CAPSTONE PROJECT3 PART2
Question 1. What is the difference between Brainstorming and JAD Sessions? 
The difference between Brainstorming and JAD (Joint Application Development) sessions lies in how each method supports the collection, refinement and validation of requirements.
1. Objective in Requirement Elicitation
· [bookmark: _Hlk202177552]Brainstorming:
Used early in the elicitation phase to generate a variety of ideas about features, user needs, or possible solutions. It is exploratory and helps uncover hidden or innovative requirements.
· JAD:
Used to elicit, refine, and finalize concrete requirements by involving all key stakeholders in real-time discussion. The goal is to reach consensus on requirements during the session itself.
2. Level of Detail
· [bookmark: _Hlk202177570]Brainstorming:
Focuses on high-level ideas and suggestions. The requirements gathered are often not well-defined or validated yet.
· JAD:
Produces detailed, clear, and agreed-upon requirements, often including use cases, business rules, data models and screen flows.
 3. Approach
· [bookmark: _Hlk202177580]Brainstorming:
Creative and open-ended, encouraging free flow of thoughts without judgment. Quantity of ideas is prioritized over quality during the session.
· JAD:
Structured and systematic. It follows a predefined agenda and is facilitated by a trained moderator to ensure focused discussions and decision-making.
 4. Stakeholder Involvement
· [bookmark: _Hlk202177598]Brainstorming:
May involve fewer or less diverse participants, often from one team or function (e.g., marketing, design, or business analysts).
· JAD:
Involves all key stakeholders: business users, IT team, Analysts, Testers, and sometimes Project Sponsors. It ensures alignment across departments.
5. Outcome for Elicitation
· [bookmark: _Hlk202177612]Brainstorming:
A pool of raw ideas, possible features, or user needs that require further analysis and validation.
· JAD:
A formalized set of requirements, often documented and agreed upon by all stakeholders by the end of the session.

Summary Table:
	Aspect
	Brainstorming
	JAD (Joint Application Development)

	Purpose in Elicitation
	Idea generation, early discovery
	Detailed requirement gathering & validation

	Structure
	Informal, unstructured
	Formal, structured & facilitated

	Output
	Initial ideas or feature suggestions
	Documented, validated requirements

	Stakeholder Involvement
	Limited, often from one function
	Broad, cross-functional

	Best Used When
	Exploring possibilities
	Finalizing business/system requirements



Question 2. Why Document Analysis is one of the compulsory technique we use in a Project? Justify 
Document Analysis is one of the compulsory and foundational techniques used by Business Analysts during requirement gathering because it provides critical insights, background context, and validation support. Here's a full justification:
1. Understand Existing System or Process
· Why?
Before gathering new requirements, it's essential to understand how things work today—this is often documented in:
· Process manuals
· System design documents
· User guides
· Business policy documents
· Justification:
Helps identify gaps, limitations, and opportunities for improvement in the current system.
2. Saves Time and Reduces Rework
· Why?
Documents often contain previously agreed-upon requirements, workflows, or data formats. Reviewing these avoids re-inventing the wheel.
· Justification:
Speeds up the elicitation process and avoids duplication of effort by building on what already exists.
3. Reveals Hidden or Implicit Requirements
· Why?
Many business rules or compliance constraints may not be known to stakeholders directly but are captured in regulatory documents, contracts, SLAs, or audit reports.
· Justification:
Prevents missing critical requirements that could cause legal, operational, or financial issues later.
4. Supports Stakeholder Discussions
· Why?
Documents act as a reference point during discussions with stakeholders, especially when clarifying legacy processes or validating changes.
· Justification:
Ensures fact-based conversations and reduces conflicts or misunderstandings.
5. Identifies Reusable Components
· Why?
Legacy system specs, templates, or previous project requirements can be reused or adapted to save time.
· Justification:
Promotes efficiency and consistency across projects or modules.
6. Helps in Validating New Requirements
· Why?
Comparing new requirements with existing documentation ensures nothing important is missed or contradicted.
· Justification:
Improves the quality and accuracy of the final requirement set.
7. Mandatory in Regulated or Compliance-Based Domains
· Why?
In domains like banking, healthcare, insurance, and government, there are strict regulations and standards.
· Justification:
Document analysis is essential to ensure compliance with legal, financial, and security mandates.
Conclusion:
Document Analysis is compulsory in requirement gathering because it:
· Ensures completeness and accuracy
· Minimizes risks
· Saves time and effort
· Builds on proven foundations
· Strengthens stakeholder engagement

