Document analysis is and important gathering technique. Evaluating the documentation of a present system can assist when making AS-IS process documents and also when driving the gap analysis for scoping of the migration projects.
Here are two most important reasons why document analysis is considered compulsory technique:
1. Understanding existing documentation
2. Establishing baseline and reference

Question 3: In Which Context we will use Reverse Engineering?
Answer 3:
When you are trying to analyze the existing system and to understand the future system, when we are trying to understand our competitor same product to come up with better product then of theirs, we basically use reverse engineering.
Reverse engineering is a process that is designed to extract enough data from a product and then to be able to reproduce that product. It may involve moving to creating a product from scratch or from pre-developed components. It can be applied to any product to determine how the components are put together and how it works.
It is commonly used in various context to understand and analyse existing system, products or technologies. Here are two common reasons where reverse engineering is used:

1. Software development and maintenance: 
· Understanding legacy system
· Interoperability and integration

2. Product analysis and competitor research: 
· Competitor analysis 
· Intellectual property protection


Question 4: Difference between Brainstorming and Focus Groups?
Answer 4: 

	Aspects
	Brainstorming
	Focus group

	Purpose
	General ideas
	Improve existing ideas

	Core job
	Need to solve problem
	Need to study an existing idea solution or process

	Condition
	Problem exist
	Idea, solution or process exist

	Number of participants
	6-8
	6-12

	Type of participants
	Heterogeneous
	Can be homogenous or heterogeneous

	Knowledge of topic to be discussed
	Not necessary
	In depth knowledge of the topic as the are focused group

	Type of question to be asked
	Progressive closed ended to generate and build on ideas
	Can be open-ended to generate qualitative data or closed ended to generate quantitative data

	Final output
	List if ideas combined to form themes
	Report of fining could be-
· Bullet list of information learned
· Comparative analysis between summary of submitted data
· Summary of response collection for each question





Question 5: Observation Technique 
Answer 5:
Business analysts use observation techniques to gather information by watching and understanding workplace activities. 
It is used to identify needs and opportunities, understand business processes, create performance standards, assess solution performance, and facilitate training and development.
Observation of activities or job shadowing, is the act of studying a work activity as it is being performed. It can be performed in either the user’s work environment or in a recreated test environment.
The two approaches for observation are: 
· Active/Noticeable- In active observation, the observer actively engages with the participants or the environment being observed, while observing an activity the observer can ask any questions as they occur. Despite this interruption to the workflow, the observer can quickly understand the reasoning and any undocumented processes within the activity.
· Passive/Unnoticeable- In passive observation. The observer takes a more non-intrusive and hands-off approach, they simply observe and record the behaviour, activities or events without directly interacting with the participants or influencing the observed context.

Question 6: How do you conduct the Requirements Workshop
Answer 6:
This is a structured meeting with the specific goal of capturing requirements, is it used to define, prioritize and hopefully finalize requirements for the new initiative that you’re working on. Requirements workshops typically last between one and a few days, they should also be a highly focused event that is let by a seasoned facilitator. Some benefits and disadvantages of the requirements workshop are identified in the table:
	Benefits
	Disadvantages

	· Get to a set of meaningful stated re-equipment’s in a short, intensive session. Having the right stakeholders involved that will allow for a much easier buy-in.
	· There can be a lot of time coordination and finances required.


	· Requirements are considered, discussed, and understood before going to final approvals
	· Getting the right resource in the same room, at the same time with the proper authority to speak on the subject matter.

