CAPSTONE  PROJECT  3 PART 02

Q.1 What is the difference Brainstorming and JAD Sessions ?
	BrainStorming 
	JAD Session 

	 
	 

	Generate ideas and solutions
	Gathering Requirement 

	Informal Meeting 
	Stucture Meeting

	Group of Stakeholders involve , Domain Experts 
	Technical Tem Involves 

	Brainstorming Session  completed it is not necessary the problem will be solve 
	Jad Session completed the problem will solve

	Work on Domain Part
	Work on Technical Part 

	 
	 

	 
	 




Q.2 Why Document Analysis is one of the compulsory Technique we use in a project ? Justify

· Document Analysis is one of the compulsory Elicitation  Technique for any project as it give us the complete idea of any project and its current stage 
· These become helpful for successful completion of any project when we read document we  come to know about the project we get the basis idea for that project 
· Any idea we get about the project any series of mail , Minutes of meeting  or any text  from which we get the idea of that project is also helpful for project 
· While reading any text or document we come to know the process is called Document Analysis . that’s why it is important and compulsory elicitation technique
· When we join any project the stake holders shares any   document we come to know the process that give complete idea for the project .
· It is also helpful in providing valuable insights  information that are essential  for project success . 
   
Q.3   In which Context we will use Reverse Engineering
· Reverse Engineering is one of the Elicitation Technique 
· Reverse Engineering is generally used in Migration Process  . When there is a migration  from one version to another we use Reverse Engineering 
· Migration may be  Updated Version , New Version or Advance Version  
· We know the about the current project and we have to upgrade the same in new version is called Reverse Engineering . 
· Extracting Knowledge or design information from anything and re produce anything from extracted information is called Reverse Engineering
There are two  type of Reverse Engineering
White Box    Inner Working of the system or product is Studied  Internal Strcuture 
Black Box     The System is studied without examine its inner studied    External Structure 

Q.4 What is difference between BrainStorming and  Focus Groups  ?

	Aspect
	Brainstorming
	Focus Groups 

	Purpoae
	Generate idea and solutions
	Gather feedback and insights

	Participants
	Group of Stakeholders
	Represent sample of Target Audience

	Format
	Open Ended Discussion
	Semi Stucture Discussion with moderator

	Output
	Idea Concept and Potential Solution
	Detailed feedback and observation suggestion 



Q.5 Observation Technique – Explain both Passive and Active Approaches
· Observation Technique is also one of the Elicitation as the word itself says Observe , In this Technique we just observe what ever is going on .Without Distrubing to the stake holder we are just observing and discussing our Question in the meeting 
· This technique is used for research and while gathering the requirement 
· There are two type of Observation Technique 
Active  :-  Involve Directly  We are playing active role , we are interacting with the users, engaging with the user and involving ourself in the project 
Passive :- Involve Indirectly  ,  we just see and watch what is going on and observe the things  without engaging with the user and without involving . As a BA we prefer Passive Observation and they discuss their query in Meetings .

Q.6 How do you conduct the requirement workshops  .
· This is also a Elicitation Technique , Workshops are Practical in Nature and they Aim at completeness .
· This is a structure Approach to Capture the requirement 
· It is used  to scope , discover, define , prioritize for the target system
· Before the workshops participants are not knowing to each other but after the workshops participants are knowing to each others 
· Before workshop participants knowing only their department but after the workshops participants are knowing not only their department but also others
· Workshops are practical in nature so we require to work from one office to other or from one task to other 
· Workshops are for around 10  days 12 days , 1 week or even it can take month also 
· Once we conduct any workshop we can do role play also
· First we organize the workshop and then we conduct the same 
Plan and Prepare
Identify the participants
Create an Agenda

Q.7  In which context  Interview Technique can be conducted by a BA ? How may Approaches are there in conducting interview. ( Structure – unstructured )  Explain them . Explain the difference between Open Ended Questions and Close Ended Question 

· Interview is also  a Elicitation Techniques Any interaction with other person is called interview  it means to understanding other person view.
· Interview can be conducted in various contexts such as requirement gathering , Stakeholders Analysis or Process Analysis . 
· Interview means asking end to end question in interview  and in this way we gather the valueable insights  which is essential  for a project  
· There are two types of Interview  Technique 
Structure  Interview   :-  Structure means in a structure way   there are set of questions   which were asked in interview and they are following a certain steps .  
Unstructured    Interview   :-   In this technique there is not any format just they start  asking question they like and framing the question from our answers only . it is  flexible  
Difference between Open ended and close Ended Question 
Open Ended Questions :-  Open Ended Question are question were the answer is descriptive Narrative  . We can also say when we frame question using 5 W 1 H then those question are generally comes under Open ended Questions .
Ex .  What document did the loan applicant needs to submit  ? 
So you can see its answer should be descriptive so this comes under Open ended Question 
Close Ended Questions :-  Close ended Questions are questions were answer is in one word . So they are called close ended question  Such as 
Q.1  Have Applicant Filled the Application form 
Q.2  Did the Applicant submit the form 
So these questions answer should be in one word these comes under close ended questions  . 

