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Q.1) What is the difference between Brainstorming and JAD Sessions?
Ans.1) 
	BRAINSTORMING

	JAD

	Brainstorming is used to generate creative ideas, solution or concepts for a specific problem or project
	JAD sessions are used to gather requirements, define project scope and streamline communication among stakeholders especially in software development

	Participants freely share their thoughts and 
ideas without immediate evaluation or 
criticism. The focus is on quantity and 
diversity of idea
Participants freely share their thoughts and ideas without immediate evolution or criticism. The focus is on quantity and diversity of ideas

	Facilitated by a leader,JAD session involve structured discussion and activities to extract detailed requirement and  specification

	It often takes place in an informal setting, encouraging open and imaginative thinking

	They are organized workshops that include stakeholders, end-users and development team in a focused environment

	The result is a collection of varied ideas that can be further redifened,evaluated and developed into potential solution
	The outcome is a documented and refined set of project requirements that serve as a foundation for development

	Brainstorming is used in creative processes problem solving and idea generation across various domains
	JAD session are commonly used in  software development projects to ensure clear understanding and alignment of project goals



Q.2) Why Document Analysis is one of the compulsory technique we use in a Project?
Ans.2) Document analysis is a crucial and often compulsory technique used in various projects across different domain for several reasons
1.) Information Gathering: - Documents containing valuable information, insights and data that can be crucial for understanding scope and requirement.

2.) Requirement clarification: - Ensuring clear understanding of project background

3.) Risk management:- Identifying potential challenges and develop strategies

4.) Legal & Regulatory compliance:- Many projects need to adhere legal and regulatory req.

5.) Stakeholders alignment: - Project involve multiple stakeholders and varying Interest and perspectives.

6.) Scope definition:- Outlining the project scope to manage expectation.

7.) Communication strategy:- Use documents for effective internal team communication

8.) Change management:- Evaluates impact of changes to make informed decisions.

9.) Decision making & Quality Assurance


Q.3) In Which Context we will use Reverse Engineering?
Ans.3) Reverse engineering is a process in which a product, system or component is analyzed and deconstructed to understand its underlying design, functionality and structure. It works on working backwards from the end product to uncover the details of how it was created, even when the original design or documentation is not really available.
Here are two common contexts where reverse engg is employed:
a.) Software development & maintenance: - Reverse engg is often employed in software development to understand the existing software system especially when the original source code is unavailable.

b.) Product analysis & competitor research: - Reverse engineering often helps businesses understand their own product by dissecting them, revealing design, functionality and areas of improvement.


Q.4) What is the difference between Brainstorming and Focus Groups?
Ans.4) 



	            Brainstorming 
	                   Focus Group

	Brainstorming focuses to generate multiple & creative ideas or solution to a specific problem
	To gather qualitative insights, opinions and feedback on a particular topic, product or concepts

	Multiple participants sharing ideas without immediate evaluation or criticism
	Structured discussion led by the moderator focusing on participants and opinions or experience guided by set of questions

	Brainstorming can be conducted through a small or large groups

	Typically involves large groups of participants

	Interaction among participants is encouraged but main goal is idea generation
	Participants interact with each other sharing their opinions and discussing viewpoints

	Emphasis on creative and diverse ideas quantity of ideas is prioritized

	Participants provide detailed insights, opinions and qualitative feedback

	Typically conducted in the early stage of the requirement
	It is often used in the research and feedback gathering




Q.5) Observation Technique – Explain both Active and Passive approaches?
Ans.5) Business analyst use observation technique to gather information by watching & understanding workplace activities.
It is used to identify needs and opportunities, understand business processes create performance standards, asses solution performance and facilitate training and development. It can be performed in either in user work place environment or in recreated workplace environment.
There are two approaches for observation technique:
Active approach: - While observing an activity the observer can ask any questions as that occur despite this interruption to the workflow, the observer cab quickly understand the reasoning and any undocumented process within the activity.
Passive approach: - In this approach the observer does not disturb or interrupt the work while the user is performing the work, any question would be asked once the observation is over. This allows the natural flow of events to be observed as well as the measurement of time and quality of work.


