Q1. What is the difference between Brainstorming and JAD Sessions?

	Feature
	Brainstorming
	JAD Sessions

	Purpose
	To generate a wide range of creative ideas to solve a problem.
	To gather detailed requirements and specifications through collaborative, structured discussions.

	Structure
	Loose and informal, encouraging free-flowing thoughts and spontaneous ideas.
	Highly structured and formal, with well-defined objectives, agendas, and facilitators.

	Focus
	Generating a large quantity of diverse ideas without immediate criticism.
	Making joint decisions, resolving conflicts, and defining clear requirements and solutions.

	Participants
	Anyone can participate to offer ideas.
	Specific stakeholders, including business users and technical teams, are brought together.

	Outcome
	A list of potential ideas or solutions.
	A consolidated document of project requirements and decisions, often used in software development.



Q 2. Why Document Analysis is one of the compulsory techniques we use in a Project? Justify
Document analysis is a compulsory technique because it provides a foundational understanding of the project's context, requirements, and existing systems before other methods are used, saving time and resources. It offers reliable, pre-existing data and a historical perspective, reducing the need for immediate, costly interviews or surveys and making subsequent stakeholder discussions more focused and productive. 
Justification for using document analysis
· Provides foundational knowledge: Before engaging with stakeholders, document analysis allows the team to gather and review existing information, such as business plans, project documentation, and user guides, to understand the project's background and objectives.
· Reduces bias and errors: Unlike relying on memory, documents provide specific, stable data that is unaffected by the observer's presence, leading to more reliable insights.
· Informs other techniques: Analysing documents beforehand helps formulate more specific and effective questions for interviews and workshops, making those sessions more productive and saving time for both the project team and stakeholders.
· Offers a historical and contextual perspective: Documents provide a window into past events, decisions, and trends, which is crucial for understanding the current situation and the reasons behind it.
· Ensures consistency: It helps in identifying the initial requirements and ensures a common understanding of the project's scope and goals from the outset.
· Cost-effective and accessible: When data is readily available in documents, this method is cost-effective and can be performed without the need for immediate access to participants or extensive scheduling. 
Q3. In Which Context we will use Reverse Engineering? 
Reverse engineering is commonly used in various contexts to understand and analyse existing systems, products, or technologies. Here are two common contexts where reverse engineering is employed: 
--Software Development and Maintenance: Understanding Legacy Systems Interoperability and Integration
 --Product Analysis and Competitor Research: Competitor Analysis Intellectual Property Protection. The purpose of reverse-engineering is to find out how an object or system works. There are a variety of reasons to do this. Reverse-engineering can be used to learn how something works and to recreate the object or to create a similar object with added enhancements. Reverse engineering is often used by people to copy other nations' technologies, devices, or information that have been obtained by regular troops in the fields or by intelligence operations.

Q4. What is the difference between Brainstorming and Focus Groups?

	Feature
	Brainstorming
	Focus Group

	Primary Purpose
	To generate a high volume of creative, new ideas or solutions to a problem.
	To gather opinions, feedback, and insights on an existing topic, idea, or product from a specific target audience.

	Output
	A list of diverse ideas, which can be combined into themes.
	A report of findings, feedback, and a deeper understanding of user motivations and perspectives.

	Structure
	Unstructured and free-flowing, encouraging spontaneous, out-of-the-box thinking without immediate criticism.
	Highly structured, with a moderator guiding the discussion with a pre-planned script or guide.

	Participant Knowledge
	Knowledge of the topic is not necessary, as the goal is to generate a wide range of ideas.
	Participants are carefully selected to have in-depth knowledge of or experience with the topic being discussed.

	Session Goal
	Idea creation and problem-solving.
	Exploration of existing ideas and understanding of user behaviour and motivations.

	Typical Scenario
	Developing new concepts or finding solutions to a challenging problem.
	Testing a product concept, gathering feedback on advertising, or understanding customer perceptions.




