Capstone Project- 3 Part- 2

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

	Purpose
	Generate ideas and solutions
	Collaboratively gather requirements

	Participants
	Usually a diverse group of stakeholders
	Typically include project team members, stakeholders and facilitator

	Format
	Informal and open-ended discussion
	Structured sessions with predefined agenda

	Output
	Ideas, Concepts, and potential solutions
	Documented requirements, user stories, and use cases




Q.2) Why Document Analysis is one of the compulsory technique we use in a Project? Justify
Ans. Document Analysis is one of the compulsory techniques used in a project because it helps gather essential information that forms the foundation for understanding the project requirements, context, and constraints.
1. Provides Existing Knowledge- Document analysis allows the team to review already available information such as business plans, process documents, policies, reports, manuals, contracts, and prior project documentation. This helps the team build an understanding without starting from scratch.
2. Helps Identify Requirements- By studying documents, teams can extract functional and non-functional requirements, business rules, workflows, and system constraints. This ensures that no critical aspect is overlooked during requirement gathering.
3. Saves Time and Resources- Instead of repeatedly asking stakeholders for the same information, document analysis provides a way to gather insights upfront. This minimizes redundant discussions and accelerates the project’s initial phases.
4. Validates Information- Comparing documents from different sources helps confirm facts, identify discrepancies, and ensure accuracy. This validation process strengthens the reliability of the project’s assumptions and requirements.
5. Provides Traceability- Documentation serves as a reference point throughout the project lifecycle. It helps trace decisions, changes, and updates, making it easier to track how requirements evolve or how issues were resolved.

Q.3) In Which Context we will use Reverse Engineering?
Ans. Reverse engineering is used in specific contexts where understanding an existing product, system, or process is necessary—especially when documentation is missing, incomplete, or unclear. There are 2 categories of reverse engineering.
1. Black box- The system or product is studied without examining its internal structure.
2. White box- The inner working of the system or product is studied.

Q.4) What is the difference between Brainstorming and Focus Groups?
Ans. Brainstorming and Focus Groups are both techniques used to gather ideas and feedback, but they serve different purposes and are conducted in different ways. 
	Aspects
	Brainstorming
	Focus Groups

	Purpose
	Generate ideas and solutions
	Gather feedback and insights

	Participants
	Usually a diverse group of stakeholders
	Representative sample of target audience or stakeholders

	Format
	Informal and open-ended discussion
	Semi-structured discussion with moderator

	Output
	Ideas, Concepts, and potential solutions
	Detailed feedback, observations, and suggestions




Q.5) Observation Technique – Explain both Active and Passive approaches
Ans. Observation is a technique used to gather information by watching how users or systems behave in real situations. It helps understand real workflows, challenges, and interactions without relying only on verbal feedback or documents.
There are two main approaches in observation:
Active Observation
· Definition: In active observation, the observer actively participates or interacts with the environment while observing the activities. The observer may ask questions, seek clarifications, or request demonstrations while observing.
· Purpose: It helps to understand the process in depth by engaging with participants and observing their tasks closely. It allows the observer to clarify doubts and capture hidden details that might not be immediately visible.
Passive Observation
· Definition: In passive observation, the observer watches without interacting with the participants. There are no interruptions, questions, or clarifications during the observation.
· Purpose: This approach is used to capture the natural behavior of users without influencing or altering how they perform tasks. It provides a more objective view of real-world practices.

Q.6) How do you conduct the Requirements Workshop
Ans. A Requirements Workshop is a structured meeting where stakeholders, users, and project teams come together to discuss, clarify, and finalize requirements for a project. It helps ensure everyone is aligned and that requirements are gathered effectively.
1. Define the Purpose and Scope
· Clearly outline the objectives of the workshop.
· Specify which requirements, processes, or issues need to be addressed.
· Share this information with participants in advance so they are prepared.
2. Identify and Invite the Right Participants
· Include key stakeholders, users, subject matter experts, project sponsors, and team members.
· Ensure representation from all areas affected by the project.
· Limit the number to a manageable group (usually 8–15 participants) to encourage meaningful discussion.
3. Prepare an Agenda
· Structure the workshop with defined time slots for each topic.
· Include activities such as presentations, discussions, brainstorming, or group exercises.
· Set aside time for prioritization, clarification, and validation.
4. Gather and Share Background Information
· Provide relevant documents, process maps, and existing requirements before the workshop.
· Share project goals, constraints, and any technical or business considerations upfront.

