Q1. What is the difference between Brainstorming and JAD Sessions? (3 Marks)
Brainstorming and Joint Application Development (JAD) Sessions are both group elicitation techniques, but they differ significantly in their goal, structure, and scope.
· Brainstorming is primarily focused on idea generation. The goal is to produce a large volume of creative solutions, ideas, or requirements in a short amount of time. It is an unstructured or loosely structured session where judgment and criticism are suspended to encourage free thinking and synergy among participants. It's often used early in a project to discover potential features or solve a specific problem.
· JAD Sessions are highly structured workshops aimed at defining and documenting requirements. They bring together key stakeholders (Business Users, IT specialists, Business Analysts, etc.) to collaborate intensively on system design and requirements. JAD's goal is to reach consensus, reduce development time, and improve the quality of the final product by ensuring all stakeholders' needs are addressed efficiently. JAD requires a trained facilitator, a defined agenda, and pre-session preparation.
	Feature
	Brainstorming
	JAD Sessions

	Primary Goal
	Idea generation and creative problem-solving.
	Defining, documenting, and reaching consensus on requirements/design.

	Structure
	Unstructured or loosely structured.
	Highly structured with a set agenda and defined roles.

	Output
	A list of ideas, options, or potential solutions.
	Detailed requirements, models, or design documentation.

	Participants
	Any group needing to generate ideas (often cross-functional).
	Key stakeholders including end-users, management, and IT specialists.




Q2. Why Document Analysis is one of the compulsory technique we use in a Project? Justify. (3 Marks)
Document Analysis is considered a compulsory technique because it provides a foundational understanding of the current state, existing processes, and business rules without requiring direct stakeholder time initially.
· Context and Baseline: It helps the Business Analyst (BA) understand the current operating environment (the "as-is" state) and establishes a reliable baseline for new or modified systems. By reviewing documents like procedure manuals, contracts, organizational charts, system documentation, and forms, the BA gains essential context.
· Efficiency and Pre-Work: It's an efficient, non-intrusive way to gather information before engaging stakeholders in interviews or workshops. This pre-work ensures that subsequent stakeholder sessions are productive, as the BA can ask informed questions and avoid wasting time on information already documented.
· Gap and Constraint Identification: Existing documents often contain crucial details about business rules, data fields, constraints, and regulatory requirements. Analyzing these documents helps identify potential gaps between the current process and the desired future state, which forms the basis for new requirements.

Q3. In Which Context we will use Reverse Engineering? (3 Marks)
Reverse Engineering is a technique used when there is a need to understand the function, architecture, or design of an existing system, product, or component, typically because the original documentation is missing, outdated, or inadequate.
· Legacy Systems: Its primary context is working with legacy systems. If a system is old and the organization needs to 
modernize, replace, or integrate it, the BA or technical team must first reverse-engineer the existing code, database schema, or user interface to extract the current system's requirements and business logic.
· Compliance and Maintenance: It is also used to ensure a system's current implementation aligns with its intended requirements for maintenance or compliance auditing.
· Competitive Analysis: Sometimes, it is employed in a non-software context to understand a competitor's product features and design to inform one's own product development.

Q4. What is the difference between Brainstorming and Focus Groups? (3 Marks)
Brainstorming and Focus Groups are both group elicitation methods, but they serve different primary purposes and have distinct structures.
· Brainstorming:
· Goal: To generate a large quantity of creative ideas or potential solutions to a specific problem.
· Focus: Idea volume and creativity. Judgment is suspended to maximize input.
· Participants: Typically involves people who have a direct stake in the problem or are subject matter experts.
· Focus Groups:
· Goal: To gather opinions, attitudes, and perceptions about a specific product, service, or concept from a representative sample of the target user base.
· Focus: Qualitative data and in-depth understanding of the target audience's perspective. The discussion is guided by a moderator and a set of pre-determined questions.
· Participants: A small, carefully selected group of people who represent the end-users or customers.
	Feature
	Brainstorming
	Focus Groups

	Primary Output
	A list of potential ideas/requirements.
	Qualitative data on user opinions, perceptions, and feedback.

	Target Group
	SMEs, project team members.
	Representatives of the target end-user/customer base.

