
Q1. Brainstorming and JAD Sessions
Brainstorming:
Definition: Brainstorming is a creative requirement elicitation technique where a group of stakeholders, team members, or subject matter experts gather to generate as many ideas as possible about a problem, solution, or product feature.
Characteristics:
· Conducted in an informal setting to encourage free flow of thoughts.
· No criticism or evaluation of ideas during the session.
· Focus is on quantity of ideas, with the assumption that more ideas increase the likelihood of finding innovative solutions.
· The Business Analyst (BA) usually acts as a facilitator and scribe, recording all ideas for later evaluation.
Use Cases:
· Used in the early stages of requirement gathering when the scope is not well defined.
· Effective in exploring new product features, innovative approaches, or alternative solutions.
Advantages:
· Encourages participation and creativity from all levels.
· Surfaces ideas that may not appear in structured discussions.
Limitation:
· Ideas generated are raw and unstructured. They need to be filtered, analyzed, and validated in later stages.

Joint Application Development (JAD) Sessions:
Definition: JAD is a structured workshop technique where business stakeholders, subject matter experts (SMEs), end-users, and technical teams collaboratively define, analyze, and finalize requirements under the guidance of a BA (facilitator).
Characteristics:
· Formal and time-boxed workshops with a pre-defined agenda.
· Facilitated discussions led by the BA, with support from scribes to document requirements.
· Requires participation from cross-functional stakeholders (business + IT + end-users).
· Aim is to resolve conflicts, prioritize requirements, and reach consensus.
Use Cases:
· Used in detailed requirement gathering and validation stages.
· Effective for projects with multiple stakeholders where alignment is crucial.
Advantages:
· Provides a single version of truth as requirements are discussed and agreed upon in real-time.
· Saves time compared to multiple rounds of interviews and reviews.
Limitation:
· Requires significant planning and stakeholder availability.
· Can be costly and challenging to organize for large, geographically dispersed teams.
Key Differences between Brainstorming and JAD Sessions:
	Aspect
	Brainstorming
	JAD Sessions

	Objective
	Generate as many ideas as possible.
	Finalize, validate, and document requirements.

	Structure
	Informal, unstructured, creative.
	Formal, structured, agenda-driven.

	Participants
	Can be anyone with knowledge/interest in the problem.
	Business stakeholders, SMEs, end-users, technical teams.

	Facilitation
	Minimal – BA captures ideas.
	Strong facilitation required by BA to manage discussions and conflicts.

	Output
	Pool of raw, unfiltered ideas.
	Documented, validated, and agreed requirements.

	Stage of Use
	Early requirement elicitation / idea exploration.
	Mid-to-late requirement analysis / finalization stage.



4. Scenario
When a company wants to design a ‘Mobile app for Online Agriculture Product Sales’
· In the Brainstorming session, stakeholders may throw ideas like: 
· Add multi-language support
· Provide EMI payment options
· Add crop advisory features
· In the JAD session, business stakeholders, IT team, and end-users would sit together to discuss: 
· What are the mandatory payment methods?
· How will order tracking work?
· What data validations are needed?
Q2. Document Analysis
Definition of Document Analysis:
· Document Analysis is a requirement elicitation technique where the Business Analyst studies existing documentation, such as process manuals, standard operating procedures (SOPs), business reports, system specifications, user guides, and previous project documents.
· It helps in understanding the current state of the system (“As-Is”), existing processes, and business rules before capturing new requirements.
Importance of Document Analysis in a Project:
· Foundation for Requirement Gathering:
· Documents serve as the first source of truth about the business, its processes, and its history. By analyzing them, a BA gains contextual knowledge before engaging stakeholders.
· Identifying Existing Processes & Gaps:
· It helps the BA understand what is currently being done, where inefficiencies exist, and which areas need improvement. This prevents reinventing the wheel and ensures new requirements are aligned with reality.
· Validating Stakeholder Input:
· Stakeholder interviews or workshops may sometimes be biased, incomplete, or based on assumptions. Document analysis provides factual evidence to cross-check requirements.
· Compliance and Audit Needs:
· In regulated industries like Banking, Finance, Insurance, or Healthcare, documentation ensures that the BA captures compliance requirements (e.g., AML/KYC rules, data privacy, audit trails). Missing these can lead to legal or financial penalties.
· Saves Time & Cost:
· Instead of starting from scratch, studying existing documents provides a head-start, especially for new BAs or in projects with limited stakeholder availability. This reduces rework and accelerates requirement elicitation.
Types of Documents Analyzed by a BA:
· Business process documents (SOPs, workflows, policy manuals).
· Requirement specifications from earlier projects.
· Functional and non-functional specifications.
· Change requests, defect logs, and support tickets.
· Business reports, financial statements, compliance documents.


Example: 
When a BA is working on Employee Loan Management System
· By analyzing HR policy documents, the BA understands eligibility criteria for loans (e.g., minimum 2 years of service, maximum loan amount as % of salary).
· By reviewing finance/accounting manuals, the BA learns about existing payroll deduction rules.
· By studying previous loan-related emails, the BA identifies pain points, such as delays in approval communication.
This background allows the BA to ask the right questions during stakeholder interviews and ensures no critical compliance requirement is missed.
Advantages of Document Analysis:
· Provides objective, fact-based information.
· Helps in identifying business rules and constraints.
· Reduces dependency on stakeholder memory or availability.
· Acts as a baseline reference throughout the project lifecycle.
Limitations:
· Documents may be outdated or incomplete if not maintained properly.
· Requires interpretation skills; raw documents may not provide context.
· Should always be combined with other techniques like interviews or workshops for completeness.
Conclusion:
Document Analysis is compulsory because it equips the BA with prior knowledge, validates stakeholder inputs, ensures compliance, and accelerates requirement elicitation. It is a cost-effective and reliable way to capture factual information and serves as a strong foundation for further requirement gathering.