Q.6) How do you conduct the Requirements Workshop?
Ans.6) A requirement gathering workshop is a structured, Interactive session where business analyst, system analyst and project manager collaboratively work with stakeholders to identify, refine and document essential project requirement.
The primary goal, focus and objective of a requirement workshop is to achieve and understand the project objectives, scope and key deliverables among all stakeholders
Icebreaker activities: - These foster a collaborative and open environment, encourage participants to introduce themselves and share expectations.
Present project overview: - Provide overview of the project, its goals and context in which it will be implemented.
Discuss end user needs: - Use techniques like brainstorming, mind mapping, process analysis and process modelling
Define functional/non-functional requirement: - Use techniques like use case, user stories or process mapping
Document and summarize: - Document the gathered requirement in a clear and organized manner.
Assign Responsibilities: - Assign responsibilities for further analysis, validation and implementation of the requirement.

Q.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?
Ans.7) 
Interview technique can be used to verify the fact, clarify ambiguity, trigger enthusiasm, engage end user, identify re, and opinions and ideas. It is used to get more information from the people in a formal or informal setting by asking questions and documentation 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 interview

Structured interview:-In which the interviewer have predefined set of questions
Unstructured interview: - In which the interviewer does not have predefined set of questions. Questions may vary based on the stakeholder responses
Open ended questions: -Those provide respondents with open room and provide space in which they can construct their own responses.
Closed ended questions: - Often the responses will be in a single word or less elaborative, interviewer are not looking for large explanation or an elaboration to the question

 Q.8) Questionnaire Technique – Where we will use? Give one example?
Ans.8) The data collected from the data collection questionnaire can be both qualitative as well as quantitative in nature. A questionnaire may or may not be delivered in the form of survey, but a survey always consists of questionnaire.
A survey or questionnaire is used to elicit business analysis information including about the customer, products, work practices and attitudes from a group of people and relatively for short period of time.
Surveys are preferred elicitation techniques when faced with a large number of stakeholders are geographically dispersed and you need to gather the same information from them.

Example:
1. How many times you have visited the website in past months?
         None
         Once
         More than once

2. What is primary reason for your visit to website?

To make a purchase

To find information before purchasing the product

     3.Who did you purchase this product for?
           Self
           Family member
           Friends
          Colleague
          On behalf of a business’
          Others
    

Q.9) How to Sort the Requirements – Where we will use? Give one example?
Ans.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 requirement are removed which is known as sorting of requirements. The process for sorting is:
1. Identification of requirements
2. Dividing identified requirements into functional and non-functional requirements
3. If identified requirements are similar then they are put together and removed
We will sort the requirements in two ways such as functional and non functional requirements 
Functional requirements define a function that s system must be qualified to perform and must be documented in different form. Functional requirements describe the behavior of the system as it is corrected by the system functionality.
Examples of functional requirements are authentication, business rules, Audit tracking, certification requirements, transaction correction.
Non-Functional requirements are not related to software functional aspect,they can be necessities that specify the criteria that can be used to decide the operation instead of specific behaviors of the system
Examples: - Usability, reliability, security, storage, cost, flexibility, configuration, performance, legal or regulatory requirements etc.

Q.10) Prioritize the Requirements – –Where we will use? Give one example?
Ans.10) Large software systems has a few hundreds of thousands of requirements. Neither are all requirements equal nor do the the implementation team have resources to implement all the described requirements. There are several constraints such as limited resources, budgetary constraints, feasibility etc. which brings the need to prioritize the requirement.
So, with these priorities it would be logical to prioritize it with the help of technique known as MOSCOW.
MOSCOW method works better than numeric rating system as it is much easier for the stakeholders to rate the requirements as Must, Should, Could or Would.

