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1) BRD (Business Requirement Document): It is a high-level document which describes the needs, Goals and expectation of a project or business. Its elements are Project overview, objectives, Requirements, Scope, constraints and stakeholders included. It maintain clarity and alignment among team members, act as reference throughout project and also prevent scope creep and miscommunication among team.
2) Stakeholders: These are the individuals who are affected by the project or they may affect the project. Their inputs, feedbacks and approval are important in the development of a project. It include Business owner, End users/customers, project managers, Technical team, Subject matter experts, vendors (external partner) and legal advisors.
3) SDLC (software development life cycle): It is a structured process which a company will follow to develop the assigned project. The Key phases involve Requirement gathering and analysis, Design, Development, Testing and Deployment and implement and maintenance.
4) Document Naming Standard: These are set of rule to name the document so that they can be organised and their versions can be controlled and easy to search. The format is Project ID-Document Name-version number[v]-date [yyyymmdd].extension, e.g.: 165363-projectX-V2.1-2025-08-10.docx.
5) Gantt Charts: it is a visual tool in project management used to track the tasks over time of Business analysts, Project manager and the members of technical team to keep a track of their tasks and timeline. These can be prepared using excel sheet, Microsoft project, teamgantt or projectmanager.com.
6) Agile values: In Agile manifesto 4 core values are mentioned to approach the development of a software by team. Which includes Individuals and interaction over tools and processes, Working software over comprehensive document, Customer collaboration over contract negotiation and following a plan over responding to change.
7) BPM (Business Process Modelling): It is visual representation of specific order of work activities for how the work will be done. It consist of Goals(objectives), Inputs a work require, output it will produce, user resources required to complete it, Impact what impact it will create and Value added what value we can add to it.
8) UML (UNIIED MODELLING LANGUAGE): it is visual modelling language used to support object-oriented designs and analysis. It consist of static diagrams and dynamic diagrams. Some commonly used diagrams are use cases, activity diagram, and sequence diagram. These helps to give more clarity to technical team about the user requirement. 
9) Use cases: These are the visual tool to represent user requirement or features of a software from user’s perspective. It describe how a user will interact with the system. It consist of actors one who interact with the system, use cases (describe the interaction between user and system), system boundary which define the scope of the project.
10) Business Value: it is the benefit that a particular feature will give to your organisation, business or the stakeholder involved. It can be monetary like revenue, profit or market share OR Intangible like brand value, customer loyalty, customer satisfaction and societal impact.
11) Complexity points: also known as story points, these are points assigned by technical team to a user story based on how much effort a particular user story required to complete them in terms of efforts or time required. The technique used to assign is poker planning.
12) Elicitation technique: The method used to gather requirement from different stakeholders during the initiation of a project. The methods used are Interviews, Focus groups, Brainstorming, workshops, surveys, questioners, Prototyping, document analysis, reverse engineering etc.
13) Scrum: It is popularly used agile framework which develop the project into time-boxed iteration called sprints. A scrum team usually consist of 7-9 people which has a Scrum master, a product owner and scrum team members. A potential shippable product is delivered in the form of small increments at the end of each sprint.
14) Daily Scrum (Daily Stand up meetings): these are daily morning meetings which lasts for 15 minutes. Three questions are asked in the meetings what you have done yesterday, what you will do today and lasts if you have any impediments, issue or roadblocks. These promote transparency, collaboration and alignment among team.
15) Product Backlog: It is the prioritised list of work items or the features of a software, bug fixes, and enhancements. It is owned and managed by product owner. The list is continuously refined by adding or deleting work items based on the team insights, market research and feedbacks.
16) Sprint Retrospective Meetings: The meeting held at the end of each sprints to discuss the progress of the team. It is done to reflect, adapt and improve team performance by discussing questions like what went right , what went wrong , where to improve etc. It includes the scrum master and the team members and the product owner facilitated by scrum master.
17) Sprint Burn down chart: It is a visual tool used in agile framework to track the amount of remaining work in a sprint. The graph shows remaining work over time. As the work is burn down over time the graph also decreases. The remaining work is often count in terms of story points or hours. It help team to predict whether they will finish on time or not.
18) [bookmark: _GoBack]MVP (minimum viable product): most basic version of new product or any application which have minimum features with highest priority to be used by early adopters and are used to gather early feedbacks by the users.  These are developed in Agile framework.
19) Scope creep: if the scope of a project is expanded beyond what was decided originally. It is basically the adjustment in time, budget or resources. It may lead to delays in delivery of product, increases the cost of project, overloads the team, change the focus of team from main objective.
20) RTM (requirement traceability matrix): It is a document which is used to trace the requirements like in which phase the requirement is, are they aligned with goals. The purpose is to confirm whether the requirements are covered or not and if any requirement is overlooked. It tells the progress of the project.