Q3. Reverse Engineering
Definition of Reverse Engineering:
· Reverse Engineering is a requirement elicitation and analysis technique where an existing system, application, or product is studied to extract knowledge about its functionality, design, data flows, or business rules, when formal documentation is missing, incomplete, or outdated.
· It is essentially the process of working “backwards” from the final system to understand how it works.
Contexts Where Reverse Engineering is used
1. Legacy System Modernization:
· When an organization relies on old, undocumented systems (e.g., mainframe, COBOL systems).
· Documentation may not exist, or the SMEs who developed it may no longer be available.
· Reverse engineering helps in understanding system workflows, dependencies, and business rules before migration.
2. System Integration Projects:
· When integrating third-party applications with existing in-house systems, reverse engineering helps discover interfaces, APIs, and data structures to design proper integration points.
3. Compliance and Audit Requirements:
· Regulators may ask for a system’s compliance check. Reverse engineering helps uncover hidden processes (e.g., how data is masked, encrypted, or validated).
4. Requirement Elicitation in the Absence of Stakeholders:
· When users or SMEs are not available to explain a system, the BA can analyze the system behavior, reports, and outputs to infer requirements.
5. Understanding Competitor Products (Ethically):
· Companies sometimes study competitor products at a high level (without violating IP laws) to understand features and workflows, which can guide product improvement.
6. System Maintenance or Enhancement:
· When adding new features to an existing system, developers and BAs may use reverse engineering to understand code modules, database schema, or data flow so that enhancements do not break existing functionality.
Techniques Used in Reverse Engineering:
· Code Analysis: Studying program code or database schema to identify functions, dependencies, and logic.
· System Behavior Observation: Inputting data and analyzing system output.
· Report/Log Analysis: Reviewing logs, error reports, and transaction history.
· Prototyping: Building a quick model of how the system behaves to document requirements.


Example:
· In the Employee Loan Management System, suppose TTS Company already has a small internal loan tracking tool built years ago with no proper documentation.
· A BA may conduct reverse engineering by:
· Reviewing system screens and outputs to infer loan eligibility rules.
· Checking payroll deduction modules to understand repayment logic.
· Analyzing database tables to identify loan record structures.
· This knowledge helps in building the new, modern system with correct rules intact.
Advantages of Reverse Engineering:
· Helps uncover hidden or undocumented business rules.
· Critical for understanding legacy systems.
· Reduces risk of missing requirements.
· Acts as a baseline for system replacement or integration projects.
Limitations:
· Time-consuming, especially if the system is complex.
· Requires strong technical skills (SQL, system analysis, code reading).
· May not uncover the full business context—only what the system currently does.
Conclusion:
Reverse Engineering is most often used in contexts where documentation is missing, outdated, or stakeholders are unavailable, especially in legacy system replacement, system integration, and compliance projects. It ensures that critical business rules and functionalities are not lost when transitioning to new systems.


Q4. Difference between Brainstorming and Focus Groups
1. Brainstorming:
· Definition: Brainstorming is a creative technique used to generate a large volume of ideas in a short time by encouraging participants to think freely without judgment.
· Key Features:
· Conducted in an informal setup.
· Participants are encouraged to share ideas spontaneously.
· Focus is on quantity over quality at the initial stage.
· Criticism is not allowed during the session to maintain creativity.
· Purpose: To surface innovative or diverse ideas that can later be refined and evaluated.
· When Used: During the initial stages of requirement gathering, product ideation, or when new solutions/features are being explored.
2. Focus Groups:
· Definition: A Focus Group is a structured discussion where a small group of pre-selected stakeholders or end-users provide opinions, perceptions, and feedback about a product, service, or requirement.
· Key Features:
· Usually involves 6–12 participants who represent the target user segment.
· Discussion is moderated by the BA or facilitator to ensure alignment with objectives.
· Feedback is more qualitative, focusing on user attitudes, expectations, and experiences.
· Unlike brainstorming, focus groups emphasize depth of insights rather than generating a high number of ideas.
· Purpose: To gather opinions, attitudes, preferences, and user feedback about specific product features, prototypes, or requirements.
· When Used: During requirement validation, market research, usability testing, or when multiple stakeholder perspectives need to be compared.
Key Differences Between Brainstorming and Focus Groups:
	Aspect
	Brainstorming
	Focus Groups

	Objective
	Generate as many creative ideas as possible.
	Collect feedback, attitudes, and preferences about requirements or product features.

	Structure
	Informal, free-flowing idea generation.
	Structured, moderated discussion with guided questions.

	Participants
	Can be a mix of stakeholders, team members, SMEs.
	Pre-selected group representing actual or target users.

	Output
	A pool of raw, creative ideas for consideration.
	In-depth qualitative insights and user feedback.

	Stage of Use
	Early stages (ideation, problem exploration).
	Later stages (requirement validation, product feedback).

	Facilitation
	Minimal guidance, emphasis on creativity.
	Strong facilitation with specific questions.


Example:
· Brainstorming Case: For an Online Agriculture Products Store, a BA conducts brainstorming with farmers and the IT team. Ideas generated include: 
· Adding multi-language support
· Weather-based crop suggestions
· UPI payments
· Delivery tracking.
· Focus Group Case: Later, the BA organizes a focus group with 10 farmers to evaluate:
· Would farmers prefer UPI payments over cash?
· How important is regional language support?
· What problems do they face in existing agriculture apps?
Thus, brainstorming helps create ideas, while focus groups help evaluate and refine them.
Advantages & Limitations:
· Brainstorming Advantages:
· Encourages creativity and innovation.
· Surfaces unexpected or out-of-the-box ideas.
· Brainstorming Limitations:
· Ideas may be impractical or irrelevant without filtering.
· Focus Group Advantages:
· Provides real user insights.
· Helps validate assumptions and refine requirements.
· Focus Group Limitations:
· Participants may be biased or influenced by dominant voices.
· Insights may not be statistically representative if the group is too small.
Conclusion:
Brainstorming and Focus Groups are both powerful elicitation techniques but serve different purposes at different stages. Brainstorming is best for generating raw ideas in an open environment, while Focus Groups provide structured feedback from actual or representative users to validate requirements or designs.