Q5. Observation Technique – Explain both Active and Passive approaches
One of the most powerful techniques to employ for problem identification is Observation. This method is used to elicit information by viewing and understanding someone or a group of people in their environment. This enables you to watch how people accomplish their work, the steps they follow as they move through processes, and the manual entries they make.
Active Observation-
During an Active Observation session, you actively observe someone doing their work. You observe someone conducting (or walking through) their normal processes, talking about some of the features of certain software that they’re using, and showing the steps they take to perform their tasks. You then are able to ask questions and gain clarity about what the user is doing and why. These conversational details can really help to understand the challenges being experienced and help you understand the processes involved and the tools being used, so you can make recommendations for more efficient, user-friendly, and ‘business friendly’ solutions.
Benefits to Active Observation
Facilitates quick answers, clarifications, opinions, and insights
Enables the quick understanding and reasoning behind certain steps and processes
Passive Observation-
During a Passive Observation session, you are often required to be silent, passively observing someone doing their work. You are not allowed to interrupt users to ask questions or gain additional details, but instead should take notes and ask any follow-up questions after the session – often via email or in a separate discussion. Since there is no interruption of the normal process, Passive Observation is really useful for those types of jobs where timing is key, and interruptions are wholly impactful. 
Benefits to Passive Observation
Allows the flow of events to be observed naturally
Enables the recording of timing and how long it takes to complete certain actions.

Q6. How do you conduct the Requirements Workshop-
A Requirements Workshop is a structured meeting where stakeholders, business analysts, and project team members come together to gather, discuss, and finalize requirements for a project. It helps ensure everyone has a common understanding of what needs to be built.
Before the workshop
Define goals and scope: Clearly state the purpose and what you want to achieve from the session.
Create a detailed agenda: Outline the topics to be covered, activities, and desired outcomes. Share it with participants in advance.
Invite the right people: Include key stakeholders, decision-makers, subject matter experts, and those who will be impacted by the project.
Prepare materials: Gather necessary documents and prepare any templates, visual aids, or specific questions to guide the discussion.
Assign roles: Designate a facilitator to lead the session and a scribe to document everything. 
During the workshop
Start with introductions and rules: Begin with introductions if needed, state the goals, and establish ground rules to ensure an effective and respectful environment.
Facilitate the discussion: Keep the conversation focused on the agenda and goals. Guide participants using prepared questions and techniques like user stories, process mapping, or brainstorming.
Document in real-time: Have a scribe capture all requirements, decisions, and action items as they happen. Use a visible location, like a whiteboard, to display key points.
Manage off-topic discussions: Use a "parking lot" to temporarily set aside important but off-topic issues for a later time.
Summarize and next steps: At the end, summarize key decisions, action items with owners and due dates, and clearly outline the next steps. 

After the workshop
Distribute the summary: Send the documented findings and action items to all participants for review and approval.
Follow up: Track the assigned action items and schedule follow-up meetings as needed.
Refine and maintain documentation: Ensure the requirements are updated throughout the project lifecycle and incorporate any feedback received. 

Q7. In which context, Interview Technique can be conducted by a BA? How may approaches are there in conducting Interviews? (Structured – Unstructured) Explain them. Explain the difference between Open Ended Questions and Closed ended Questions – 
A Business Analyst (BA) primarily conducts interviews in the following contexts:
Requirements Elicitation: To gather detailed business, functional, and non-functional requirements from stakeholders, end-users, and subject matter experts (SMEs). This is the core purpose.
Stakeholder Analysis: To identify key players, understand their influence, manage expectations, and build rapport.
Problem Identification: To uncover pain points, process inefficiencies, and underlying business challenges.
Solution Assessment & Validation: To get feedback on proposed solutions, prototypes, or implemented systems, ensuring they meet the business needs.
Gap and Process Analysis: To understand current "As-Is" processes, define future "To-Be" states, and identify discrepancies between them.
There are two primary approaches to conducting interviews:
 structured, which uses a set of predetermined questions in a fixed order, and unstructured, which is free-flowing and conversational.
Structured interviews
Description: All interviewees are asked the same questions in the same order.
Characteristics:
Uses a fixed set of questions, often closed-ended.
The order and number of questions are predetermined.
The interviewer does not deviate to ask additional questions.
Focuses on collecting comparable, quantitative data.
Best for: Ensuring consistency, fairness, and objectivity, especially for roles where specific skills and qualifications are the most important factors. 
Unstructured interviews
Description: A conversational and flexible approach where the interviewer does not use a fixed set of questions.
Characteristics:
Questions are open-ended and arise naturally from the conversation.
The interviewer acts as a facilitator, allowing the discussion to evolve based on the interviewee's responses.
Allows for in-depth exploration and can reveal unexpected insights.
Best for: Gaining deep qualitative data, exploring a candidate's personality, and understanding their fit within the company culture. 
difference between Open Ended Questions and Closed ended Questions

	Feature
	Open-Ended Questions
	Closed-Ended Questions

	Response Type
	Free-form text, allowing for detailed explanation
	Predefined options, such as "yes/no," multiple-choice, or a rating scale

	Purpose
	To gather qualitative data, explore opinions, and gain deeper insight
	To gather quantitative data and make responses easier to compare and analyse

	Examples
	"How did you feel about the presentation?" or "What are your thoughts on this project?"
	"Did you enjoy the presentation?" (Yes/No) or "On a scale of 1 to 5, how satisfied are you?"