Question 3. In Which Context we will use Reverse Engineering? 
Reverse engineering is a valuable technique in business analysis that involves analysing an existing system, product, or process to understand its structure, functionality, and underlying logic. It is used in various business contexts to improve efficiency, innovate or adapt to changing requirements.
Key Contexts Where Reverse Engineering is Used in Business Analysis:
1. System & Process Improvement
· Legacy System Modernization: When documentation is missing or outdated, reverse engineering helps understand how an old system works before upgrading or replacing it.
· Process Optimization: By deconstructing existing business processes, analysts can identify inefficiencies and redesign workflows.
2. Competitive Intelligence & Market Analysis
· Product Benchmarking: Studying competitors' products (e.g., software, hardware, or services) to understand features, pricing, and technology.
· Market Strategy Insights: Analyzing how competitors structure their business models or customer experiences to gain a competitive edge.
3. Software & Technology Analysis
· Understanding Third-Party Software: When integrating with external systems, reverse engineering helps decode APIs or undocumented features.
· Security & Compliance Audits: Identifying vulnerabilities in proprietary software or ensuring compliance with industry standards.
4. Data & Decision-Making Insights
· Data Reverse Engineering: Extracting hidden patterns from business data (e.g., customer behaviour, sales trends) to improve decision-making.
· Algorithmic Transparency: Understanding how AI/ML models or automated systems make decisions (e.g., credit scoring, recommendation engines).
Example:
In a Banking Application, if the original team is no longer available and there is no documentation for how loan interest calculation is applied, a BA might reverse engineer:
· the database logic,
· analyze UI forms,
· and consult with end-users, to derive accurate business rules.
Conclusion:
Reverse engineering in business analysis helps organizations understand, improve, and innovate by breaking down complex systems, processes, or products. It is particularly useful in digital transformation, competitive strategy, and operational efficiency initiatives.

Question 4. What is the difference between Brainstorming and Focus Groups?
The difference between Brainstorming and Focus Groups lies in their purpose, participants, structure, and output, especially in the context of requirement elicitation in Business Analysis.
Differences between Brainstorming vs Focus Groups:
	Aspect
	Brainstorming
	Focus Groups

	Purpose
	To generate a large number of ideas quickly
	To collect opinions, attitudes, or perceptions on a topic

	Participants
	Small group (typically 5–10) of creative thinkers or experts
	Group of stakeholders, customers, or users (6–12 people)

	Facilitation
	Facilitator encourages free thinking without judgment
	Moderator asks guided questions to stimulate discussion

	Structure
	Informal and unstructured
	Semi-structured or structured with a discussion guide

	Focus
	Idea generation
	Exploring perspectives and feedback

	Outcome
	List of potential features, solutions, or innovations
	Qualitative insights, needs, preferences, pain points

	Interaction Style
	Highly interactive and open-ended
	Interactive, but more focused and directed

	Use Case in BA
	For solution design, creative ideation
	For validating ideas, understanding user needs or behaviour



When to Use Which elicitation technique
· Use Brainstorming when:
· You need innovative ideas for a product or solution
· You are in the early stages of a project
· You want to explore multiple possibilities quickly
· Use Focus Groups when:
· You want to understand user opinions or emotional responses
· You need to validate features, designs, or requirements
· You are researching target audience preferences
Example
· Brainstorming Example:
A Business Analyst asks the product and dev teams to suggest features for a new Mobile Banking app—everyone contributes creative ideas freely.
· Focus Group Example:
A group of 10 banking customers is invited to discuss their experiences with the current mobile app and what improvements they’d like to see.