MUST(M)
Define a req. that has to be satisfied for the final solution to be acceptable eg. The HR system ‘must’ store employee leave history.
SHOULD(S)
This is high-priority requirement that should be included if possible, within the delivery time frame. Workaround may be available for such req. and they are not usually considered as time-critical or must have.E.G:- The HR system ‘should’ allow printing of leave letters.
COULD(C)
This is a desired or nice to have req. permitting time & resources.
e.g.: - The HR system could have notification on pending leave dates
WOULD(W) or WONT(W)
This represents a req. that stakeholders want o have but have agreed to not have in the current version of the system.
e.g.: - The HR system ‘wont’ support remote access but may do so in the next release.

Q.11) Weekly status reporting – How we will drive?
Ans.11) A weekly report, also known as weekly check-in is a communication tool that project managers use to keep tabs on their employee work experience. While a team lead can check weekly status report in person or easier to do it online.
A weekly status report is a complete overview of your week at work covering the work you have competed, ones that are still in progress and coming plans of future
A weekly report of your workweek and provides a summary of what you completed, what project are in projects in progress and plans that outline your workflow for the next week.
Typically, weekly reports are brief and concise and only one page long.Most professional send weekly reports on Friday afternoons to establish consistent communication with team members and supervisors
Additionally, a weekly report can benefit both you and your employer by providing insight onto important aspects of the work you complete.

Project Management Weekly Status Report Template

	                                                    Completed items

	Project
	Task
	Team member
	Estimation
	Notes

	
	
	
	
	

	
	
	
	
	

	                                                     In Progress

	Project
	Task
	Team member
	Estimation
	Notes

	
	
	
	
	

	
	
	
	
	

	                                              Assigned but not started

	Project
	Task
	Team member
	Estimation
	Notes

	
	
	
	
	

	
	
	
	
	




Q.12) Meeting Minutes Document – prepare one Sample?
Ans.12) Members have to create an official record of all the action taken at a meeting. Minutes serve to both memorialize the action taken for those attending the meeting as well as for those who were unable to attend the meeting.
Meeting minutes are notes that are recorded during a meeting. They highlight issues that are discussed, motions proposed or voted on, and activities to be undertaken.

Meeting Agenda
	Meeting/Project Name
	Sprint review meeting
	
	

	Date of meeting
	
	Time
	

	Meeting Facilitator
	Business analyst
	Location
	



	A. Meeting Objectives



1. Discussion status of sprint
2. Discussion progress report of project
3. Discuss about impediments if any
4. Suggest solution



	B. Attendees

	Name
	Department
	E-mail
	Phone

	Sumit
	Development
	Sumit123@yahoo.com
	xxxxxxxxxxxxxxx

	Kristina
	Technical team
	xxxxxxxxxxxxxxxxx
	xxxxxxxxxxxxxxx

	Pankaj
	Business analyst
	xxxxxxxxxxxxxxxxx
	xxxxxxxxxxxxxxx


-


	C. Meeting Agenda

	Topic
	Owner
	Time

	Discussion about action or sprints
	Development team
	

	
	
	




Q.13) Change Tracker – Document - – prepare one Sample?
Ans.13) The role of BA in change request is very important as the change request has complexity across business projects and may come before ,during or after the execution of solution
Below are the steps to follow:
1. Understand the reasons for the change
2. Understand the impact of the change
3. Understand the efforts required to implement the change
4. Ensure that the change request follows the predetermined approval process.

Q.14) Difference between Traditional Development Model and Agile Development Models?
Ans.14) Traditional development Model: -
                  Used to develop software
                  In this testing is done once the development phase is totally completed
                  It provides less security
                       It provides less functionality in the software
                      It supports fixed development model
                      Development cost is less
                      It consists of five phases
                      Expectation is favored in traditional model
                      Product delivered at the end of the project
                      It is rigid to accept the change
Traditional model focuses on linear approach. I Agile world, this project management approach is often known as the waterfall approach. In traditional method all the project phases are completed in sequential order. This rigid, top-down approach contains some fixes stages, such as plan, design, build, testing, user acceptance, deployment, release etc.
In this requirements are fixed and budget is less and time get agreed on earlier. For tis reasons teams often face budget and timeline problems with this approach. You can’t use traditional project management to develop complex project.