	
	· You may have to run several workshops



Question 7: 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
Answer 7: 
A BA may conduct interview technique to verify the facts, clarify ambiguity, trigger enthusiasm, engage end users, identify requirements, and the opinions and ideas. It is used to get more information from the people in a formal or informal setting by asking questions and documenting the responses.
It involves direct communication with the individuals or a group of people who are part of an initiative. 
There are two basic types of interviews:-
· Structures Interview- In a structured interview, the interview follows a predetermined set of questions in a standardized manner.
· Unstructured Interview- In a contrast, an unstructured interview is more flexible and open-ended. It allows the interviewer to explore topics in depth and follow the participant’s responses to uncover new insights
Open Ended and Close Ended questions
	Differences
	Open Ended Questions
	Close Ended Questions

	Format
	It requires explanation or narrative
	These are pre-set questions offers predefined responses (yes/no mode of question)

	Response type
	· Descriptive response
· Participants have freedom to provide
	· Only YES and NO options
· Participants choose from given responses

	Information
	Here in open ended the information provided is qualitative 
	Here they provide quantitative information



Question 8: Questionnaire Technique – Where we will use? Give one example
Answer 8:
The questionnaire techniques is commonly used in research and data collection to gather information from a large number of participants in a structured manner. It involves a series of questions presented to respondents, who provide their answer based on the given options by providing their own responses. The questionnaire may or may not be delivered in the form of survey, but a survey is always a consists of questionnaire.
A survey or questionnaire is used to elicit business analysis information including information about the customers, products, work practice, and attitudes from a group of people in a structure’s way and in relatively short period of time.
Surveys are the preferred elicitation technique when faced with a large number of stakeholders or when stakeholders are geographically dispersed and you need to gather the same information from them.
Examples-
I.  How many tomes have you visited Amazon in the past month?
a) None
b) Once
c) More than once

II. What is the primary reason for your visit to Amazon?
a) To make a purchase
b) To find more information before making purchase in store
c) To contact customer care

III. Who did you purchase these items for?
a) Self
b) Family member
c) Friend
d) For a business
e) Other

Question 9: How to Sort the Requirements – Where we will use? Give one example
Answer 9:
When all the requirements are gathered there are chances of redundancy in those requirements so basically all the scattered requirements are put together and the repetition of requirements are removed which is known as sorting of requirements.
Sorting the requirements is categorizing the requirement. So basically, we are organizing the requirements based on their importance, relevance, and feasibility.
This help in identifying the most critical and high-priority requirements for the development or implementation of a product or system.
We will sort the requirements in two ways such as functional and non- functional requirements:
· Functional requirements-
Example- they have to authenticate business rules, audits tracking, certification requirements and authentication business rule, audit tracking, certification requirements, transition correction, etc.
· Non-functional requirements-
Example- usability, reliability, security, storage, cost, flexibility. Configuration, performance, legal or regulatory requirements.

Question 10: Prioritize the Requirements and Where we will use? Give one example
Answer 10:
Prioritization is giving the importance to the requirements based on their urgency
Prioritization is an essential step in the requirement engineering process, where the identified requirements are ranked or ordered based on their relative importance or urgency.
This help in guiding the development team’s efforts, resource allocation, and decision-making during the product or system development.
Large software systems have a few hundred to thousands of requirements. Neither are all requirements equal nor do the implementation team have resources to implement all the documented requirements. There are several constraints such as limited resources, budgetary constraints, time crunch, feasibility, etc., which brings in the need to prioritize requirements.
Let’s take a scenario where we have 8 requirements X, Y, Z, P, Q, R, M, O and N with priorities, on a 5-level scale where 1 is most critical and 5 least critical, as 1,2,1,4,5,1,2,2,3. So, with these priorities it would be logical to begin with requirements X, Z and R.
More to it prioritizing requirements is used in project management, particularly in agile methodologies like Scrum- product backlog in user stories.
Also used in waterfall methodology through Moscow technique 


Question 11: Weekly status reporting and How we will drive? 
Answer 11:
A weekly status report, also known as a weekly check-in, is a communication tool that project managers use to keep tabs on their employees work experiences. While a team lead can do a weekly status report in person, it’s easier to do it online.
A weekly status report is a complete overview of your week at work, covering projects which are completed, ones that are still in progress and upcoming plans for the future.
To effectively drive weekly status reporting, follow these steps:
· Define Reporting Requirements
· Set reporting frequency and deadline
· Standardize reporting format
· Communicate expectation
· Provide guidance and support
· Remind and consolidate reports
· Share and discuss the reports 
· Act on the findings

It is nothing but how do we give the status weekly status to the concerned stakeholders, which is important activity.