 Question 5. Observation Technique – Explain both Active and Passive approaches 
Observation is a data-gathering method where analysts directly watch users, processes or systems in their natural environment to understand behaviours, workflows, and pain points. It helps uncover unspoken requirements that stakeholders may not articulate in interviews or surveys.
Two Approaches to Observation:
Active Observation: 
· Definition: The analyst interacts with the process or users while observing.
· When to Use?
· When hands-on experience is needed to fully understand a task (e.g., learning a software system by using it).
· When users may not explain their actions clearly in interviews.
· Example:
· A business analyst works alongside a warehouse employee to observe how they use an inventory management system, asking questions in real-time.
· Benefits:
1. Deeper understanding by experiencing the process.
2. Clarifies ambiguities immediately.
Passive Observation:
· Definition: The analyst silently watches without interfering.
· When to Use?
· When unbiased, natural behaviour is critical (e.g., studying customer behaviour in a retail store).
· When interaction could disrupt the process (e.g., observing emergency room workflows).
· Example:
· A BA watches customers navigate an e-commerce website via screen recordings without interrupting them.
· Benefits:
1. Minimizes observer bias.
2. Captures authentic behaviour.

Key Differences:
	Aspect
	Active Observation
	Passive Observation

	Interaction
	Engages with users/process
	No interaction; silent observer

	Bias Risk
	Higher (Hawthorne Effect)
	Lower (more natural behaviour)

	Depth of Insight
	Richer context (can ask Qs)
	Limited to visible actions

	Best For
	Complex, hands-on processes
	Natural behaviour studies



Question 6. How do you conduct the Requirements Workshop 
A requirements workshop is a focused meeting where stakeholders come together to discuss and define the business needs, functional and non-functional requirements and sometimes solution approaches for a project.
Conducting a Requirements Workshop is a structured and collaborative technique used in Business Analysis to gather, validate, and prioritize requirements from key stakeholders. It is facilitated by the Business Analyst and involves representatives from business, users, IT and sometimes vendors.

Steps to Conduct a Requirements Workshop
1.Plan the Workshop:
	Task
	Description

	Define objectives
	Be clear on what you want to achieve (e.g., gather requirements, prioritize features, validate needs).

	Identify participants
	Include stakeholders such as business users, subject matter experts (SMEs), product owners, developers, QA, etc.

	Prepare agenda
	Share a clear agenda with timelines and discussion topics.

	Select venue/tools
	Choose physical or virtual meeting space with necessary tools (whiteboard, projector, conferencing tools).

	Pre-workshop materials
	Share background documents, current process flows, or mock-ups if available.



2.Conduct the Workshop:

	Activity
	Description

	Welcome and Introductions
	Set the tone, introduce participants, explain roles.

	Review Objectives and Agenda
	Ensure everyone knows what the session aims to accomplish.

	Present Background
	Share current state, business problem, project scope.

	Elicit Requirements
	Use elicitation techniques like brainstorming, use case discussion, process flows, user stories.

	Facilitate Collaboration
	Ensure equal participation, manage conflicts, keep discussions focused.

	Document Requirements
	Capture all inputs clearly in real time (whiteboard, shared screen, notes).

	Confirm Understanding
	Validate inputs with the group to ensure clarity and consensus.


3.After the Workshop:
	Task
	Description

	Compile outcomes
	Document all captured requirements, decisions, and open questions.

	Send MOM (Minutes of Meeting)
	Share the summary with participants for validation.

	Follow-up
	Schedule follow-ups for unanswered questions or deeper analysis.

	Update requirement artifacts
	Refine the BRD, FRD, user stories, process flows, or use cases based on input.


Best Practices
· Set ground rules (e.g., one speaker at a time, no criticism during idea generation)
· Use visual aids (diagrams, mock-ups, flowcharts)
· Encourage active participation
· Have a scribe or recorder to take detailed notes
· Stick to time limits per topic
· Handle conflicts diplomatically
  Example Scenario:
 As a BA for an Online Agriculture Product Store. I conduct a requirements   
 workshop to finalize the "Order Tracking Feature."

 Participants: Marketing head, Warehouse Manager, Delivery Team, Developer,  
 Tester.
 Workshop Goals:
· Define what information users want to see when tracking an order
· Discuss data sources for shipment updates
· Determine real-time update feasibility
· Identify edge cases (e.g., delayed delivery, failed delivery)

Sample Template for Requirements Workshop Agenda 

Workshop Topic: Requirements Gathering – Order Tracking Feature for Online Agriculture Store

Objective: To gather and validate requirements for the Order Tracking feature, including user expectations, data points, integration needs, and edge cases.