Agile model: - 
In Agile project management project is the time boxed iteration. The iteration last for maximum of a calendar month. And after each iteration, you ll get a new relatable product increment. Agile project, management focuses more on implementing the client feedback and reviewing the product periodically customer collaboration is a vital factor in agile. It doesn’t follow a plan blindly and responses to changes quickly.
Today agile methodology comes with different methods and framework for project management.
For example, Scrum, Kanban and scrum are great example of popular agile project methods.
It is used to develop complicated software
In this testing & development process are performed concurrently
In provides less high security
It provides all functionality needed by the users
It supports changeable development model
Development cost is higher
It consists only three phases
Adaptability is favored in the agile methodology
Product delivered frequently within couple of weeks to couple of months
Change is accepted even late in the development stage
Model based on agile development-Scrum,xp

Q.15) Explain Brainstorming Technique – Where to use?
Ans.15) The basic idea of the brainstorming is to find a conclusion for a specific problem by gathering a list of ideas spontaneously by its member.
In other words, brainstorming is a situation where a group of people meet to generate new ideas and solutions around a specific domain of interest by removing inhibitions.
These meeting are used to solve a problem, inventing new product or product innovation etc.
1) Nominal group technique: - In this technique participants are used to write their ideas anonymously, then the facilitator collects the ideas and group votes on each idea.

2) Group passing technique: - In this technique each person in a circular group writes down one idea and then passes the piece of paper to next person who ass something on it.

3) Team idea mapping method: - This method works on the principle of association and may improve collaboration and increase the quantity of ideas.

4) Directed brainstorming: - Directed brainstorming is variation of electronic brainstorming. It can be done manually or with computers

Brainstorming is a creative technique to find a solution or to understand the need of requirement by group of people, As a BA by using brainstorming we can 
gather the ideas and can find creative solution for problems in short time.

Prepare for brainstorming: - Have clear and concise objective and generate as many ideas.
Conduct brainstorming session: - Share new ideas without any discussions or criticism.
Wrap up the brainstorming: - Once the time limit is reached create a list of ideas and eliminate the duplicates, Rate the ideas and prioritize using voting and distribute the final list of ideas.




Q.16) What reports Accounts Departments will generate (minimum 5 reports)?
Ans.16) The accounts department will generate are:
Profit & loss statement/Income statement:
The most important report for any business is the profit and loss statement, also called a P&L or income statement. This report tells you how much money a business makes, as well as a lot more.
Balance sheet:
A balance sheet gives you a snapshot of what a business has and owes at any given time. For small businesses, assets typically include things like bank accounts receivables, and possibly an investment account.
Accounts receivable aging
You don't work for free, and your business isn't a charity. Doing the work and sending the invoice is just part of the battle. You also have to make sure those payments and collected. 
Revenue by customer:
Just as you should be looking at who owes you money, you should be looking at who gives you the most of it. Your revenue by customer report tells you how much you made from each customer over a period of time.

Accounts payable aging:
You probably wouldn't like it if a company took too long to pay you. Do your vendors a favor and pay them on time as well. Your A/P aging report tells you who you owe and how much.