[image: weekly status report template ppt Archives - kridha.net]

Question 12: Meeting Minutes Document 
Answer 12: 
Minutes is to create an official record of the actions taken at a meeting. Minutes serve to both memorialize the actions taken for those attending the meeting as well as for those who were unable to attend the meeting.
MOM are notes that are recorded during a meeting, they highlight the key issues that are discussed, motions proposed or voted on, and activities to be undertaken.
Sample MOM[image: free meeting minutes template for Word]
Question 13: Change Tracker – Document 
Answer 13:
The role of a Ba in change request is very important as the change requests differ in number and complexity across business projects and may come in before, during or after implementation of a solution.
Steps to follow:
· Understand the reason for the change
· Understand the impact of the change
· Understand the effort required to implement the change
· Ensure that the change request follows the predetermined approval process.

	Change tracker document

	Version: 
	
	 

	Date:
	
	 

	Change details

	Change request number
	
	 

	Requested by
	
	 

	Date Requested
	
	 

	Change description
	 
	 

	Change assessment

	Impact analysis
	
	 

	Risk analysis
	
	 

	Feasibility analysis
	
	 

	Effort Estimate
	
	 

	Approval status
	
	 

	Approval Date
	 
	 

	Implementation Details

	Developer
	
	 

	Start date
	
	End Date

	Test coverage
	
	Test result

	Development plan
	 
	 

	Documentation update

	Documented affected
	
	 

	Update description
	
	 

	Update date
	
	 

	Updated By
	 
	 

	Approvals

	Approver1
	
	Approver2

	 
	
	 

	Approver3
	 
	Approver4



Question 14: Difference between Traditional Development Model and Agile Development Models
Answer 14:  

	Waterfall
	Agile (Scrum)

	· Feasibility evaluation takes a long phase and is done in advance to avoid reworking in the next project phase
	· 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

	· Project planning is done at the beginning of the project and is not open to any change later on 
	· This planning in not given the foremost priority and is done during sprint planning. Modifications are welcome except during an active sprint.

	· Project process gets monitored according to project plan
	· The development gets tailed in each sprint

	· Only the project managers communicate and carry out progress review meetings weekly or monthly
	· Communication is frequent, face to face and clients also participate throughout the project 

	· Roles are not interchangeable once distributed among project team members
	· You can switch role quickly and the team can work in cycles

	· Documentation gets a lot of emphases and that is pretty comprehensive
	· There’s a need to file requirements, build design and write test plan to promote working software delivery



Question 15:  Explain Brainstorming Technique – Where to use?
Answer 15: 
The basic idea behind brainstorming is to find a conclusion for a specific problem by gathering a list if ideas spontaneously contributed by its members.
Brainstorming is a technique used to generate creative ideas and solutions through a group discussion or collaboration. It encourages participants to freely express their thoughts, ideas and suggestions without judgement.
These meetings are used for solving a process problem, inventing new products or product innovation, solving inter-group communication problem, improving customer service, budgeting exercise, project scheduling, etc
Here are common scenarios where brainstorming is useful:
· Idea Generation- They ask questions in a group so that better or best idea can be generated.
· Project planning
· Problem-solving
· Team building
· Innovation and product development
· Strategic planning


Case study

Question 16: What reports Accounts Departments will generate (minimum 5 reports)
Answer 16: 
In order to accept or reject a loan the account department must have below report-
· Financial Statement- The account department prepares and provides financial statements, including balance sheets, income statements, and cash flow statements. It gives borrower ability to repay the borrowed fund. Basically, it checks whether the organisation is in position to give loans to its employee or customers

· Company fund report- Every company has a reserve amount aside; can the company have and give loan out of that reserve amount and how much it can give. This report will help to understand the reserve amount


· Collateral evaluation- If the loan requires collateral, the accounts department may be involved in evaluating the value and marketability of the proposed collateral. It takes up whether the collateral is as per desired loan amount for example- Loan amount is 15 lakh and collateral kept is of 5 lakhs then loan evaluation will not be fitted and cannot be given

· Credit Report- The accounts department may obtain a credit report on the borrower from a credit bureau. This report provides information on the borrower’s credit history, including their repayment track record, outstanding loans and credit score.