Q5. Observation Technique – Active and Passive approaches
Definition of Observation Technique:
· Observation is a requirement elicitation technique where the Business Analyst (BA) studies how end-users actually perform their day-to-day tasks, processes, or system interactions in the real working environment.
· It helps the BA capture the true “as-is” process, including actual workflows, bottlenecks, and exceptions that users may not articulate during interviews or workshops.
Active Observation (Participative Observation):
· The BA directly interacts with the process, sometimes even performing the tasks alongside the end-user.
· The BA can ask questions in real-time, clarify doubts, and explore variations as they observe the work.
· Often referred to as “Participant Observation” because the BA participates actively in the activity.
· Advantages:
· Provides in-depth understanding of processes.
· Allows the BA to ask follow-up questions immediately.
· Builds trust and rapport with end-users.
· Disadvantages:
· Can be disruptive to the user’s work.
· May introduce bias, as users might change behavior because they are being observed.
· Example: In an Employee Loan Management System project, the BA sits with an HR officer while they process a loan request in the current system. The BA asks clarifying questions like: “How do you check eligibility?”, “What happens if an employee doesn’t meet the criteria?”
Passive Observation (Non-Participative Observation):
· The BA acts as a silent observer, watching users perform tasks without interfering or asking questions during the process.
· The BA takes notes, records steps, and later discusses unclear points with the user.
· Often referred to as “Fly on the Wall” observation.
· Advantages:
· Provides an unbiased view of how users truly perform tasks.
· Non-disruptive to the workflow.
· Disadvantages:
· BA may miss important details since they cannot clarify in real-time.
· Requires follow-up sessions to confirm observations.
· Example:
· In the Online Agriculture Products Store project, the BA quietly observes how farmers browse through the product catalog and place orders on the current app without interrupting them. Later, the BA discusses issues like “Was it easy to find fertilizer options?”

Comparison between Active & Passive Observation:
	Aspect
	Active Observation
	Passive Observation

	Interaction
	BA participates and asks questions.
	BA silently observes without interference.

	Disruption
	May disrupt normal workflow.
	Minimal disruption to users.

	Detail Captured
	Rich, real-time clarification possible.
	Limited to what is visible to the observer.

	Bias Possibility
	Higher (users may alter behavior).
	Lower (users behave naturally).

	When to Use
	Complex tasks needing detailed understanding.
	Routine/repetitive tasks where unbiased observation is key.



Benefits of Using Observation Technique Overall:
· Captures actual workflow, including exceptions and workarounds.
· Identifies gaps between documented processes and real-world practices.
· Helps BAs discover tacit knowledge—things users don’t verbalize but do instinctively.
Limitations of Observation Technique:
· Time-consuming, especially for processes with long cycles.
· Some tasks may be confidential or not easily observable.
· Observer bias or user discomfort may affect accuracy.
Conclusion:
Observation, whether active or passive, is a valuable elicitation technique to uncover the real as-is processes beyond what stakeholders say in interviews or documents. Active observation is best for detailed and interactive understanding, while passive observation is ideal for unbiased, natural insights into user behavior.


Q6. Conducting the Requirements Workshop
Definition of Requirements Workshop:
· A Requirements Workshop is a structured, collaborative session where the Business Analyst (BA) brings together stakeholders, subject matter experts (SMEs), end-users, and sometimes technical teams to gather, analyze, and agree on requirements for a project.
· Unlike informal meetings, workshops are time-boxed, agenda-driven, and outcome-focused.
Steps to Conduct a Requirements Workshop:
Step 1 – Preparation (Before the Workshop):
· Define Objective & Scope: Clearly state the purpose of the workshop (e.g., “Capture functional requirements for Employee Loan Management System loan approval module”).
· Identify Participants: Select the right mix of stakeholders: business users, SMEs, IT representatives, testers, and decision-makers.
· Plan Logistics:
· Decide on the format (in-person/virtual).
· Arrange tools like whiteboards, sticky notes, collaboration software (e.g., Miro, MS Teams).
· Prepare Agenda: Structured agenda with time slots for each discussion topic.
· Pre-Read Materials: Share process documents, initial requirements, or prototypes with participants so they come prepared.
Step 2 – Execution (During the Workshop):
· Kick-Off:
· BA introduces the objectives, rules of participation, and expected outcomes.
· Encourage open communication, while keeping discussions focused.
· Facilitate Discussions:
· BA uses elicitation techniques like brainstorming, use-case walkthroughs, role-playing, or process mapping.
· Ensure all voices are heard (avoid dominance by a few participants).
· Capture Requirements:
· Record requirements in real-time using tools like requirement templates, sticky notes, or requirement management software.
· Clarify business rules, dependencies, and constraints.
· Resolve Conflicts:
· If disagreements arise, BA facilitates healthy discussion and seeks consensus.
· Summarize Outcomes: At the end of each session, recap decisions, pending items, and next steps.


Step 3 – Post-Workshop Activities (After the Workshop):
· Document Outcomes: Compile meeting notes, requirement lists, process diagrams, or user stories created during the workshop.
· Validate with Participants: Share the workshop summary for review and confirmation.
· Follow-Up Actions: Schedule smaller follow-up sessions for unresolved items.
Best Practices in Requirements Workshops:
· Keep sessions time-boxed (usually 2–4 hours per workshop).
· Involve a skilled facilitator (BA) to manage time and keep focus.
· Use visual aids (prototypes, mockups, diagrams) to make discussions concrete.
· Encourage collaboration and ensure equal participation.
· Capture decisions and rationale, not just requirements.
Example:
· In the Employee Loan Management System project, a requirements workshop might involve:
· HR department: To define eligibility rules.
· Accounts team: To define repayment and salary deduction process.
· Employees (end-users): To share expectations on loan application UI.
· IT team: To evaluate technical feasibility.
· Workshop outcome: A documented list of functional requirements (loan application form, approval workflow, payroll integration) and non-functional requirements (security, response time, audit logging).
Advantages of Requirements Workshop:
· Encourages collaboration and consensus building.
· Faster than conducting multiple one-on-one interviews.
· Reduces miscommunication and conflicting interpretations.
Limitations:
· Requires significant planning and coordination.
· Risk of “scope creep” if discussions are not managed well.
· If key stakeholders are absent, critical requirements may be missed.
Conclusion:
A Requirements Workshop is a powerful elicitation technique that helps in gathering complete, validated, and agreed requirements in a collaborative setting. Success depends on careful planning, skilled facilitation, and structured follow-up.