	Structure
	Unstructured to semi-structured.
	Structured discussion led by a moderator.




Q5. Observation Technique - Explain both Active and Passive approaches. (3 Marks)
Observation is a technique where the BA watches a user perform a task to understand their current process and identify requirements. It has two main approaches:
· Active Observation (or Participatory Observation):
· Approach: The BA interacts directly with the user while they are performing the task, often asking "why," "what if," and "how" questions in real-time. The BA may even try to perform the task themselves.
· Benefit: Allows the BA to gain a deeper, real-time understanding of the nuances, challenges, and informal workarounds used by the employee.
· Drawback: Can be intrusive and may cause the user to alter their behavior (the Hawthorne effect), leading to an inaccurate representation of the true process.
· Passive Observation (or Shadowing):
· Approach: The BA silently watches the user perform the task from a distance, taking notes without interruption. Questions are typically saved for a debrief session 
after the task is complete.
· Benefit: Minimizes disruption to the worker's routine, providing a more authentic and accurate view of the work process.
· Drawback: The BA may miss the underlying reasoning or context for certain actions and may need more time for follow-up to fully understand the observed process.

Q6. How do you conduct the Requirements Workshop? (3 Marks)
A 
Requirements Workshop is a structured, intensive working session focused on the collaborative identification, definition, and documentation of requirements. Conducting a successful workshop involves four main phases:
1. Preparation:
· Define Objectives: Clearly articulate the scope and desired outcome (e.g., "Define all functional requirements for the user login module").
· Identify Participants: Select the right stakeholders (e.g., SMEs, developers, key users, sponsor) and limit the group to a manageable size (ideally 6-10).
· Logistics & Agenda: Distribute a detailed agenda, preparatory materials, and secure a suitable location/virtual platform.
2. Kick-off and Execution:
· Start: Review the objective, scope, ground rules (e.g., one conversation at a time, respect for opinions), and the agenda.
· Facilitation: A trained facilitator (often the BA) guides the discussion, keeps the group focused, manages conflict, and ensures everyone contributes.
· Documentation: A scribe captures all requirements, decisions, assumptions, and open issues in real-time.
3. Wrap-up and Closure:
· Review: Summarize all requirements captured and decisions made to ensure group consensus before adjournment.
· Action Items: Review and assign ownership for any unresolved issues or follow-up tasks (parking lot items).
· Feedback: Thank participants and get brief feedback on the workshop itself.
4. Follow-up:
· Distribution: The BA finalizes and distributes the workshop output (e.g., Meeting Minutes, Requirements Document Draft) to participants for final review.

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. (6 Marks)
The 
Interview Technique is one of the most fundamental elicitation methods used by a Business Analyst (BA).
Context for Conducting Interviews
A BA conducts interviews in contexts where they need 
deep, personalized, qualitative, and detailed information from individuals. Key contexts include:
· Early-Stage Elicitation: Gaining initial high-level requirements, understanding the business domain, and identifying key processes from senior stakeholders or Subject Matter Experts (SMEs).
· Deep-Dive Analysis: Investigating a specific, complex area of a process or system where existing documentation is insufficient.
· Consensus Building: Understanding different perspectives on a requirement, especially when there is conflict or disagreement among groups.
· Validation: Reviewing and validating requirements or proposed designs with individual stakeholders.
Approaches to Conducting Interviews
There are two primary approaches to conducting interviews:
1. Structured Interview:
· Description: The BA uses a pre-defined set of questions in a specific order. The interview follows a rigid, formal structure.
· Use Case: Used when the BA needs specific, comparable data from multiple people (e.g., validating requirements across several departments) or when the BA is less experienced in the subject area.
· Focus: Consistency and efficiency of data collection.
2. Unstructured Interview:
· Description: The BA has a topic list or a very high-level guide, but the questions and the flow of the conversation are flexible and evolve based on the interviewee's responses. It resembles a free-flowing discussion.
· Use Case: Used in the early stages to explore a new domain or when interviewing senior stakeholders who can provide broad, strategic context.
· Focus: Depth of information and building rapport with the interviewee.
Open-Ended Questions vs. Closed-Ended Questions
The type of question used significantly impacts the data gathered:
	Question Type
	Description
	Example
	Benefit

	Open-Ended
	Questions that 
	cannot be answered with a simple "yes" or "no" and require the interviewee to elaborate, provide context, or share opinions.
	“What are the biggest challenges you face with the current loan application process?”
	Elicits 
	rich, qualitative data, uncovers unknown issues, and provides context.