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. Interview can be conducted in various contexts, such as during requirements gathering, stakeholder analysis, or process analysis.
Approaches to Conducting Interviews
There are two main approaches in conducting interviews:
1. Structured Interviews
· Definition: A structured interview follows a predefined set of questions that are asked in the same way to every participant.
· Purpose: It ensures consistency and comparability of responses.
2. Unstructured Interviews
· Definition: Questions are nit predefined. An unstructured interview is more informal and conversational. The interviewer prepares general topics but allows the discussion to flow naturally.
· Purpose: It helps explore in-depth insights and uncover new ideas or hidden requirements.

Difference Between Open-Ended and Closed-Ended Questions
Open-Ended Questions- These are questions that allow the interviewee to answer in their own words without being restricted to predefined options.
Closed-Ended Questions- These are questions that restrict the respondent’s answer to specific choices like “yes/no”, multiple-choice, or scales.

Q.8) Questionnaire Technique – Where we will use? Give one example
Ans. The Questionnaire technique is used when a Business Analyst (BA) needs to collect information from a large number of people efficiently and systematically. It’s particularly helpful in situations where:
1. The audience is geographically dispersed – You can send the questionnaire via email or online forms.
2. You need consistent information from many respondents – Everyone answers the same set of questions.
3. Time and cost constraints exist – It’s less resource-intensive compared to interviews or workshops.
4. Initial data collection is required – Before conducting deeper analysis or follow-up sessions.
5. Surveys are needed for feedback, opinions, or assessments – It helps understand trends, satisfaction levels, or requirements.
Example of Where It Is Used
Example: Customer Satisfaction Survey for an Online Service

Q.9) How to Sort the Requirements – Where we will use? Give one example
Ans. Sorting requirements means organizing them in a way that makes it easier to understand, prioritize, and implement them. A Business Analyst (BA) sorts requirements based on factors like importance, urgency, feasibility, dependencies, or business goals. This helps the project team focus on what needs to be done first and ensures that the most critical requirements are addressed.
Sorting is used in the following contexts:
1. Prioritization for Implementation
To decide which requirements should be worked on first based on their value, cost, or impact.
2. Planning and Scheduling
Helps in creating timelines and determining which features can be delivered in each phase or sprint.
3. Managing Scope
By sorting requirements, unnecessary or low-priority items can be identified and removed or postponed.
4. Stakeholder Alignment
Sorting requirements makes it easier to communicate with stakeholders about what’s important and why certain requirements are prioritized.
Example of Where It Is Used
Example: Developing a Mobile Banking App
A BA is working on a mobile banking application and has collected many requirements from different stakeholders. To plan the project, the BA sorts them into:
· Must-Have Requirements – Login security, transaction history, account balance view.
· Should-Have Requirements – Notifications, budgeting tools.
· Could-Have Requirements – Investment advice, financial planning calculators.
· Won’t-Have for Now – Cryptocurrency trading.
By sorting the requirements, the BA ensures that essential features are implemented first while lower-priority ones are considered for future updates.

Q.10) Prioritise the Requirements – –Where we will use? Give one example
Ans. Prioritizing requirements means ranking or ordering them based on their importance, urgency, or value to the project. A Business Analyst (BA) prioritizes requirements to help the project team focus on the most critical tasks first, allocate resources wisely, and deliver the highest value within time and budget constraints.
One of the important prioritization technique is MoSCoW
Prioritization is used in the following contexts:
1. Project Planning and Scheduling
To determine which requirements should be implemented in the first phase or sprint.
2. Resource Allocation
Helps decide where to invest time, effort, and budget for maximum impact.
3. Risk Management
By addressing high-priority or high-risk requirements first, the project minimizes delays and unexpected problems.
4. Stakeholder Communication
Ensures all stakeholders agree on what is most important and prevents conflicts or misunderstandings.
5. Scope Management
Helps avoid scope creep by clearly defining which requirements are essential and which can be postponed.
Q.11) Weekly status reporting – How we will drive?
Ans. Weekly status reporting is a communication tool used to keep stakeholders, project teams, and managers informed about the progress, issues, and next steps of a project.  It is a summary of all work done during a week and how each one brings the team closer to achievements of their targets.
Here’s how you can drive weekly status reporting:
How it is driven:
A typical weekly status report includes:
1. Summary – High-level progress overview.
2. Completed Tasks – What was achieved during the week.
3. Ongoing Tasks – What’s currently in progress and expected timelines.
4. Upcoming Tasks – What will be tackled next.
5. Risks and Issues – Any challenges or potential risks and mitigation plans.
6. Decisions Needed – Items requiring stakeholder input.
7. Additional Notes – Other observations or announcements.

Q.12) Meeting Minutes Document – prepare one Sample
Ans. MoM is a formal written document that summarizes the discussion, decisions, and actions taken during a meeting.
It serves as an official record of what transpired during the meeting and helps to ensure that everyone is on the same page regarding key points and action items.
MoM is particularly important for tracking projects progress, documenting decisions, and assigning responsibilities.