· Debt to Income ratio analysis- The account department calculates the borrower’s debt to income ratio, which compares the borrower’s total debt obligation to their income for example you want 15 lakh loan and income is 1500 per month you won’t be able to repay so this ration helps in evaluation.

Question 17- What is the structure of the message/mail communicated from the HR department to the employee in case the Loan is rejected?
Answer 17:  
Subject- Loan application rejection notification
Dear Rishabh,
We hope this email 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 team.
We understand that this message may disappointing, but we assure you that the decision was made after through assessment of various factors affecting the financial bandwidth and companies lending and financial policies
We cannot provide specific reasons for the loan rejection; we encourage you to review your financial situation and consider alternative options that may align better with your current circumstances.
If you want any questions or require further clarification, please feel free to reach out to the HR department, we will be happy to assist you. We remain committed to support your professionally and well-being within our organization.
Thank you for understanding
Best Regards,
HR Department 
TTS Company



Question 18- What is the structure of the message/mail communicated from the HR department to the employee in case the Loan is approved? 
Answer 18: 
Subject- Loan application Approval notification
Dear Rishabh,
We are pleased to inform you that your loan application has been approved by the organisation’s loan approval committee.
We have carefully reviewed your application and considered various factors, including your financial standing, employment history, and loan program’s eligibility criteria. Based on our assessment, we are confident that this loan will assist you in achieving your financial goals
Loan Amount: Rs. 15,00,000/-
Loan Tenure: 15 Years
Interest Rate: 7.6%
Repayment schedule: Yearly instalment of 100000/-

Please review the loan agreement and associated terms and condition carefully. If you require any type of assistance or question, please feel free to reach to HR department. We are here to help you.
We kindly would like to inform you your responsibility to fulfil the loan repayment obligation as per the agreed upon terms. Timely and consistent repayment will not help you meet your financial objectives but also demonstrate your reliability and strengthen your CIBIL 

Once again congratulation on your loan approval. We wish you every success in achieving your financial aspirations.

Best Regards,
HR Department 
TTS Company


Question 19: Design a sample report on the Loans applications Received by the accounts department
Answer 19: 

Loan Application Report 2025-26
	Loan Application ID
	Applicant Name
	Loan Amount
	Status

	PL01
	Subhas G.
	15,00,000
	Approved

	EL01
	Abhishek 
	80,00,000
	Rejected

	PL02
	Mihira
	10,00,000
	Approved

	HL01
	Arabas
	25,00,000
	Pending



Notes:
· Approved application has met the loan approval criteria and are eligible for loan disbursement.
· Rejected application do not meet the loan approval criteria and have been rejected
· Pending application are currently under review and a decision has to be made
· For any query, please contact to account department.

Reporting manager                                                                                                                               Date:
Question 20: Which reporting Tools we will use for generating reports.
Answer 20: 
The choice of reporting tool depends on factors such as the nature of data, reporting requirements, user skill level, budget and integration capabilities. Some of the popular reporting tools commonly used for generating report:
· Tableau- It is a leading data visualization and reporting tool that enables users to create interactive and visually appealing reports and dashboards.
· MS EXCEL-Excel is widely used spreadsheet software that offers powerful data analysis and reporting capabilities 
· Power BI- It is developed by Microsoft, it is a business intelligence tool that allows users to connect, transform and visualize data from different sources
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