Q7. BA approaches in Conducting Interview Techniques
Definition of Interview Technique:
· An interview is a requirement elicitation technique where the BA conducts a one-on-one or group discussion with stakeholders to capture information about processes, expectations, business rules, and challenges.
· It is one of the most widely used techniques because it allows direct interaction with stakeholders and provides both qualitative and quantitative insights.
Contexts Where BA Conducts Interviews:
· Initial Requirement Gathering: To understand business objectives, project scope, and high-level needs.
· Detailed Analysis: To capture process steps, exceptions, and hidden business rules.
· Validation of Requirements: To confirm assumptions or refine requirements already gathered from other techniques.
· Stakeholder-Specific Needs: Interviews are effective when a stakeholder has specialized knowledge that may not come out in group settings (e.g., compliance officer explaining regulations).
· Conflict Resolution: When there is disagreement in group sessions, one-on-one interviews help clarify perspectives.
· Exploring Sensitive Topics: Some requirements (like financial losses, compliance failures) are better discussed privately.
Approaches to Conducting Interviews:
A. Structured Interviews:
· Definition: Follows a pre-defined set of questions prepared in advance.
· Characteristics:
· Consistent and standardized across all interviewees.
· Easy to compare and analyze responses.
· Ensures all critical areas are covered.
· When Used:
· For fact-finding tasks (e.g., data entry steps, compliance rules).
· When BA needs specific answers with minimal deviation.
· Example: Asking the HR officer specific questions like “What is the minimum service period required for loan eligibility?
B. Unstructured Interviews:
· Definition: Free-flowing conversations with no rigid questionnaire; questions evolve based on stakeholder responses.
· Characteristics:
· Flexible, conversational, and exploratory.
· Allows deeper understanding of hidden issues or innovative ideas.
· When Used:
· Early stages of requirement elicitation.
· When exploring complex or poorly defined problem areas.
· Example: Talking with employees casually about “What challenges do you face when applying for loans in the current system?”
Comparison of Structured vs Unstructured Interviews:
	Aspect
	Structured Interview
	Unstructured Interview

	Flexibility
	Low (fixed questions).
	High (questions evolve).

	Depth of Insight
	Limited, factual.
	Rich, exploratory.

	Consistency
	High, easy to analyze.
	Low, harder to compare.

	When to Use
	For specific fact-based information.
	For open exploration of problems/needs.



Types of Interview Questions:
A. Open-Ended Questions:
· Definition: Questions that allow stakeholders to express their thoughts freely and in detail.
· Purpose: To explore opinions, ideas, and experiences.
· Examples:
· “What challenges do you face when employees apply for loans?”
· “How do you think the loan approval process can be improved?”
· Advantages:
· Encourages detailed responses.
· Helps uncover hidden requirements and pain points.
· Disadvantages:
· Time-consuming, responses may be vague or off-topic.
B. Closed-Ended Questions:
· Definition: Questions with limited, specific responses (e.g., Yes/No, multiple-choice, numeric values).
· Purpose: To gather factual, measurable information quickly.
· Examples:
· “Do you currently track loan repayments in Excel? (Yes/No)”
· “How many loan applications are processed per month?”
· Advantages:
· Quick and precise answers.
· Easy to analyze and quantify.
· Disadvantages:
· Doesn’t provide depth or reasoning behind the answer.


Best Practices for BA When Conducting Interviews:
· Identify the right stakeholders (SMEs, end-users, managers).
· Prepare a mix of structured and unstructured questions.
· Use both open-ended and closed-ended questions for balance.
· Record or document discussions for validation.
· Ensure a comfortable environment so stakeholders share honestly.
Example (Case Context):
For the Employee Loan Management System project:
· BA interviews HR and Accounts teams with structured questions like:
· “What percentage of salary is allowed for maximum loan eligibility?”
· BA also interviews employees with open-ended questions like:
· “What difficulties did you face when applying for a loan in the old system?”
This combination provides both factual business rules and user experience insights.
Conclusion:
Interviews are a versatile and fundamental elicitation technique for BAs. Structured interviews provide consistency and factual data, while unstructured interviews offer deep insights. Using a balance of open-ended and closed-ended questions ensures that both breadth and depth of requirements are captured effectively.


Q8. Questionnaire - Technique and usages
Definition of Questionnaire Technique:
· A Questionnaire is a requirement elicitation technique where the BA designs a structured set of written questions that stakeholders fill out to provide information.
· It can be conducted in paper form, email, or online survey tools (like Google Forms, MS Forms).
· The purpose is to collect information from a large number of stakeholders in a short time, especially when direct interviews or workshops are not feasible.
Where We Use Questionnaire Technique:
1. When Large Stakeholder Groups are Involved:
· Useful when stakeholders are spread across different locations or when direct interviews/workshops are impractical.
2. When Standardized Information is Needed:
· Questionnaires ensure consistent questions are asked to everyone, making responses easy to compare.
3. When Quantitative Data is Required:
· Helps collect numerical/statistical data (e.g., number of transactions, frequency of issues).
4. When Stakeholders Have Limited Time:
· Busy stakeholders may prefer filling out a questionnaire at their convenience instead of attending meetings.
5. Requirement Validation:
· After initial elicitation, questionnaires can be sent out to confirm assumptions or gather feedback on proposed requirements.
Advantages of Questionnaires:
· Covers wide audience: Can reach many stakeholders simultaneously.
· Cost-effective & time-saving: Especially useful for distributed teams.
· Anonymity: Respondents may provide more honest feedback if anonymity is assured.
· Standardization: Ensures consistency in data collection.
Limitations:
· Low response rate: Some stakeholders may not respond or only partially complete it.
· Lack of clarification: If questions are misunderstood, responses may be inaccurate.
· Limited depth: Unlike interviews, questionnaires may not capture detailed insights.
Types of Questions in Questionnaires:
· Closed-Ended Questions: Yes/No, multiple-choice, rating scale. (Quantitative)
· Open-Ended Questions: Free-text responses for opinions/feedback. (Qualitative)
· Likert Scale Questions: Used to measure satisfaction or agreement (e.g., scale 1–5).
Example:
For the Employee Loan Management System project:
· The BA cannot interview all employees due to large numbers. Instead, a questionnaire is circulated.
· Sample questions:
· Closed-Ended:
· “Have you ever applied for a loan through HR? (Yes/No)”
· “Rate the ease of current loan approval process (1–5).”
· Open-Ended:
· “What difficulties did you face in the loan application process?”
· “What features would you like to see in the new Loan Management System?”
Responses will help the BA identify common pain points (e.g., delays in approval communication, lack of online status tracking).
Conclusion:
The Questionnaire Technique is most effective when gathering input from large, geographically dispersed stakeholders or when standardized, quantifiable information is required. While it may lack the depth of interviews, it is invaluable for capturing a broad perspective quickly and cost-effectively.