	Meeting Title

	Date & Time
	15-Sep-2025

	Location
	Google Meet

	Attendees
	· Business Analyst
· Project Manager
· Product Owner
· Development Lead
· Testing team Lead


	Agenda
	1. Review of current progress.
2. Discuss blockers and risks.
3. Prioritize features for the next sprint.
4. Finalize next steps and deadlines.

	Discussion Summary
	1. Progress Review:
2. Blockers and Risks:
3. Prioritization for Next Sprint:
4. Action Items

	Decisions made
	· Payment module deadline extended to 20 September 2025.
· Reporting feature to be included in the next sprint but detailed requirements will be finalized in the next meeting.

	Owner
	Ruchita Pawar

	Due date
	21-Sep-25

	Next Meeting

	Meeting Title
	Online Learning Platform

	Date & Time
	22-Sep-2025

	Location
	Google Meet

	Expected Attendees
	· Business Analyst
· Project Manager
· Product Owner
· Development Lead
· Testing team Lead



Q.13) Change Tracker – Document - – prepare one Sample
Ans. Change tracker document is used by the project team to log and track change requests made throughout the life of the project.

	Date
	Version Number
	Document changes
	Name
	Title
	Signature
	Approved by

	13-Sep-25
	V.1.0
	Improve user registration validation
	
	
	
	

	15-Sep-25
	V.2.0
	Add reporting feature for feedback
	
	
	
	



Q.14) Difference between Traditional Development Model and Agile Development Models
Ans. 
	Aspects
	Traditional Development Model (Waterfall)
	Agile Development Model (Scrum)

	Development Approach
	Linear & Sequential
	Iterative and Incremental

	Flexibility and Adaptability
	Less adaptable to change after project initiations; changes can be costly
	Embraces changes throughout the development process; flexibility is a key principle

	Project Planning
	Detailed planning at the project’s start; changes may be discouraged
	Incremental planning; welcomes and accommodates changes; planning revisited regularly

	Delivery of Software
	Entire system development and delivered at the end of the project
	Software delivered in small, functional increments (iterations)

	Client Involvement
	Limited involvement during development; more at the beginning and end
	Frequent client collaboration throughout the development process




Q.15) Explain Brainstorming Technique – Where to use?
Ans. Brainstorming is a technique used to generate a large number of ideas, solutions, or approaches in a short period of time. It encourages participants to think creatively and share their thoughts openly without fear of criticism or judgment.
Where to Use Brainstorming
1. Requirement Gathering
To identify possible features, functionalities, or user needs when starting a new project.
2. Problem Solving
To explore multiple solutions when facing a technical or process-related challenge.
3. Process Improvement
To find ways to enhance workflows, efficiency, or customer experience.
4. Risk Identification
To anticipate potential issues or roadblocks and plan mitigation strategies.
5. Team Engagement
To promote collaboration and get different perspectives from various stakeholders.

Q.16) What reports Accounts Departments will generate (minimum 5 reports)
Ans. Reports the Accounts Department Will Generate in the Employees Loan Management System (ELMS)
1. Loan Disbursement Report
· Purpose: Tracks all loans approved and disbursed during a specific period.
· Key details: Employee name, loan amount, date of disbursement, loan tenure, interest rate (if applicable), and department.
· Use case: Helps in understanding how much money has been allocated as loans and planning cash flow.
2. Loan Repayment Schedule Report
· Purpose: Provides a detailed repayment plan for each employee’s loan.
· Key details: Employee name, total loan amount, repayment start date, EMI amount, repayment frequency, and duration.
· Use case: Ensures employees and payroll teams are aligned on deductions and timelines.
3. Salary Deduction Report
· Purpose: Lists all salary deductions made towards loan repayment in each payroll cycle.
· Key details: Employee name, loan ID, deduction amount, payroll period, outstanding balance.
· Use case: Verifies correct deductions and assists in payroll processing.
4. Loan Balance and Outstanding Report
· Purpose: Provides real-time tracking of outstanding loan amounts for each employee.
· Key details: Employee name, original loan amount, total repaid, remaining balance, next installment date.
· Use case: Helps management and employees monitor repayment progress and identify overdue loans.
5. Loan Rejection Report
· Purpose: Documents loans that were rejected along with reasons for rejection.
· Key details: Employee name, requested amount, rejection date, reason for rejection (ineligible, documentation incomplete, etc.).
· Use case: Provides transparency and helps improve processes or eligibility criteria.