	Complexity
	Requires more reflection from the respondent
	Can be answered quickly and easily



Q8. Questionnaire Technique – Where we will use? Give one example-
A Business Analyst uses the Questionnaire Technique when information needs to be collected from a large number of stakeholders who are geographically spread out or when time is limited for one-on-one interviews or workshops. It’s useful for gathering quantitative data, opinions, or feedback quickly and efficiently.
Where we will use-
Stakeholders are geographically dispersed – so face-to-face meetings or workshops are not feasible.
Time is limited – and collecting information individually would take too long.
Standardized information is needed – such as ratings, preferences, or multiple-choice responses.
Sensitive topics are involved – where stakeholders may feel more comfortable providing honest answers in writing.
Example:
If a BA is analysing a company’s HR system, they might send a questionnaire to all employees to understand:
“How satisfied are you with the current leave application process?”
This helps the BA identify common issues and user needs before designing a new system.

Q9. How to Sort the Requirements – Where we will use? Give one example –
Sorting requirements typically involves prioritizing them based on various factors to manage scope, allocate resources effectively, and ensure the most critical items are delivered first. This process is used across the entire product development lifecycle, from initial planning to final release.
Key areas where requirements sorting is used:
Project Planning and Road mapping: To define the product roadmap and determine which features will be included in which release cycles [1, 2].
Resource Allocation: To decide where to focus development, testing, and design efforts [1].
Risk Management: To address high-risk or critical requirements early in the process [1].
Stakeholder Communication: To manage expectations and provide transparency on what is being worked on and in what order [1, 2].
Iteration/Sprint Planning (Agile Methodologies): To select which requirements will be committed to and completed within a specific development cycle.
Example:
In a banking app project, requirements like “Login Security” would be prioritized higher than “Customizable Themes”, because security has a higher business impact.

Q10. Prioritise the Requirements – –Where we will use? Give one example
Prioritizing requirements means ranking them based on importance, business value, urgency, or feasibility so the team knows which ones to implement first.
Where It’s Used:
During requirements analysis – to focus on the most critical requirements.
In Agile projects – to decide the order of features in the product backlog.
When resources or time are limited – to ensure high-value requirements are delivered first.
Example:
In an e-commerce project:
High priority: Payment processing and user authentication.
Low priority: Product recommendations or interface themes.

Q11. Weekly status reporting – How we will drive?
Weekly Status Reporting – 
Weekly status reporting is a process where a Business Analyst (BA) provides stakeholders with a summary of project progress, issues, and next steps on a weekly basis. It ensures transparency and keeps everyone aligned.
How to Drive Weekly Status Reporting:
Collect Updates
Gather progress from team members (development, testing, design, etc.).
Track completed tasks, ongoing tasks, and pending items.
Highlight Key Points
Progress against plan.
Risks, issues, or blockers.
Upcoming activities or milestones.
Prepare the Report
Use a standard template (Excel, PowerPoint, or project management tools).
Include metrics like % completed, open issues, and decisions needed.
Share with Stakeholders
Send via email or update on collaboration tools (Teams, Jira, Confluence).
Keep it concise, clear, and actionable.
Follow Up
Address queries or feedback from stakeholders.
Update action items in the next report.

Q12. Meeting Minutes Document – prepare one Sample-
A meeting minutes document is a written record of what happened during a meeting, capturing key discussions, decisions, and action items. These minutes are used to inform those who couldn't attend, ensure participants are aligned, and provide an official record for future reference. They typically include who attended, topics discussed, decisions made, and specific actions assigned with deadlines. 

	Meeting Title:  Requirements Gathering Workshop (Online Food Delivery App)

	Date and time
	07 November 2025, 11:00 AM – 12:15 PM

	Location
	Microsoft Teams

	Attendees
	Shiwani Pawar (Business Analyst)
Jayesh Patil (Project Manager)
Ujwal Savarkar (Developer)
Pawan Rathod (Tester)
Sneha Patel (Client Representative)


	Agenda
	Discuss core features of the Food Delivery App
Identify user journey and functional requirements
Decide on next steps for documentation


	Discussion Summary
	Discussed main modules: user registration, restaurant listing, cart, order tracking, and payments.
Client emphasized easy navigation and faster order placement.
Agreed to include GPS tracking for delivery partners.