Q.17) What is the structure of the message/mail communicated from the HR department to the employee in case the Loan is rejected?
Ans.17) Clear Subject line:
Loan applications undergo a thorough evaluation process, and several criteria impact the final decision. Insufficient credit score ranges (typically below 620 for conventional loans) often lead to rejections. Debt-to-income ratios exceeding the recommended 43% can also hinder approval chances. In addition, inconsistent employment history (such as frequent job changes within the last two years) raises red flags for lenders. Lastly, inadequate documentation (missing tax returns or bank statements) can impede the verification of financial stability, resulting in unfavorable outcomes for prospective borrowers.
Personalized Greeting:
Loan rejection communications should maintain a professional tone while also conveying empathy. A personalized greeting can set the right tone for such a message. Begin with the recipient's name, ensuring you spell it correctly, to establish a connection. Incorporate a phrase that acknowledges their effort and time spent on the loan application process. This can help soften the impact of the rejection and show that their situation was considered thoughtfully. For example: "Dear [Recipient's Name], thank you for taking the time to submit your loan application and for considering [Company Name] as your financial partner.
Reasons for Rejection:
Loan applications often face rejection due to several factors, including credit score. A credit score below 620, often classified as subprime, can indicate higher risk to lenders like banks or credit unions. Additionally, high debt-to-income ratio, typically above 40%, suggests borrowers may struggle to manage debt obligations. Employment stability is crucial; frequent job changes within a year may raise red flags. Insufficient income documentation can weaken an application, especially when lenders require proof of consistent earnings. Furthermore, lack of collateral might limit options for secured loans, resulting in denial for unsecured loan applications
Encouragement to Reapply:
Loan rejection letters often convey disappointment and discourage applicants. However, a well-crafted letter can motivate individuals to explore other options or reapply in the future. Providing encouragement and outlining alternative solutions is essential for maintaining a positive relationship with potential borrowers. Notable factors to include are clear reasons for rejection, potential improvement areas, and insights into alternative financing programs like secured loans or government assistance. Additionally, framing the rejection as a stepping stone toward future acceptance creates a nurturing atmosphere that fosters resilience and continued engagement with financial institutions.
Q.18) What is the structure of the message/mail communicated from the HR department to the employee in case the Loan is approved?
Ans.18) The approval letter should include important details about the loan, such as the loan amount, repayment terms, and interest rate. It should also clearly state that the loan has been approved by the company and authorized by you as their employer.
Providing an approval letter can help to clarify the terms of the loan and protect both you and your staff by ensuring that everyone is on the same page regarding the loan. It may also be required by your company’s loan policy or local laws and regulations.
Factors considering when writing a loan approval letter:
1. Loan Amount: Clearly state the amount of loan that has been approved for the employee.
2. Interest Rate: Mention the interest rate that will be charged on the loan amount.
3. Repayment Schedule: Provide the repayment schedule for the loan, including the number of installments, frequency of payments, and due dates.
4. Payment Method: Specify the payment method for the loan, whether it will be deducted from the employee’s salary or paid through another means.
5. Loan Purpose: Mention the purpose of the loan and any restrictions on its use.
6. Loan Term: Indicate the length of time the loan will be available to the employee.
7. Late Payment Penalties: Clearly state the consequences of late or missed payments, including any applicable penalties or fees.
8. Contact Information: Provide your contact information in case the employee has any questions or concerns about the loan.

Q.19) Design a sample report on the Loans Applications Received by the accounts department?
Ans 19)

             SAMPLE REPORT FOR BANK LOAN APPLICATION LETTER

To,
The Bank Manager
[Name of the Bank]
[Name of the branch]
[Address of the bank]
Date:
Sub: [Application for home loan]
Respected Sir/Madam,
I am……………..[Your name],I am having savings account holder with your branch for 5 years.I am service man, My monthly salary is deposited in the bank account. I always maintain a good balance in my account.But I need a loan for…………..[Purpose of the loan].I am requesting you for an amount of Rs…………….as a loan.I have enclosed all the required documents as you instructed earlier.I have read and agreed on the terms & conditions of the bank. I am waiting for positive response from you.