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. When a loan request is rejected, the communication from the HR department must be professional, clear, and empathetic. It should explain the reason for rejection and, if possible, guide the employee on next steps or alternative solutions.
1. Subject Line
A concise and respectful subject to clearly indicate the purpose of the mail.
Example:
Subject: Loan Application Update – Request Not Approved
2. Greeting
A polite and professional greeting to the employee.
Example:
Dear [Employee Name],
3. Opening Statement
Start by referencing the loan application and showing appreciation for the employee’s interest.
Example:
Thank you for submitting your loan application through the Employees Loan Management System.
4. Rejection Notice
Clearly state that the loan request has not been approved.
Example:
After a thorough review by the HR and Accounts departments, we regret to inform you that your loan request has not been approved at this time.
5. Reason for Rejection
Provide a specific and clear reason for the rejection. This helps the employee understand and, if possible, rectify the issue.
Example:
The loan request was declined due to [ineligibility based on tenure/insufficient documentation/credit limit exceeded/other applicable reason].
6. Guidance or Next Steps
Offer support or alternatives, such as reapplying later, providing missing documents, or contacting HR for assistance.
Example:
If you believe there has been an error or would like to provide additional information, please contact the HR team at [HR email/phone number]. You are also welcome to reapply once the eligibility criteria are met.
7. Closing Statement
End on a supportive and professional note to maintain trust and encourage communication.
Example:
We appreciate your understanding and are here to assist you with any questions or concerns.
8. Signature
Provide the HR contact details or name for follow-up.
Example:
Best regards,
[HR Representative Name]
Human Resources Department
TTS Company
[Contact Email / Phone Number]

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. When a loan request is approved, the communication from the HR department should be clear, supportive, and informative. It should confirm the approval, explain the loan terms, repayment schedule, and guide the employee on how to accept the loan or proceed further.
1. Subject Line
A clear and positive subject line that reflects the approval.
Example:
Subject: Loan Application Approved – Next Steps
2. Greeting
A polite and professional greeting.
Example:
Dear [Employee Name],
3. Opening Statement
Acknowledge the employee’s loan application and congratulate them on the approval.
Example:
We are pleased to inform you that your loan application has been reviewed and approved.
4. Loan Details
Provide key information such as the loan amount, repayment schedule, and terms.
Example:
Below are the details of your approved loan:
· Loan Amount: ₹[Amount]
· Loan Tenure: [Number of months/years]
· Repayment Frequency: [Monthly/Quarterly]
· Start Date: [Date]
· Terms & Conditions: [Brief description or a link to full terms]
5. Action Required
Explain what the employee needs to do next, such as accepting the loan, providing additional documents, or acknowledging the terms.
Example:
To proceed, please review the attached loan terms and repayment schedule. If you agree to the terms, kindly confirm your acceptance by [date] by clicking on the link below or replying to this email.
6. Contact Information
Offer support and contact details for any queries or further assistance.
Example:
If you have any questions or need further clarification, please feel free to contact the HR team at [email/phone number].
7. Closing Statement
End on a supportive note, thanking the employee and encouraging them to reach out if needed.
Example:
We are happy to support you and look forward to assisting you throughout this process.
8. Signature
Provide HR contact details.
Example:
Best regards,
[HR Representative Name]
Human Resources Department
TTS Company
[Contact Email / Phone Number]

Q.19) Design a sample report on the Loans applications Received by the accounts department.
Ans. Report Name: Loan Applications Summary Report
Department: Accounts Department
Prepared By: Ruchita Pawar – Business Analyst
Date: 15 September 2025

1. Purpose of the Report
To provide the Accounts Department with a summary of all loan applications received from employees, their status, and key details required for financial processing, tracking, and analysis.
2.Key Metrics
· Total Applications Received: 5
· Approved by HR: 4
· Rejected by HR: 1
· Approved by Accounts: 2
· Pending with Accounts: 2
· Applications Fully Approved: 2
· Applications Rejected: 1
3.Observations
· Most applications are approved by HR but pending review in Accounts.
· One application rejected due to ineligibility (employee tenure).
· Timely follow-up needed for pending accounts review to ensure smooth disbursement.
4.Recommendations
· Streamline the review process to reduce pending approvals.
· Send reminders to employees for any missing documentation.
· Track loan disbursement timelines to improve efficiency.

Q.20) Which reporting Tools we will use for generating reports.
Ans. 1. Microsoft Excel
· Use Case: Requirement tracking, backlog reports, and simple data analysis.
2. Microsoft Power BI
· Use Case: Interactive dashboards and visual analytics for stakeholders.
3. Tableau
· Use Case: Advanced visualization for analysis and reporting.
4. JIRA Reporting
· Use Case: For Agile projects, tracking requirements, user stories, and sprint progress.
5. SQL / Database Queries
· Use Case: When the BA needs specific or custom data reports from project databases.