Date: 27-06-2025

Time: 10:00 AM – 12:30 PM

	Time
	Agenda Item
	Owner

	10:00 – 10:10 AM
	Welcome and Introductions
	Business Analyst

	10:10 – 10:20 AM
	Review Workshop Objectives and Agenda
	Business Analyst

	10:20 – 10:40 AM
	Current Process Overview (Order Lifecycle)
	Warehouse Manager

	10:40 – 11:15 AM
	Brainstorm: User Needs & Information Display
	All Participants

	11:15 – 11:45 AM
	Technical Feasibility and Data Sources
	Developer, BA

	11:45 – 12:00 PM
	Risk, Exception Scenarios (e.g., delays)
	Delivery Head

	12:00 – 12:20 PM
	Prioritization and Next Steps
	Business Analyst

	12:20 – 12:30 PM
	Q&A and Closing Remarks
	Business Analyst


Question 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
In Business Analysis, the Interview Technique is a widely used method for eliciting requirements by conducting one-on-one or group conversations with stakeholders, end-users, or subject matter experts (SMEs).

Business Analysts conduct interviews in the following contexts:

	Context
	Purpose of the Interview

	Initial Requirement Gathering
	To understand high-level business goals and scope.

	Exploring Detailed Requirements
	To dig deep into business rules, data needs, workflows, and exceptions.

	Clarifying Ambiguous Information
	When documentation or user feedback is unclear or contradictory.

	Validating Requirements
	To confirm that gathered requirements are complete, accurate, and feasible.

	Post-Implementation Feedback
	To gather user feedback on the performance of the delivered solution.

	Gap Analysis
	To identify missing features or process inefficiencies in the current system.


Approaches to Conducting Interviews
1.Structured Interview:
	Feature
	Description

	Definition
	The BA asks predefined, specific questions in a fixed order.

	Goal
	To get standardized and comparable answers across interviewees.

	Best For
	Confirming facts, regulatory needs, data requirements.

	Limitation
	May limit open discussion or unexpected insights.


Example Question:
· “Which reports do you use daily?”
· “How many orders do you process in a day?”
2. Unstructured Interview
	Feature
	Description

	Definition
	The BA uses open conversation with few or no prepared questions.

	Goal
	To explore unknown areas or get detailed user experiences.

	Best For
	Early discovery, understanding user pain points, innovation.

	Limitation
	Hard to compare answers, may go off-topic.


Example Prompt:
· “Tell me about your process for handling customer complaints.”
3. Semi-Structured Interview (Most Common)
	Feature
	Description

	Combines structured and unstructured
	Start with prepared questions, but allow follow-up and open discussion.

	Offers flexibility and focus
	Ensures key topics are covered, but allows new ideas to emerge.


Description:
Start with prepared questions, but allow follow-up and open discussion.
Ensures key topics are covered, but allows new ideas to emerge.
Open-Ended vs Closed-Ended Questions:
	Aspect
	Open-Ended Questions
	Closed-Ended Questions

	Definition
	Questions that allow for detailed, descriptive answers
	Questions that require short, specific responses

	Answer Type
	Narrative, explanatory, subjective
	Yes/No, multiple choice, factual

	Purpose
	To explore ideas, opinions, reasoning
	To confirm facts or collect measurable data

	Use Case
	Early discovery, process understanding, user feedback
	Metrics collection, compliance, checklists

	Example
	“How do you currently track customer orders?”
	“Do you track customer orders using a system?”

	Another Example
	“What challenges do you face in data entry?”
	“Do you face any issues while entering data? (Yes/No)”


Summary
· Use Interviews when you need deep insights from individual stakeholders.
· Choose the type of interview based on the phase and goal of your requirement gathering.
· Use a mix of open-ended and closed-ended questions for balance and clarity.
Question 8. Questionnaire Technique – Where we will use? Give one example
The Questionnaire Technique is a requirement elicitation method where the Business Analyst prepares a set of written questions and shares them with stakeholders or end-users to collect structured feedback or requirements.
It can include open-ended, closed-ended, rating scales, or multiple-choice questions.
This technique is used in the following contexts:
	Context
	Why Questionnaire is Useful

	When stakeholders are spread across locations
	Helps reach many users without physical meetings

	For collecting feedback from large user groups
	Efficient for data collection and analysis

	When time is limited for individual interviews
	Saves time and effort

	To validate or prioritize existing requirements
	Quick way to rank features, usability, or pain points