	Closed-Ended
	Questions that require a 
	short, direct, specific answer (e.g., Yes/No, a number, a specific choice from a list).
	“Does the system automatically calculate the interest rate today?”
	
	Validates facts, confirms specific details, and is useful for gathering precise data.




Requirement Documentation and Management

Q8. Questionnaire Technique - Where we will use? Give one example. (6 Marks)
The 
Questionnaire Technique (also known as surveys) is a method for gathering requirements or information by distributing a set of written questions to a large group of stakeholders.
Context for Use
We use questionnaires in contexts where:
1. Large Audience: Information is needed from a large and geographically dispersed audience where interviews or workshops would be impractical or too time-consuming.
2. Quantitative Data: The goal is to collect quantitative data for analysis, such as measuring satisfaction, frequency of tasks, or prioritizing features across many users.
3. Preliminary Screening: They are used as a pre-elicitation step to gather baseline information and identify key stakeholders or topics that require follow-up interviews.
4. Validation: To validate or prioritize a set of known requirements by having a large group rank or rate them.
Example
Context: The Employees Loan Management System project needs to understand which features are most important to the entire employee base.
Example Questionnaire Use: Feature Prioritization and User Acceptance
	Question No.
	Question
	Answer Format
	Rationale

	1
	How important is it to receive an instant email notification upon loan application submission?
	Scale of 1 (Not Important) to 5 (Extremely Important)
	Measures the perceived value of an immediate communication feature.

	2
	Do you currently know where to find the company's official loan policy documentation?
	Yes / No / Unsure
	Gauges the current knowledge level and identifies a need for better policy access within the new system.

	3
	Which device will you primarily use to access the Employee Loan Management System?
	Desktop / Mobile Phone / Tablet
	Informs the technical design and user interface (UI) requirements.




Q9. How to Sort the Requirements - Where we will use? Give one example. (5 Marks)
Sorting Requirements refers to the activity of grouping related requirements together based on a common criterion to make them easier to manage, analyze, and allocate for development. It is distinct from 
Prioritization, which assigns a value of importance.
How to Sort Requirements
Requirements can be sorted using various criteria:
1. By Business Area/Process: Grouping requirements that affect the same part of the organization (e.g., all requirements for the 'HR Department,' all requirements for the 'Accounts Department').
2. By Priority/Urgency: Grouping them into categories like High, Medium, or Low (often done after prioritization).
3. By Stakeholder: Grouping them by the stakeholder or user role that requested or benefits from the requirement (e.g., all requirements for the 'Employee User Role').
4. By Type (Functional/Non-Functional): Separating 'what the system must do' (Functional) from 'qualities of the system' (Non-Functional, e.g., performance, security).
5. By Release/Phase: Grouping requirements targeted for a specific development iteration or project phase.
Context for Use
We use requirement sorting to:
· Management and Traceability: Create a logical structure for the Requirements Document (e.g., grouping by module).
· Work Allocation: Grouping requirements that can be assigned to the same development team or resource pool.
· Impact Analysis: Quickly identify all requirements that would be affected by a proposed change in a specific business area.
Example
Context: Sorting requirements for the Employees Loan Management System.
Sorting Method: By Functional Area (System Module)
	Functional Area (Sort Group)
	Example Requirement

	Loan Application Module
	R.LMA.1: The system shall allow an employee to submit a loan request form online.

	Approval/Rejection Module
	R.AAM.2: The system shall inform the employee of the reason for loan rejection.

	Repayment Module
	R.RPM.3: The system shall automatically calculate and deduct the EMI from the employee's salary.

	Reporting Module
	R.REM.4: The system shall generate a monthly report of pending loan applications for the Accounts Department.