Q9. Sorting the Requirements and uses
Definition of Sorting Requirements:
· Sorting requirements means organizing and categorizing requirements in a meaningful way so that they can be managed, understood, and analyzed efficiently.
· It helps the BA and stakeholders differentiate between types of requirements and align them with project goals.
How to Sort Requirements:
1. By Requirement Type:
· Business Requirements: High-level goals of the organization.
· Functional Requirements: What the system must do (features, processes, workflows).
· Non-Functional Requirements (NFRs): Performance, security, usability, scalability.
· Regulatory/Compliance Requirements: Legal or industry rules.
2. By Priority:
· Must Have (Critical)
· Should Have (Important)
· Could Have (Optional)
· Won’t Have (for now) → often sorted using MoSCoW technique.
3. By Source:
· Which stakeholder or department provided the requirement (e.g., HR vs Accounts).
4. By Feasibility/Complexity:
· Low, Medium, High (based on cost, effort, and technology).
5. By Phase/Module:
· Group requirements by modules (e.g., “Loan Application Module,” “Repayment Module,” “Notification Module”).
Where We Use Requirement Sorting:
· Requirement Analysis Stage: To categorize requirements for better clarity.
· Prioritization Sessions: Sorting helps identify which requirements need urgent attention.
· Traceability Matrix Preparation: Sorted requirements make it easier to track them across design, development, and testing.
· Change Management: Helps assess impact when a new requirement is introduced.


Example:
In the Employee Loan Management System project, requirements can be sorted as follows:
· By Type:
· Business Requirement: “Employees should be able to apply for loans online.”
· Functional Requirement: “System must allow HR to approve/reject loans.”
· Non-Functional Requirement: “System must process loan applications within 2 seconds.”
· Regulatory Requirement: “Loan approval must comply with company financial policies.”

· By Module:
· Loan Application Module: Application form, document upload.
· Approval Module: HR/Accounts validation workflows.
· Repayment Module: Payroll deductions, repayment schedule.
· Notification Module: Email/SMS alerts for approval/rejection.
· By Priority (MoSCoW):
· Must Have: Online loan application, HR approval, payroll deduction.
· Should Have: Loan eligibility calculator.
· Could Have: Loan history dashboard.
· Won’t have (for now): Mobile app version.
This sorting ensures clarity for all stakeholders and smooth progression in project execution.
Benefits of Sorting Requirements:
· Provides structured visibility into all requirements.
· Helps manage scope effectively.
· Ensures nothing is overlooked during design or testing.
· Makes stakeholder communication more transparent.
Conclusion:
Sorting requirements is a critical step in requirement analysis that ensures requirements are organized, easy to trace, and aligned with project objectives. It provides the foundation for prioritization, design, and change management activities.


Q10. Prioritizing the Requirements and uses
Definition of Requirement Prioritization:
· Requirement prioritization is the process of ranking requirements in order of their importance, urgency, and value to the business.
· Since every project has limited time, budget, and resources, prioritization helps decide what must be delivered first, what can wait, and what can be excluded.
Where We Use Requirement Prioritization:
1. Scope Management:
· Ensures that critical requirements are delivered within project timelines while deferrable ones are scheduled later.
2. Resource Allocation:
· Helps project managers and developers focus effort on requirements with the highest business value.
3. Conflict Resolution:
· When stakeholders have competing interests, prioritization ensures decisions are based on business value, ROI, or compliance rather than personal preference.
4. Release Planning:
· In iterative/agile projects, prioritization helps define the minimum viable product (MVP) and subsequent releases.
5. Risk Mitigation:
· High-risk or compliance-related requirements are prioritized to reduce exposure.
Techniques for Prioritization:
· MoSCoW Technique: Must Have, Should Have, Could Have, Won’t Have.
· Kano Model: Classifies features as Basic, Performance, or Excitement attributes.
· 100-Dollar Test: Stakeholders distribute virtual budget across requirements.
· WSJF (Weighted Shortest Job First): Used in Agile to balance value vs effort.


Example:
In the Employee Loan Management System project, requirements can be prioritized as follows:
· Must Have (Critical):
· Employee should be able to submit loan applications online.
· HR and Accounts must approve/reject loans.
· Automatic payroll deduction for repayments.
· Should Have (Important but not critical):
· Loan eligibility calculator to guide employees before applying.
· Email/SMS notification for approval/rejection.
· Could Have (Optional/Enhancement):
· Employee dashboard showing loan history and repayment progress.
· Integration with external credit scoring system.
· Won’t Have (For now/Out of Scope):
· Mobile app version in Phase 1 (may be planned in future releases).
This prioritization ensures that the core functionality (loan processing and payroll integration) is delivered first, while enhancements are scheduled for later phases.
Benefits of Requirement Prioritization:
· Ensures delivery of maximum business value within constraints.
· Prevents project delays caused by non-critical requirements.
· Provides transparency to stakeholders on why certain features are delivered earlier than others.
· Helps build consensus in case of conflicting stakeholder demands.
Conclusion:
Requirement prioritization is a key activity in requirement analysis. It ensures that critical business needs are met first, resources are optimally utilized, and project success is not compromised by attempting to deliver all requirements at once.