Thanking you
Yours sincerely
[Name of the Applicant]
Contact details

 When seeking a bank loan for your business venture, a well-structured Project Report is essential. It serves as a comprehensive guide for the bank, helping them understand the business’s objectives, financial viability, and repayment potential. Below is an overview of the key elements that should be included in a project report for a bank loan application.
1. Project Synopsis:
The project synopsis provides a brief yet detailed summary of the proposed venture. It should highlight the main goals, objectives, and scope of the project. This section should also explain the product or service being offered, the location of the business, and the rationale for pursuing the project.
2. Proprietor details:
 This section includes essential information about the project’s owner(s). It should cover the proprietor’s background, qualifications, experience, and any relevant past business endeavors. Lenders will use this information to assess the capabilities and reliability of the project’s leadership
3. Executive Summary:
       The executive summary is a condensed version of the entire project, summarizing the core aspects of the venture. It should briefly describe the business opportunity, the capital required, how the funds will be used, and the expected outcomes. This section gives the bank a quick overview of the project.
4. Business Profile:
 The business profile section provides details about the nature of the business, the industry it operates in, and its organizational structure (e.g., sole proprietorship, partnership, corporation). It also includes the company’s mission, vision, and long-term goals, setting the stage for understanding the business’s direction.
5. Market Analysis:
       Market analysis offers a comprehensive look at the target market. This includes market size, growth potential, customer demographics, and trends. It should also include a competitor analysis, discussing the strengths and weaknesses of competitors and identifying opportunities for differentiation in the market.
6. Production Process:
       This section outlines how the product or service will be created. It describes the production steps, technologies involved, necessary machinery, and timeframes. A clear understanding of the production process is critical for demonstrating operational efficiency.
7. Fixed Capital Investment:
 This part covers the upfront costs associated with setting up the business, including expenses for land, buildings, machinery, and other fixed assets. It’s crucial for the bank to understand how these investments will contribute to the project’s success over the long term.

8. Working Capital:
 Working capital refers to the funds necessary for day-to-day operations, such as raw materials, wages, utilities, and other operational expenses. This section provides a breakdown of the short-term capital needed for smooth business operations and helps the bank assess liquidity.
 
9. Cost Statement:
        A cost statement details all expenses involved in producing goods or services. It breaks down both direct and indirect costs, such as raw materials, labor, and overheads. This helps the bank evaluate the financial feasibility of the project.

10. Conclusion:
 The conclusion summarizes the overall viability of the project, reaffirming the reasons for the loan request and outlining how the business will meet its financial obligations. It reinforces the project’s strengths and long-term potential, giving the bank confidence in the borrower’s ability to repay the loan.



Q.20) Which reporting Tools we will use for generating reports?  
Ans.20) 
In today's data-driven world, loan data analytics plays a crucial role in gaining valuable insights and making informed decisions. To effectively analyze and visualize loan data, tools like Power BI, Tableau, and Excel provide powerful capabilities   
Power BI: Power BI is a robust business intelligence tool that allows you to connect to various data sources, including loan data, and create interactive reports and dashboards. With its intuitive drag-and-drop interface, you can easily design visually appealing visualizations such as charts, graphs, and maps. Power BI also offers advanced features like data modeling, DAX formulas, and natural language queries, enabling you to explore and analyze loan data from different perspectives.
Tableau: Tableau is another popular data visualization tool that empowers users to create dynamic and interactive loan data reports. With its drag-and-drop functionality, you can quickly build visualizations and dashboards that highlight key loan metrics and trends. Tableau offers a wide range of visualization options, including bar charts, scatter plots, and heat maps, allowing you to present loan data in a visually compelling manner. Additionally, Tableau's data blending capabilities enable you to combine loan data with other relevant datasets for comprehensive analysis.
Excel: Excel, a widely used spreadsheet software, also provides powerful features for loan data reporting. With Excel's functions and formulas, you can perform calculations, create pivot tables, and generate charts to visualize loan data. Excel's conditional formatting allows you to highlight important loan metrics based on predefined criteria. Furthermore, Excel's collaboration features enable you to share loan data reports with colleagues and stakeholders, facilitating effective communication and decision-making.
To illustrate the benefits of using these tools, let's consider an example. Suppose a lending institution wants to analyze its loan portfolio's performance across different regions. Using Power BI, they can connect to their loan data source, create visualizations like a regional sales map, and drill down into specific regions to identify trends and patterns. With Tableau, they can build interactive dashboards that provide a comprehensive overview of loan metrics, such as loan approval rates, default rates, and average loan amounts. Excel can be used to perform in-depth calculations, such as calculating loan-to-value ratios or analyzing loan repayment schedules.
leveraging data reporting tools like Power BI, Tableau, and Excel empowers organizations to gain valuable insights from loan data. These tools offer a range of features and visualization options, enabling users to create interactive and dynamic loan data reports. By effectively analyzing and visualizing loan data, organizations can make data-driven decisions and optimize their loan portfolio management.