Q10. Prioritise the Requirements - Where we will use? Give one example. (5 Marks)
Prioritizing Requirements is the activity of ranking requirements based on their importance, value, cost, and risk, to determine the order in which they will be implemented.
Context for Use
Requirement prioritization is a mandatory activity in every project and is used:
1. Resource Allocation: To decide which requirements should receive attention when resources (time, budget, people) are limited (which is always the case).
2. Release Planning: To determine the Minimum Viable Product (MVP) and define the content of subsequent releases or iterations, ensuring the highest value items are delivered first.
3. Conflict Resolution: To resolve disagreements among stakeholders by applying objective criteria (like business value) to determine which requirements must be built.
Example and Method (MoSCoW)
A popular prioritization technique is 
MoSCoW, which categorizes requirements into four groups:
	Category
	Definition
	Example (Employees Loan Management System)

	Must Have
	Requirements that are critical for the system to be viable; non-negotiable for the target release.
	The system 
	Must allow the Accounts Department to approve or reject a loan request.

	Should Have
	Important but not vital; can be done without, but would provide significant value.
	The system Should provide an estimated approval time upon submission.
	

	Could Have
	Desirable but optional; easy to implement and can be included if time/resources permit.
	The system Could include a chat-bot for common employee queries about loans.
	

	Won't Have
	Requirements that are agreed to be deferred to a future release.
	The system Won't integrate with external credit scoring agencies in the first release.
	




Project Communication and Documentation

Q11. Weekly status reporting - How we will drive? (5 Marks)
Weekly status reporting is a crucial communication tool for a Business Analyst (BA) to provide transparency and manage expectations among the project team and stakeholders. The report should be 
concise, fact-based, and forward-looking.
How to Drive the Report
1. Standard Template: Use a consistent, easy-to-read template (e.g., using a common color code like Red/Amber/Green - RAG) that focuses on four key areas:
2. Gather Input: Collect updates from the development team, QA, and other BAs on their progress regarding the requirements they are working on.
3. Distribution and Frequency: Distribute the report via email/shared drive on a specific day (e.g., Friday afternoon) to all stakeholders and team members.
4. Review and Follow-up: The BA or Project Manager should be prepared to discuss the report's contents in the weekly status meeting, focusing particularly on Amber and Red items.
Key Content Sections:
	Section
	Content Focus
	BA Responsibility

	1. Achievements (What We Did)
	A summary of what was completed in the past week (e.g., "Sign-off on Loan Application Requirements," "Completed wireframes for Approval Module").
	Highlight progress related to BA activities and requirement delivery.

	2. Plan (What We'll Do Next)
	Key tasks scheduled for the upcoming week (e.g., "Begin elicitation for Repayment Module," "Review test cases for rejection logic").
	Set clear, measurable expectations for the next period.

	3. Key Issues/Blockers (Red/Amber)
	Any current issues, risks, or dependencies impeding progress (e.g., "Accounts SME availability is limiting progress on reporting requirements").
	State the problem, the impact, and the date when a decision/resolution is needed.

	4. Overall Status (RAG)
	A high-level RAG status for the project's key areas (Scope, Schedule, Budget).
	Provide a subjective, overall health check of the project's requirements effort.




Q12. Meeting Minutes Document - prepare one Sample. (5 Marks)
A Meeting Minutes Document formally records the discussion, decisions, and action items from a meeting, ensuring transparency and accountability.
Meeting Minutes for: Employees Loan Management System (ELMS) - Requirements Review
	Field
	Value

	Project
	Employees Loan Management System (ELMS)

	Date & Time
	2025-09-27, 10:00 AM - 11:00 AM IST

	Location
	Conference Room A / Virtual (Zoom)

	Facilitator/Chair
	[BA Name]

	Scribe
	[BA Name/Team Member Name]



	Participants
	Role/Department

	John Smith
	HR Manager

	Alice Chen
	Accounts Lead

	Robert Jones
	Development Lead

	[BA Name]
	Business Analyst




Agenda Items & Discussion Summary
	Item No.
	Topic
	Discussion Highlights

	1.0
	Review Loan Rejection Process
	Discussed the current manual process. HR confirmed that the reason for rejection must be logged in the system before the notification is sent to the employee. Accounts requested that all rejection reasons must be categorized for future reporting.

	2.0
	Loan Repayment Schedule
	Accounts clarified that the repayment schedule must factor in the employee's next two pay dates, not just the next one, for accurate commencement of deduction.