Q11. Weekly Status Reporting
Definition of Weekly Status Reporting:
· Weekly Status Reporting is a project communication activity where the Business Analyst (BA) or Project Manager provides stakeholders with a summary of progress, accomplishments, risks, and next steps on a weekly basis.
· The purpose is to ensure transparency, alignment, and accountability throughout the project lifecycle.
How to Drive Weekly Status Reporting (Step by Step):
Step 1 – Define Reporting Framework:
· Identify audience (Project Sponsor, Client, BA team, Development team, QA team).
· Decide on report format (Word, Excel, PPT, or project management tool dashboard).
· Agree on distribution method (email, shared drive, MS Teams, Jira).
Step 2 – Collect Inputs:
· BA gathers updates from:
· Development team (completed modules, pending tasks).
· QA team (test cases executed, defects logged).
· Stakeholders (feedback, approvals).
· Own BA tasks (elicitation progress, documents delivered).
Step 3 – Prepare the Report:
A standard weekly status report usually contains:
1. Project Overview: Summary of objectives and current phase.
2. Tasks Completed This Week: Work accomplished (requirements gathered, workshops conducted, diagrams prepared).
3. Tasks Planned for Next Week: Upcoming deliverables and activities.
4. Risks/Issues: Current challenges, delays, or blockers, with mitigation actions.
5. Decisions Required: Items awaiting stakeholder approval.
6. Overall Status Indicator: Green (On Track), Amber (At Risk), Red (Off Track).
Step 4 – Review Before Sending:
· Ensure report is clear, concise, and fact-based.
· Validate critical items (like risks or pending approvals) with responsible owners.


Step 5 – Distribute & Present:
· Share report via agreed channel.
· In some organizations, BA/PM also presents the report in a weekly meeting to clarify issues.
Step 6 – Follow Up:
· Capture stakeholder feedback.
· Track unresolved issues in the next report for continuity.
Example:
For the Employee Loan Management System project:
· Tasks Completed: Conducted requirement workshop with HR and Accounts, finalized loan approval workflow.
· Tasks Planned Next Week: Create functional requirement document (FRD), prepare use case diagrams.
· Risks/Issues: Delay in receiving payroll deduction rules from Accounts.
· Decisions Required: HR to finalize loan eligibility criteria.
· Overall Status: Amber – project slightly at risk due to pending inputs.
Benefits of Weekly Status Reporting:
· Keeps all stakeholders informed and aligned.
· Helps identify risks/issues early before they escalate.
· Builds trust and transparency with clients and sponsors.
· Provides a record of progress for audits and retrospectives.
Best Practices:
· Keep report crisp (not more than 1–2 pages).
· Use visuals (traffic lights, charts, tables) to improve readability.
· Be honest and transparent—don’t hide risks.
· Maintain consistency in format each week.
Conclusion:
Driving weekly status reporting involves structured data collection, clear presentation, and timely communication. A well-prepared status report ensures that stakeholders are informed, decisions are made promptly, and project risks are managed effectively.


Q12. Meeting Minutes Document:
Definition of Meeting Minutes Document:
· Meeting Minutes (MoM) is an official written record of what was discussed, decided, and actioned in a meeting.
· It captures key points such as date, time, attendees, agenda, discussions, decisions taken, and action items.
· For a BA, MoM is critical because it ensures traceability, accountability, and alignment across stakeholders.
Importance of Meeting Minutes:
· Provides a formal record of decisions and agreements.
· Ensures clarity on action items and ownership.
· Serves as a reference document for future discussions.
· Reduces the risk of misunderstandings and scope creep.
Structure of a Meeting Minutes Document:
· Meeting Title
· Date & Time
· Location / Platform (if virtual)
· Attendees (Present & Absent)
· Agenda Items
· Key Discussion Points
· Decisions Taken
· Action Items (with Owner & Deadline)
· Next Meeting (if applicable)


Sample Meeting Minutes Document:
Meeting Minutes
· Project: Employee Loan Management System
· Meeting Title: Requirements Workshop – Loan Application Module
· Date & Time: 05 Sept 2025, 11:00 AM – 12:30 PM
· Location: MS Teams (Virtual)
· Facilitator: Business Analyst (Poojitha)
· Attendees:
· Mr. Raj – HR Head
· Ms. Anita – Accounts Manager
· Mr. Arun – IT Lead
· Ms. Riya – Tester
· BA Team
Agenda:
1. Discuss loan eligibility rules.
2. Define loan application workflow.
3. Identify required validations in the system.
Key Discussion Points:
· HR confirmed that only employees with minimum 2 years of service are eligible for loans.
· Maximum loan amount should be up to 60% of annual salary.
· Accounts requested automatic payroll deduction to be mandatory.
· IT raised a concern regarding integration with payroll system – needs further analysis.
· Tester suggested adding error messages for missing documents in loan application.
Decisions Taken:
· Loan eligibility rules finalized (min 2 years’ service, 60% of salary).
· Application workflow: Employee → HR Review → Accounts Review → Final Approval.
· Payroll deduction integration to be considered as a must-have feature.


Action Items:
	Action Item
	Owner
	Deadline

	Provide payroll system integration details
	Accounts IT
	08 Sept 2025

	Draft functional requirement document (FRD)
	Business Analyst
	12 Sept 2025

	Validate workflow with stakeholders
	HR Head
	10 Sept 2025



Next Meeting: 12 Sept 2025 – to review draft FRD.
Best Practices for MoM:
· Keep it concise but complete.
· Circulate within 24 hours of meeting.
· Highlight decisions and action items clearly.
· Store MoM in a central repository for easy access.
Conclusion:
Meeting Minutes Document ensures that discussions are captured, decisions are transparent, and action items are tracked. A clear, structured MoM builds accountability and helps keep the project aligned.


Q13. Change Tracker Document
Definition of Change Tracker Document:
· A Change Tracker (also known as Change Log or Change Request Tracker) is a project management document used to record, monitor, and track all changes requested during the project lifecycle.
· It ensures that every change is formally documented, evaluated, approved/rejected, and implemented in a controlled manner.
· For a BA, it is essential to manage scope creep and maintain alignment with project objectives.
Importance of Change Tracker:
· Provides visibility of all requested changes.
· Helps stakeholders make informed decisions by analyzing impact (cost, time, resources, risks).
· Maintains traceability between requirements and implemented changes.
· Prevents uncontrolled changes that could derail timelines or budget.
Structure of a Change Tracker Document:
Typical fields include:
1. Change ID – Unique identifier.
2. Date of Request – When the change was raised.
3. Raised By – Stakeholder/department requesting the change.
4. Change Description – Detailed explanation of requested change.
5. Priority – High/Medium/Low.
6. Impact Analysis – Assessment of effect on cost, schedule, scope, and quality.
7. Decision/Status – Approved, Rejected, Under Review.
8. Owner – Person/team responsible for implementing change.
9. Target Date / Completion Date – For tracking closure.
10. Remarks/Comments – Additional notes.