Q.8 Questionnaire Technique – Where we  will use ? Give one Example 
· Questionnaire is also one of the elicitation technique   used for gathering the requirement . 
· The Questionnaire Technique is a method of data collection . Used in Research , Survey and Assessments .
· It involves set of written questions to respondent and collection their response .
· Questionnaire can be online or offline depends upon the condition .
· When we have to take feedback or response  from several user we use this technique  .
Example :-   Feedback form    , Online Service 
· When after any activity feedback form is submitted that  comes under Questionnaire Technique  here the response of several users is submitted  . 
· There are some defined numerical values or number or rating for these questionnaire Such as from Value from  1 to 10 or good ,very good, poor etc in this way we can submit our response .
Q.9 How to Sort the Requirement – Where we will use ? Give one Example
· Sorting Means Rearrange the requirement . Categorizing the requirement , Removing the duplicate and only Unique requirement will be their . 
· While using Elicitation technique we collected lost of requirement and now we have lot of requirement with us so from that we have to now  sort the requirement as per need . 
· Arranging  the requirement  in an order ,  such as functional , non functional , removing duplicity and unwanted requirement
· This is also done in Documentation phase of a project 
· Sorting the requirement is a crucial step   requirement Management process , helping to organize , prioritize and categorize them for effective analysis and implementation
·  
Q.10 Prioritize the Requirement  - Where we will use ? Give one Example 
· Prioritizing the requirement is a crucial step in requirement management process helping team  to focus what is important for the success of the project 
· Prioritizing is typically done based on factors such as business values , impact  and dependences . 
· Most important used Prioritization technique is MoSCoW
· Must , Should , Could and Would 
Must :- Must have the requirement to meet the business needs  (100 Percent need to complete)
Should :-Should have this requirement if Possible but Project success does not rely on it 
Could :-Could have this requirement if it does not affect anything else in the project
Would :- Would like to have this requirement later , but it won’t be delivered this time 

Q.11 Weekly Status Reporting – How we will drive 
Weekly Status report is a summary of all work done or completed in a week and how these activities contributed to completeness of a task or a project  
Questions that can be ask in Weekly Status Report are
· What have you been working on recently 
· What have you accomplish this week
· What are the top prioritize
· What are the challenges  going to next week 
Generally conducted to know the achievement of the team . 
Q.12 Meeting  Minutes Document – Prepare one Sample 
· Minutes of the meeting is a formal document that summarize the key points of the meeting .
· Meetings of the meeting is shared just to give any idea that what points are highlighted in the meeting .
· Meetings of meeting also help to understand if we miss to understand or listen any topic then we can check and look it again 
· Minutes of meeting shared after any meeting conducted to summarize .
· It is an official record of meeting conducted and contain key points and help to understand that every one is on the same platform . 
· It is important to track the status of project or project progress  , documenting decision and assigning responsibilities
Sample
	Meeting Title 
	 

	 
	 

	Date and Time
	 14/07/2025  10:30

	Location 
	 Bhopal

	Attendies
	  15

	Agenda
	 Change process

	Discussion Summary 
	 All process which are changed recently 

	Decision Made
	Yes

	Action item 
	 

	Owner
	RCU

	Due Date
	15/07/2025

	Agenda Summary
	Sucessfully Conveyed 

	 
	 

	Next meeting

	 
	 

	Meeing Title
	 Rl Control 

	Date and Time
	 19/07/2025

	Location 
	Bhopal

	Expected Attendees
	21

	 
	 



Q.13  Change Tracker – Document – Prepare one Sample 
Change Tracker document is used by the project team to log and track the change request made throughtout the life of project . 
We already discussed in our project if change request arise we have to implement the same so we have to keep log of the request we are changing throughout the project .
AS a BA when we are accepting any change Request we have to follow certain steps for that and taken certain approval .
	