Key Decisions
	Decision No.
	Decision
	Owner
	Deadline

	D-0927-01
	A new 'Rejection Reason' pick-list will be created and enforced during the rejection process.
	[BA Name]
	Next Week

	D-0927-02
	The Loan Approval notification 
	must include a link to the official HR Loan Policy and the finalized repayment schedule.
	John Smith
	End of Week




Action Items (Parking Lot)
	Item No.
	Action
	Owner
	Status
	Due Date

	A-0927-01
	Finalize the list of categorized Rejection Reasons for the new system.
	John Smith
	Open
	2025-10-04

	A-0927-02
	Develop a preliminary mock-up for the Repayment Schedule view for next week's review.
	Robert Jones
	Open
	2025-10-04




Q13. Change Tracker - Document - - prepare one Sample. (4 Marks)
A 
Change Tracker Document (or Change Request Log) is used to formally manage and record all proposed changes to baseline requirements, scope, or project documents, facilitating controlled change management.
Change Request Log for: Employees Loan Management System (ELMS)
	Field
	Value

	Document Name
	ELMS Change Request Log V1.2

	Date Generated
	2025-09-27

	Change Authority
	Project Steering Committee


Export to Sheets

Change Request (CR) Log
	CR ID
	Submitter
	Date Submitted
	Description of Change
	Reason for Change
	Status
	Priority (1-High)
	Impact Analysis Summary
	Approval Date

	CR-001
	Alice Chen (Accounts Lead)
	2025-09-20
	Add a new field: Employee Tax ID to the loan application form.
	Regulatory compliance change; tax authorities now require this for all internal loans.
	Approved
	1 (Must Have)
	High Impact: Requires database change, UI update, and backend integration. Est. 20 man-hours.
	2025-09-25

	CR-002
	Robert Jones (Dev Lead)
	2025-09-26
	Change the login authentication method from username/password to Single Sign-On (SSO).
	Technical efficiency and company security standard mandate.
	Pending
	2 (Should Have)
	Medium Impact: Security module requires rewrite. Low impact on BA/functional requirements.
	TBD

	CR-003
	John Smith (HR Manager)
	2025-09-27
	Request to include a feature for loan restructuring (partial payment option).
	Employee feedback indicates a need for flexibility in repayment.
	Rejected
	3 (Could Have)
	High Impact: Complex business logic. Deemed out of scope for the current MVP release.
	2025-09-27




Q14. Difference between Traditional Development Model and Agile Development Models. (8 Marks)
The fundamental difference lies in their approach to 
planning, requirement management, and delivering value. 
Traditional models (e.g., Waterfall) are sequential and plan-driven, while Agile models (e.g., Scrum, Kanban) are iterative and change-driven.
	Feature
	Traditional Development Models (e.g., Waterfall)
	Agile Development Models (e.g., Scrum)

	Requirements Management
	Requirements are 
	fully defined and frozen at the start of the project ("Big Design Up Front"). Change is difficult and costly.
	Requirements evolve and are constantly reviewed/refined. 
	Embraces change late in development.

	Process
	Sequential/Linear. Moving to the next phase (e.g., Design) only after the previous one (e.g., Requirements) is fully complete.
	Iterative and Incremental. Work is done in short cycles (Sprints) with small, usable increments delivered frequently.
	
	

	Customer Involvement
	Low. Customer interacts primarily at the beginning (requirements) and at the end (acceptance testing).
	High. Customer/Business Owner is 
	continually involved through daily meetings, sprint reviews, and frequent feedback.
	

	Deliverables
	One 
	single, final product delivered at the end of the project.
	
	Working software/increments delivered frequently (e.g., every 2-4 weeks).

	Risk
	High risk, as problems or misunderstandings are often 
	discovered late in the testing phase.
	Lower risk, as issues are caught early and often through continuous integration and testing.
	

	Focus
	Focus on 
	process, tools, and comprehensive documentation.
	Focus on 
	individuals and interactions, and working software over documentation.