Sample Change Tracker Document:
Change Tracker – Employee Loan Management System

	Change ID
	Date
	Raised By
	Change Description
	Priority
	Impact Analysis
	Decision/
Status
	Owner
	Target Date
	Remarks

	CH-001
	02-Sep-25
	HR Dept
	Add loan eligibility check for minimum 2 years of service
	High
	Impacts loan application form; minor UI changes
	Approved
	BA + Dev Team
	08-Sep-25
	To be included in Phase 1

	CH-002
	04-Sep-25
	Accounts
	Include EMI calculator before submission
	Medium
	New feature; may extend timeline by 2 days
	Under Review
	Dev Team
	TBD
	Requires client approval

	CH-003
	05-Sep-25
	Employee Rep
	Add SMS notification for loan approval/rejection
	Low
	Additional integration with SMS gateway; minor cost impact
	Rejected
	N/A
	N/A
	Already planned via email





Best Practices for Change Tracking:
· Ensure every change is logged, no matter how small.
· Conduct impact analysis before approving/rejecting.
· Update tracker regularly and share with stakeholders.
· Align change decisions with scope, budget, and business value.
Conclusion:
A Change Tracker document ensures structured control over project changes. It minimizes risks from scope creep, provides transparency in decision-making, and maintains project discipline by ensuring all changes are tracked from request to closure.


Q14. Traditional Development Model and Agile Development Model
Introduction:
Software development methodologies define how projects are planned, executed, and delivered. The Traditional Development Model (Waterfall or similar SDLC models) and Agile Development Models represent two very different approaches.
· Traditional models emphasize sequential, structured phases.
· Agile models emphasize iterative, flexible, and adaptive development.
Traditional Development Model (Waterfall):
· Definition: A linear, sequential approach where each phase must be completed before the next begins (Requirement → Design → Development → Testing → Deployment → Maintenance).
· Characteristics:
· Heavy documentation-driven.
· Requirements are gathered and frozen upfront.
· Testing occurs only after development is complete.
· Changes are costly and difficult once project moves ahead.
· Best suited for projects with stable requirements.
· Advantages:
· Clear structure, milestones, and deliverables.
· Easy to manage for well-defined projects.
· Works well in regulated industries requiring formal documentation (e.g., BFSI, defense).
· Limitations:
· Inflexible to changes.
· Long delivery cycles; stakeholders may not see results until the end.
· Higher risk of misaligned requirements if initial elicitation was incomplete.
Agile Development Model:
· Definition: An iterative and incremental approach to development where requirements, design, and testing evolve through continuous collaboration with stakeholders.
· Characteristics:
· Work is divided into short cycles called iterations or sprints (2–4 weeks).
· Requirements are prioritized and delivered incrementally.
· Continuous stakeholder involvement ensures feedback-driven improvements.
· Documentation exists but focus is more on working software.
· Emphasizes cross-functional teams (developers, testers, BAs, product owners working together).
· Advantages:
· Highly adaptable to changing requirements.
· Early delivery of working software improves stakeholder confidence.
· Continuous testing reduces risk of large defects at the end.
· Encourages innovation and collaboration.
· Limitations:
· Requires high stakeholder availability and involvement.
· Scope creep risk if not managed properly.
· Less predictable timelines and costs compared to traditional models.
Key Differences between Traditional & Agile Models:
	Aspect
	Traditional Model (Waterfall)
	Agile Model

	Approach
	Sequential & linear.
	Iterative & incremental.

	Requirements
	Collected & frozen upfront.
	Evolve continuously with stakeholder feedback.

	Flexibility
	Rigid, changes are costly.
	Flexible, adapts to changes easily.

	Documentation
	Heavy, formal, detailed.
	Light, just enough to support development.

	Stakeholder Involvement
	Limited (mainly at start & end).
	Continuous involvement throughout.

	Testing
	After development phase.
	Continuous, within each sprint.

	Delivery
	Final product delivered at end.
	Incremental delivery after each sprint.

	Risk Management
	Higher, as issues discovered late.
	Lower, due to early feedback and continuous testing.

	Best Fit Projects
	Large, stable, regulated environments.
	Dynamic, innovative, rapidly changing environments.


Example (Case Context):
· For the Employee Loan Management System project:
· If TTS Company used a Traditional Model, the BA would gather all requirements at once (eligibility rules, workflows, payroll integration), create an FRD, and only after full development and testing would employees see the system—possibly after 12–18 months.
· If they used an Agile Model, the BA would prioritize requirements:
· Sprint 1 → Employee Loan Application form.
· Sprint 2 → HR Approval workflow.
· Sprint 3 → Payroll integration.
· Sprint 4 → Notifications.
· Employees would see working features incrementally, and feedback could be applied immediately.
Conclusion:
· The Traditional Development Model works best for projects with well-defined, stable requirements and high regulatory needs.
· The Agile Model is ideal for projects where requirements evolve, stakeholder collaboration is high, and early delivery of value is critical.
· In modern IT projects, especially in BFSI and product innovation, Agile is widely preferred, though some organizations still blend both approaches in a hybrid model.