	Date 
	Version Number
	Document Change
	Name
	Title
	Signature
	Approved by 

	 
	 
	 
	 
	 
	 
	 

	14.07.25
	1
	BRD
	Cmpany ABC Doc
	Company ABC
	 
	 PM

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 






Q.14 Difference between Traditional Development Model and Agile Development Model 
	Aspect
	 Traditional Development Model
	Agile Development Model

	 
	 
	 

	Development Approach 
	Linear and Sequential 
	Iterative and incremental 

	Flexibility and Adaptability
	Less Adaptable to change once initiated , Changes can be costly
	Accept Changes through out the development process , Flexibility is key principle

	Project planning 
	Detailed planning at the project start changes may be discouraged
	Incremental Planning welcomes changes , Planning revisited regularly 

	Delivery of Software
	Delivery at the end of the project 
	Software delivered in Small functional increments

	Client Involvement 
	At the Beginning and end
	Throughout the project

	 
	 
	 



Q.15  Explain Brainstorming Technique – Where to use    	   
Brainstorming  Technique  :-  
It s a Elicitation Technique ,  It is a open discussion in this first of all we take approval from product Manager to conduct a Brain Storming Session and then we send invitation for the meeting and we book calendar or zoom meeting for the specific date . We inform the team at least  a week or 10 days prior as peoples are busy and they have to mange time for meeting . We share problem also with the schedule Date and Time we have to send the invitation to max peoples as last minutes dropper are there  so if we require 15 Member in our meeting so we have to send the invitation to at least 18 – 20 Member as last minutes dropper are there .  These participants have at least experience of 5 yr  
Then during meeting we just come up with our problem and then they give us the solution and when they are giving us the solution they generally come up with 5 W 1 H , When where Who What ,When and How are covered here . In this session experts will give solution to our problem but it is not necessary that the problem will be solve 

Q.16   What Reports Account Departments will generate 
· Financial Statement   :-  If we are giving benefits to any employee we have to check its complete Financial Statement .
Bank Statement   ,ITR ,  Form16  ,Total Deduction  ,Current Liabilities  ,Other Source of income if any .Existing Loan 
These complete parameter comes under Financial Statement while Applying for a loan 
· Credit Report  :-   Company Check for CIBIL Score for the particular employee as CIBIL score itself support in understanding the capability of any person  . It also shows complete history for repayment of any loan 
· Collateral Evalution   :- If any loan require collateral than this report is important to check the capability of the borrower . Account officer check and create cash flow 
Projections.   
Q.17 What is the Structure of the Message /Mail Communication from the HR Department to the employee in case of loan is rejected  ?
Subject :- Loan Application Rejection  Notification
Dear John , 
This is to inform you that after checking all financial statements and after financial Evaluation, We regret to inform you that your Loan application has been rejected by the company ‘s loan approval committee . 

We understand that this is very disappointing but we want to ensure the decision was made after checking complete parameters your financial are not set as per requirement. Our HR Department provides you better guidance   and support if you require.

Please note that this decision will not affect you on your value as an employee and it will not impact on any Employee benefits with the company. 

If you have any question please feels free to reach out to the HR department and we will happier to assist you.
Thank you for your understanding

Best Regards
HR Department
TTS Company 


Q.18   What is the structure  of the message /Mail communication from the HR Department to the employee in case loan is Approved  ?
Subject Loan  Application Approval Notification 
Dear John
 We are pleased to inform you that your Application has been approved by the company loan Approval committee. Congratulation on this success. 

We have carefully reviewed your Application and considered various factors including financial standing, Employee history and the loan program eligibility criteria based on our assessment we are confident that the loan will assist you in achieving your financial  goals 
Details :-
 Loan Amount  15 lacs
Tenure :-  10 Yr
Repayment :- Monthly Emi 

Please review the loan application and associated term carefully . If you have any questions or require further clarification please do not hesitate to reach out to the HR Department  we are here to provide necessary support . 

We kindly remind you of your responsibity  to fulfill the loan repayment  obligation as per the agreed upon terms . 

We Appreciate your  prompt  attention to the loan agreement and adherence to the repayment schedule  . please feel free t approach HR Department for guidance and support . 
Once Again Congratulation on your loan Approval . We wish you every success in achieving your financial aspiration . 

Best Regards
HR Dept
TTs Company 



Q.19 Design a sample report on the loan application received by the account department 

	Loan Application id 
	Applicant Name
	Amount
	Status 

	Hl01
	John
	1500000
	Approved

	Pl02
	Ram
	100000
	Pending

	Al03
	Anthony
	400000
	Rejected 

	El04
	Meeth
	1500000
	Pending

	 
	 
	 
	 



Approved which met loan criteria and  eligible for disbursement
Rejected Means which does not met the criteria and declined 
Pending still under review and decision will be communicated soon 

Q.20  Which reporting tools we use for generating reports  
There are different reporting tools depends on factors such as Nature of data , Reporting Requirement , budget , User Skills Level .  Some of the popular tools commonly used for generating reports
Microsoft Excel :-   Excel is widely used spreadsheet software that offers powerful data analysis and reporting capabilities
Tableau :- Tableau is a leading data visualization and reporting tool that enables users to create interactive and visually appealing reports and dashboards
Power Bi :-  Power Bi developed by Microsoft is a business intelligence tool that allows user to connect transform and visualize data from different source . 