Q15. Explain Brainstorming Technique - Where to use? (5 Marks)
Explanation
Brainstorming is a technique, usually conducted in a group setting, designed to encourage and capture a large volume of creative ideas, options, or solutions quickly and efficiently.
· Core Principle: The fundamental rule is to suspend judgment and criticism during the idea generation phase. This creates a safe, open environment where participants feel free to propose any idea, no matter how unconventional.
· Process: Typically, a facilitator introduces the topic/problem, and participants shout out ideas, which a scribe records. The group is encouraged to 
build on each other's ideas (piggybacking) to create synergy.
· Phases: It usually involves two phases: Idea Generation (quantity over quality) and Evaluation/Analysis (reviewing, grouping, and selecting the best ideas).
Context for Use
Brainstorming is used primarily in contexts that require 
novelty and creative problem-solving. Key use cases include:
1. Initial Requirement Elicitation: When starting a new project, to generate a comprehensive list of potential features and requirements that might not have been obvious.
2. Problem Solving: When the team encounters a significant roadblock or needs a creative solution to a complex business problem (e.g., "How can we reduce loan application processing time by 50%?").
3. Risk Identification: To identify potential project risks, dependencies, or high-level assumptions in a collaborative manner.
4. Naming/Branding: Generating names for a new product, system, or module (e.g., "What should we name the new employee loan system portal?").

Case Study Questions (Employees Loan Management System)
The 
Employees Loan Management System (ELMS) is designed to manage employee loan requests, review by HR and Accounts, approval/rejection, and automatic salary deduction for repayment.

Q16. What reports Accounts Departments will generate (minimum 5 reports). (10 Marks)
The Accounts Department is responsible for the financial oversight of the loans, including approval, tracking, and repayment deduction. Their reports will focus on financial status and compliance.
1. Loan Disbursement Status Report:
· Purpose: To track all loans that have been approved, terms agreed, and are now pending actual transfer of funds.
· Data: Loan ID, Employee Name, Approved Amount, Date of Approval, Scheduled Disbursement Date, Actual Disbursement Date, Status (Pending/Completed).
2. Monthly Repayment Deduction Report (Payroll Integration Report):
· Purpose: The critical report for integrating with payroll, detailing the amounts to be automatically deducted from employee salaries.
· Data: Employee ID, Employee Name, Total EMI Due for the Month, Principal Component, Interest Component, Loan ID, Remaining Loan Balance.
3. Loan Arrears/Default Report:
· Purpose: To flag employees whose salaries were insufficient to cover the full EMI deduction or who have otherwise fallen behind on their repayment schedule.
· Data: Employee Name, Loan ID, Amount in Arrears, Number of Missed Payments, Date of Last Payment.
4. Loan Portfolio Summary Report:
· Purpose: High-level executive overview of the company's total financial exposure to the employee loan program.
· Data: Total Number of Active Loans, Total Outstanding Principal Amount, Total Interest Earned/Expected, Average Loan Amount, Loan Portfolio Health (e.g., Percentage of Arrears).
5. Rejection/Approval Ratio Analysis Report:
· Purpose: To analyze the efficiency and fairness of the loan approval process by tracking the volume and reasons for rejections.
· Data: Total Applications Received, Total Approved, Total Rejected, Breakdown of Rejection Reasons (from the new pick-list), Approval Rate by Department/Job Level.

Q17. What is the structure of the message/mail communicated from the HR department to the employee in case the Loan is rejected? (5 Marks)
The structure of the rejection message must be professional, empathetic, and clearly communicate the formal reason for the rejection, as required by the system.
Subject: Important Update Regarding Your Loan Application (Ref: [Loan Application ID])
Dear [Employee Name],
This email is a formal update regarding your application for a loan through the Employees Loan Management System (ELMS), application ID [Loan Application ID], submitted on [Submission Date].
After a thorough review by the HR and Accounts Departments, we regret to inform you that 
your loan application has been rejected at this time.
Reason for Rejection: The formal reason for this decision is: [Specific, Categorized Reason for Rejection] (e.g., Loan Eligibility Criteria Not Met, Insufficient Credit Score, or Pending Disciplinary Action).
Next Steps: Please note that this decision is final for the current application. Should you wish to re-apply, we advise you to review the official TTS Company Employee Loan Policy [Link to Policy Document] and ensure that all eligibility criteria are met before submitting a new request.
We appreciate your interest in the ELMS program. Should you have any specific queries regarding the eligibility policy, please contact the HR benefits team directly at nurtureba@coepd.com.
Sincerely,
The HR Department TTS Company