Q15. Brainstorming Technique and uses
Definition:
Brainstorming is a technique used to generate a wide range of ideas and solutions through open, free-flowing discussion among a group of participants. It encourages creativity, diverse thinking, and collaboration without immediate judgment or criticism.
Key Steps in Brainstorming:
1. Define the Problem/Objective: Clearly state the problem or goal to focus the discussion.
2. Assemble Participants: Include team members, stakeholders, or subject matter experts.
3. Set Ground Rules: Encourage free ideas, avoid criticism, and aim for quantity first.
4. Generate Ideas: Participants share ideas spontaneously; all ideas are recorded.
5. Organize & Evaluate Ideas: After the session, group similar ideas, prioritize, and evaluate feasibility.
Where to Use:
· Requirement elicitation in the initial phases of a project.
· Generating solutions for process improvements or new features.
· Planning workshops where multiple options or strategies need consideration.
Example in BA Context:
· In the TTS Employees Loan Management System, brainstorming can be used to identify innovative features such as:
· Employee self-service dashboards for loan tracking.
· Automated notifications for loan approval/rejection.
· Integration with payroll systems for automatic deductions.
Benefits:
· Encourages creativity and multiple perspectives.
· Helps uncover hidden requirements or needs.
· Promotes team collaboration and ownership.


Case Study
Q16. Reports generated by Accounts Department
The Accounts department needs detailed insights into loan operations to ensure financial accuracy, employee satisfaction, and regulatory compliance.
1. Loan Applications Summary Report
· Purpose: Provides a complete overview of all loan requests.
· Fields: Employee ID, Name, Department, Loan Type, Requested Amount, Status (Pending/Approved/Rejected), Submission Date.
· Use: Helps management monitor loan demand and backlog.
2. Approved Loans Report
· Purpose: Tracks all loans approved for employees.
· Fields: Employee Name, Loan Amount, Interest Rate (if applicable), Approval Date, Repayment Schedule.
· Use: Crucial for planning salary deductions and managing cash flow.
3. Rejected Loans Report
· Purpose: Tracks reasons for loan rejection.
· Fields: Employee Name, Loan Type, Rejection Reason, Date of Rejection.
· Use: Provides HR insights for feedback and process improvement.
4. Repayment Schedule Report
· Purpose: Displays all deductions planned for employees’ approved loans.
· Fields: Employee Name, Loan ID, EMI Amount, Repayment Start/End Dates, Remaining Balance.
· Use: Enables payroll and accounts to reconcile monthly deductions accurately.
5. Outstanding Loan Balance Report
· Purpose: Shows unpaid loan amounts.
· Fields: Employee Name, Total Loan Amount, Amount Paid, Outstanding Amount, Loan Status.
· Use: Supports financial auditing, cash flow analysis, and management reporting.
Additional Reports (Optional but useful):
· Monthly Deduction Report – Helps payroll verify deductions each month.
· Department-wise Loan Summary – Helps understand which departments request the most loans.


Q17. HR Communication in Case of Loan Rejection
Objective: Provide transparent, professional communication while maintaining goodwill.
Email Structure:
Subject: Notification – Loan Application Decision
Body:
Dear [Employee Name],

Your loan application (ID: [Application ID]) submitted on [Submission Date] has been **rejected**.

Reason for rejection: [Specific Reason, e.g., insufficient eligibility, incomplete documentation]

You may review the eligibility criteria and resubmit your application if required. For any clarifications, contact HR at [HR Email / Phone].

We appreciate your interest in the Employee Loan Program.

Regards,  
[HR Representative Name]  
Human Resources Department  
TTS Company
Key Points:
· Professional tone to maintain positive employee relationship.
· Clear reason for rejection for transparency.
· Contact info included for follow-up.


Q18. HR Communication in Case of Loan Approval
Objective: Communicate loan approval, provide repayment terms, and ensure employee agreement.
Email Structure:
Subject: Notification – Loan Application Approved
Body:
Dear [Employee Name],

We are pleased to inform you that your loan application (ID: [Application ID]) submitted on [Submission Date] has been **approved**.

Loan Details:  
- Loan Amount: [Amount]  
- Loan Tenure: [Duration]  
- Monthly EMI: [Amount]  
- Repayment Start Date: [Date]  

Please confirm acceptance of the loan terms and repayment schedule by [Confirmation Date]. Once confirmed, the loan will be disbursed, and EMI deductions will start automatically from your salary.

For questions, contact HR at [HR Email / Phone].

Congratulations and thank you for using the Employee Loan Program.

Regards,  
[HR Representative Name]  
Human Resources Department  
TTS Company
Key Points:
· Specifies loan amount, EMI, tenure, and repayment start date.
· Requests employee confirmation to ensure consent.
· Maintains professional and transparent communication.


Q19. Sample Report on Loan Applications Received by Accounts Department
Report Title: Employee Loan Applications – Accounts Department
	
Application ID
	Employee Name
	Department
	Loan Type
	Requested Amount
	Status
	Submission Date
	HR Review Date
	Approval Date
	Rejection Reason

	LA1001
	John Doe
	IT
	Personal
	100,000
	Approved
	01-09-2024
	02-09-2024
	03-09-2024
	-

	LA1002
	Mary Smith
	Finance
	Education
	50,000
	Rejected
	01-09-2024
	02-09-2024
	-
	Insufficient eligibility

	LA1003
	Rahul Sharma
	HR
	Medical
	75,000
	Pending
	02-09-2024
	-
	-
	-

	LA1004
	Priya Singh
	IT
	Personal
	120,000
	Approved
	03-09-2024
	04-09-2024
	05-09-2024
	-



In-depth Analysis:
· Status Column: Critical to track approvals, rejections, and pending applications.
· Rejection Reason: Enables HR to provide feedback.
· Can be linked to dashboards for real-time insights.
· Supports auditing and payroll processing.


Q20. Reporting Tools for Generating Reports
Objective: Efficient reporting and dash boarding for management, HR, and accounts.
Tools:
1. MS Excel / Google Sheets
· Quick, simple reports and pivot tables.
· Use: Daily or weekly summary reports.
2. MS Power BI
· Interactive dashboards, charts, trend analysis.
· Use: Management can view approvals, rejections, department-wise requests.
3. Tableau
· Advanced visualizations for insights and trend analysis.
· Use: HR and accounts analytics for reporting and audits.
4. SAP Crystal Reports / SSRS
· Pre-formatted reports integrated with HR/payroll systems.
· Use: Monthly and yearly compliance reporting.
5. ERP Reporting Modules
· For companies using ERP systems, reports can be auto-generated.
· Use: Automates loan deduction tracking, financial summaries, and audit trails.
Best Practice:
· Use Power BI or Tableau dashboards for live insights.
· Use Excel or Crystal Reports for official documentation and archiving.
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