	Decisions Made
	OTP verification via SMS and email to be implemented.
Daily transaction limit set at ₹2,00,000.
UI design to follow standard bank app theme.


	Action Items
	Draft requirement document for Fund Transfer
Share UI wireframe
Review business rules

	Owner
	Shiwani Pawar
Ujwal Savarkar
Sneha Patel

	Due Date
	10 Nov 2025
12 Nov 2025
11 Nov 2025

	Next Meeting

	Meeting Title
	Requirements Review Session

	Date and time
	13 November 2025, 11:00 AM

	Location
	Microsoft Teams

	Expected Attendees
	Same as above



Q13. Change Tracker – Document - – prepare one Sample
A Change Tracker – Document is a critical project management and business analysis tool used to systematically record, manage, and monitor all proposed alterations to project baselines (such as requirements, scope, timeline, or budget). It provides an official, centralized record of a project's evolution, ensuring transparency and accountability. 
Business analysts (BAs) use a Change Tracker document throughout the entire project lifecycle, but especially once the initial project baselines and requirements have been defined and approved.
The primary purpose of the Change Tracker document is to provide a structured way to handle the inevitable changes that occur during a project.

	Date
	Version No.
	Document Change Description
	Name
	Title
	Signature
	Approved By

	25-Oct-2025
	1.0
	Initial draft of BRD created
	Shiwani Pawar
	Business Analyst
	Signed
	Jayesh Patil (Project Manager)

	29-Oct-2025
	1.1
	Added new section for “Live Order Tracking” under Functional Requirements
	Shiwani Pawar
	Business Analyst
	Signed
	Sneha Patel (Client Representative)

	02-Nov-2025
	1.2
	Updated Payment Module – added Wallet and UPI options
	Shiwani Pawar
	Business Analyst
	Signed
	Jayesh Patil (Project Manager)

	06-Nov-2025
	1.3
	Revised Non-Functional Requirements (response time improved to 3 seconds)
	Shiwani Pawar
	Business Analyst
	Signed
	Amit Kumar (Tech Lead)



Q14. Difference between Traditional Development Model and Agile Development Models –

	Feature
	Traditional Development
	Agile Development

	Approach
	Linear and sequential, like the Waterfall model
	Iterative and incremental, with short development cycles (sprints)

	Planning
	Detailed, upfront planning for the entire project
	Continuous and adaptive planning, often refined each sprint

	Customer Involvement
	Limited to initial and final phases; customer provides input at the start and reviews at the end
	Continuous and extensive involvement throughout the project

	Flexibility
	Rigid; changes are difficult and costly once a phase is complete
	Flexible; adapts to changes and new requirements throughout the project

	Documentation
	Comprehensive and extensive written documentation is a priority
	Focus on working software; uses "lightweight" documentation that supports the project without slowing it down

	Team Structure
	Hierarchical and siloed teams with defined functional divisions
	Self-organizing, cross-functional teams that collaborate closely

	Best Suited For
	Large-scale projects with clearly defined, stable requirements
	Small to medium projects with dynamic, evolving requirements




Q15. Explain Brainstorming Technique – Where to use
Brainstorming is a technique used to generate a large number of ideas, particularly for solving problems, fostering innovation, and planning new ventures. It encourages creative thinking by allowing participants to share any and all ideas without initial judgment, aiming for quantity and building on collective intelligence to find potential solutions. 
Where It’s Used:
A Business Analyst uses the Brainstorming Technique during the requirements elicitation and problem-solving phase, especially when:
The team needs new ideas or innovative solutions.
Requirements are not clear or multiple options exist.
You want to engage multiple stakeholders (users, SMEs, developers) to collect diverse perspectives.
You need to identify features, risks, or process improvements collectively.

Q16. What reports Accounts Departments will generate (minimum 5 reports)
Financial Statements: The accounts department prepares and provides financial statements, including balance sheets, income statements, and cash flow statements. These statements give an overview of the borrower's financial position, profitability, and ability to generate cash flow. 
Company reserve loan Report: This report will help understand the reserve amount. 
Credit Report: The accounts department may obtain a credit report on the borrower from a credit bureau. This report provides information on the borrower's credit history, including their repayment track record, outstanding loans, and credit score.
 Collateral Evaluation: If the loan requires collateral, the accounts department may be involved in evaluating the value and marketability of the proposed collateral.
 Cash Flow Projections: The accounts department prepares cash flow projections based on the borrower's financial data. Debt-to-Income Ratio Analysis: The accounts department calculates the borrower's debt-to-income ratio, which compares the borrower's total debt obligations to their income.
 Loans Holder List: - The Final list of the employees to whom loan has been given, this report will contain loan amount collateral amount deduction from salary for each one employee in detail manner.
Q17. What is the structure of the message/mail communicated from the HR department to the employee in case the Loan is rejected?