Q18. What is the structure of the message/mail communicated from the HR department to the employee in case the Loan is approved? (5 Marks)
The approval message must be clear, enthusiastic, and, most importantly, contain the legally necessary documents: the 
terms and conditions and the repayment schedule. The employee must agree to these for the loan to be granted.
Subject: Congratulations! Your Loan Application Has Been Approved (Ref: [Loan Application ID])
Dear [Employee Name],
We are pleased to inform you that your application for a loan through the Employees Loan Management System (ELMS), application ID [Loan Application ID], submitted on [Submission Date], has been formally approved!
Key Loan Details:
	Detail
	Value

	Approved Principal Amount
	[Approved Amount - e.g., $15,000.00]

	Annual Interest Rate
	[Interest Rate - e.g., 5.0% Fixed]

	Loan Tenure
	[Tenure - e.g., 36 Months]

	Monthly EMI Amount
	[Monthly Repayment Amount]



Next Mandatory Step: Acceptance To grant the loan and initiate the disbursement process, you must formally accept the offer. Please review the attached documents carefully:
1. Loan Approval Terms and Conditions (PDF Attachment) 
2. Loan Repayment Schedule (PDF Attachment) 
Please click on the link below to digitally sign and accept the loan terms and conditions: [Link to ELMS Acceptance Portal]
By accepting, you authorize the 
automatic deduction of the monthly EMI amount from your salary, commencing with the payroll cycle of [Start Date of Deduction].
Disbursement: Upon your acceptance, the loan amount will be disbursed to your registered bank account within [Number] business days.
Congratulations once again!
Sincerely,
The HR Department TTS Company

Q19. Design a sample report on the Loans applications Received by the accounts department. (8 Marks)
This report is designed for the Accounts Department to process the incoming workflow of loan applications, enabling them to make timely review and approval/rejection decisions.
Report Title: Pending Loan Applications - Accounts Department Review
	Field
	Value

	Generated By
	Employees Loan Management System (ELMS)

	Report Date
	2025-09-27

	Filter
	Status = Submitted, HR Approved (Ready for Accounts Review)



	App ID
	Employee Name
	Department
	Job Title
	Loan Amount Requested
	HR Pre-Approval Date
	Eligibility Score
	Date Due for Review
	Action

	LA-0145
	Smith, Jane A.
	R&D
	Sr. Engineer
	$10,000
	2025-09-26
	95 (High)
	2025-09-29
	[Approve] [Reject]

	LA-0146
	Patel, Raj B.
	Sales
	Manager
	$15,000
	2025-09-26
	72 (Medium)
	2025-09-29
	[Approve] [Reject]

	LA-0147
	Lee, Chris K.
	BFSI
	Analyst
	$5,000
	2025-09-25
	60 (Low)
	2025-09-28
	[Approve] [Reject]

	Total Pending Volume
	3
	
	
	
	
	
	
	

	Total Value Pending
	$30,000
	
	
	
	
	
	
	




Q20. Which reporting Tools we will use for generating reports. (5 Marks)
The choice of reporting tools depends heavily on the company's existing IT infrastructure, budget, and the complexity of the data source. Given that TTS is a multinational software development company, they would likely use one or more of the following standard industry tools:
1. Microsoft Power BI: A leading business intelligence (BI) tool known for its strong integration with the Microsoft ecosystem and its ability to create rich, interactive dashboards and reports. It's excellent for visual analysis of the loan portfolio summary.
2. Tableau: Another top-tier BI tool, often favored for its exceptional data visualization capabilities and ease of use in drilling down into complex data, such as the Loan Arrears/Default Report.
3. SQL Server Reporting Services (SSRS) / Crystal Reports: For generating highly formatted, paginated, and operational reports, such as the detailed Monthly Repayment Deduction Report which requires precise printing or PDF generation.
4. Integrated Module within the ERP/HRIS: If the ELMS is part of a larger Enterprise Resource Planning (ERP) or Human Resource Information System (HRIS), that system will likely have its own built-in reporting module (e.g., SAP Analytics Cloud, Oracle BI).