	For post-implementation or user satisfaction surveys
	Helps evaluate system performance or UX


Example: Online Agriculture Store Project
For gathering feedback on the Order Tracking Feature from multiple delivery agents and customers.
Sample Questionnaire:
Project: Online Agriculture Product Store
Purpose: Understand user needs for the order tracking system
	Question
	Type

	1. How do you currently check the status of your order?
	Open-ended

	2. Would you prefer SMS updates, Email, or Mobile App notifications?
	Multiple Choice

	3. On a scale of 1 to 5, how important is real-time tracking to you?
	Rating Scale

	4. Do you receive incorrect or delayed delivery updates?
	Yes/No

	5. What improvements would you suggest in the current tracking method?
	Open-ended


Benefits of Questionnaire Technique
· Standardized responses for easy analysis
· Useful for quantitative and qualitative insights
· Can be digitally distributed (Google Forms, SurveyMonkey, etc.)

Question 9. How to Sort the Requirements – Where we will use? Give one example
Sorting requirements means organizing and prioritizing them in a way that helps the team understand what is most important, what is feasible, and what should be delivered first.
Sorting requirements involves organizing elicited needs into structured categories (e.g., by priority, type, or stakeholder) 

Sorting requirements is used in the following situations:

	Context
	Why Sorting is Important

	After gathering requirements
	To make sense of raw, unorganized inputs

	During prioritization sessions
	Helps define MVP (Minimum Viable Product) and release plans

	In backlog grooming (Agile)
	Ensures the product backlog is ordered by value and urgency

	When stakeholders have conflicting needs
	To align business goals and stakeholder expectations

	During scope definition
	Helps filter "must-haves" vs "nice-to-haves" within project constraints



Common Sorting Techniques:

1. MoSCoW Prioritization
· Must-have (M): Essential for launch.
· Should-have (S): Important but not critical.
· Could-have (C): Nice-to-have if resources allow.
· Won’t-have (W): Excluded for now.

2. Functional vs. Non-Functional
· Functional: Features (e.g., "User can reset password").
· Non-Functional: Quality attributes (e.g., "System must load in <2 seconds").

3. By Stakeholder or Department
· Example: Sorting requirements for Sales vs. Finance teams.

4. By Phase/Release
· Example: Phase 1 (Core features) vs. Phase 2 (Advanced features).

Example: Sorting Requirements for a Food Delivery App
Unsorted Requirements:
· "Users can pay via credit card."
· "App must support 10K concurrent users."
· "Users can rate restaurants."
· "Orders must be delivered in ≤30 mins."
Sorted Using MoSCoW:
	Priority
	Requirement

	Must
	Pay via credit card.

	Must
	Support 10K concurrent users.

	Should
	Rate restaurants.

	Could
	Delivery in ≤30 mins (if logistics allow).



Sorted by Type:
· Functional: Payment, ratings.
· Non-Functional: Scalability, delivery time.

Tips for Effective Requirement Sorting
· Involve key stakeholders to agree on priorities
· Use visual aids (Excel, JIRA boards, MoSCoW charts)
· Regularly review and update priorities as business goals evolve

Question 10. Prioritize the Requirements – –Where we will use? Give one example
Requirement prioritization is the process of ranking or ordering requirements based on their importance, urgency, business value, technical feasibility, or stakeholder needs. It ensures that the most critical and valuable features are delivered first, especially when resources, time, or budget are limited.

Where Do We Use Prioritization of Requirements
	Context
	Purpose

	During project planning
	To define the Minimum Viable Product (MVP) and delivery scope

	In Agile Sprint Planning
	To order the product backlog so the team works on the most valuable features

	When resources are limited
	To ensure essential features are developed first

	To resolve conflicts
	When stakeholders have different opinions on what’s important

	Before release planning
	To decide which features to include in a specific release version



Common Techniques for Prioritizing Requirements:
	Technique
	How It Works

	MoSCoW
	Must have, Should have, Could have, Won’t have (for now)

	100-Point Method
	Stakeholders distribute 100 points across all requirements

	Kano Model
	Classifies requirements as Basic, Performance, or Delighters

	Priority Ranking (1–5)
	Each requirement is given a numeric priority

	Value vs. Complexity Matrix
	High-value/low-complexity features are prioritized first



Example: Prioritizing Features for an Online Agriculture Store
Let’s say you’ve collected these 5 requirements from stakeholders. Now you prioritize them using the MoSCoW method.