Subject: Loan Request Status – Rejection
Dear [Employee's Name],
I hope this message finds you well. We appreciate your recent loan request through the Employees Loan Management System. Your financial well-being is important to us, and we carefully reviewed your request.
 I regret to inform you that, after a thorough evaluation, your loan application has been rejected. I understand that this news may be disappointing, and I want to provide you with a clear understanding of the reasons for the decision.
While we cannot provide specific details regarding the reasons for the loan rejection, we encourage you to review your financial situation and consider alternative options that may better align with your current circumstances. Our HR department is available to provide guidance and support if you require assistance in exploring other avenues for financial assistance.
we understand that facing a loan rejection can be challenging, please know that our decision is based on a careful assessment of your application and our commitment to responsible financial management.
We encourage you to review the reason(s) for rejection, and if possible, take steps to address any areas that may have contributed to the decision. If you have further questions or would like to discuss the decision, please feel free to reach out to the HR department or our Loan Management team.
We also want to remind you that there may be alternative financial support options available, and you may consider exploring these with our HR department or external financial institutions.
Once again, we understand the importance of financial support, and we are here to assist you with any questions or concerns you may have.
Thank you for your understanding and your dedication to TTS Company. We value your contributions to our organization. and this load rejection will not be harming any factor you as a employee of the organisation.
Sincerely, Thanks and Regards
HR Name Designation [HR Department, TTS Company
 [Contact Information]

Q18. What is the structure of the message/mail communicated from the HR department to the employee in case the Loan is approved?

Subject: Loan Application Approval Notification
Dear employee name
We are pleased to inform you that your loan application has been approved by the company's loan approval committee. Congratulations on this successful outcome!
We have carefully reviewed your application and considered various factors, including your financial standing, employment history, and the loan program's eligibility criteria. Based on our assessment, we are confident that this loan will assist you in achieving your financial goals.
Below are the details regarding your approved loan:
Loan Amount: Rs. 20, 00,000 Loan Term: 15 Years 
Interest Rate: 8.45%
 Repayment schedule: 20,811.46 monthly in 180 EMIs
Please review the loan agreement and associated terms carefully. If you have any questions or require further clarification, please do not hesitate to reach out to the HR department. We are here to provide the necessary support and guidance throughout the loan process.
We kindly remind you of your responsibility to fulfil the loan repayment obligations as per the agreed-upon terms. Timely and consistent repayment will not only help you meet your financial objectives but also demonstrate your reliability and strengthen your creditworthiness.
We appreciate your prompt attention to the loan agreement and adherence to the repayment schedule. Should you require any assistance or encounter any challenges during the repayment period, please feel free to approach the HR department for guidance and support.
Once again, congratulations on your loan approval. We wish you every success in achieving your financial aspirations.
Best regards, 
HR Department 
TTS Company 
Contact info.

Q19. Design a sample report on the Loans applications Received by the accounts department –
LOANS APPLICATION REPORT
                                                                                                                        Date DD/MM/YY
	Loan Application
	Applicant Name
	Loan Amount status
	Status

	ABC1
	Employee 1
	2000000
	Approved

	XYZ2
	Employee 2
	1200000
	Pending

	QRS3
	Employee 3
	1800000
	Rejected



Notes: --Approved applications have met the loan approval criteria and are eligible for loan disbursement. --Rejected applications do not meet the loan approval criteria and have been declined. --Pending applications are currently under review and a decision will be communicated soon --For any inquiries or further information, please contact the Accounts Department.

Q20. Which reporting Tools we will use for generating reports.
The choice of reporting tool depends on factors such as the nature of data, reporting requirements, user skill level, budget, and integration capabilities. 
Some of the popular reporting tools commonly used for generating reports:
Power BI: Power BI, developed by Microsoft, is a business intelligence tool that allows users to connect, transform, and visualize data from different sources.
Microsoft Excel: Excel is a widely used spreadsheet software that offers powerful data analysis and reporting capabilities
Tableau: Tableau is a leading data visualization and reporting tool that enables users to create interactive and visually appealing reports and dashboards