	Requirement
	Priority (MoSCoW)
	Reason

	1. User registration and login
	Must have
	Core feature for access control

	2. Add-to-cart and checkout functionality
	Must have
	Critical for revenue

	3. Real-time order tracking
	Should have
	Improves customer experience

	4. Product rating and review feature
	Could have
	Adds value but not essential in MVP

	5. Voice-based search
	Won’t have (for now)
	Too complex, low ROI at early stage


Summary
· Prioritization ensures focus on delivering the most important features first.
· It is used throughout the project lifecycle, especially during scoping, sprint planning, release management, and change requests.
· Use structured techniques like MoSCoW or Value vs Effort to make transparent, data-backed decisions.

Question 11. Weekly status reporting – How we will drive? 
A Weekly Status Report is a brief but structured update provided by the Business Analyst or Project Manager to communicate the progress, achievements, risks, and next steps of a project to stakeholders, team members, and leadership.
It helps in tracking work progress, identifying blockers early, and ensuring project transparency and accountability.

Purpose of Weekly Status Reporting:
	Purpose
	Why It Matters

	Track Progress
	Keeps stakeholders informed of what was completed and what’s pending

	Identify Risks
	Brings attention to issues or delays early

	Promote Accountability
	Assigns ownership of tasks and deadlines

	Facilitate Communication
	Keeps everyone aligned on goals and current project state

	Support Decision-Making
	Helps managers prioritize support, resources, or scope changes


Driving Weekly Status Reporting
1. Decide the Reporting Format
Most common formats:
· Email Summary
· Slide Deck (for meetings)
· Spreadsheet or Dashboard
· Status Report Template (Word/Excel)
· Project Management Tools (e.g., JIRA, MS Project)

2. Identify Key Sections to Include
A good weekly status report should include:
	Section
	Details

	Week/Date Range
	Reporting period (e.g., Week of June 24–28, 2025)

	Accomplishments
	Work completed this week (e.g., "Completed Requirement Workshop for Order Tracking")

	Work in Progress
	Tasks currently being worked on

	Issues or Risks
	Blockers, challenges, or concerns

	Dependencies
	Items dependent on other teams or stakeholders

	Planned Work for Next Week
	What’s coming up

	Owner/Assignee
	Who is responsible for current or upcoming tasks

	Project Health (Optional)
	RAG Status – Red, Amber, Green summary



3. Collect Input from the Team
· Gather updates from developers, testers, SMEs, and stakeholders
· Review task boards or tools (e.g., JIRA, Trello)
· Note any delays or changes


4. Share and Present
· Send the report every week on a fixed day (e.g., every Friday by 5 PM)
· Present in a weekly sync or review meeting (if required)
· Highlight blockers and actions clearly

Example (Email Format)
Subject: Weekly Status Report – Online Agriculture Store (Week: 24–28 June 2025)
Completed This Week:
· Conducted Requirements Workshop for Order Tracking
· Finalized user stories for Add-to-Cart feature
· Shared BRD draft with stakeholders

In Progress:
· UI mock-up preparation for Product Catalogue (Design Team)
· Review of functional requirements by Dev Team
  Issues/Risks:
· Delay in test environment setup (ETA extended to 2 July)
· Awaiting API integration specs from vendor
Next Week Plan:
· Finalize UI mock-ups
· Start backlog grooming for Sprint 1
· Set up test cases for Order Management Module
Owner: A B Prem Kumar, Business Analyst
Project Health:  Green (on track)

Question 12. Meeting Minutes Document – prepare one Sample
A Minutes of Meeting (MoM) document is an official written record of everything that occurred during a meeting — including key discussions, decisions, assigned tasks, and next steps. It is usually prepared by the meeting facilitator, secretary, or business analyst.
Purpose of MoM Document
	Purpose
	Why It’s Important

	Record Keeping
	Documents what was discussed and agreed upon

	 Communication Tool
	Informs absent stakeholders about the meeting outcome

	Tracks Accountability
	Lists action items with responsible persons and due dates

	Provides Legal or Audit Evidence
	Especially in compliance-heavy or contractual projects

	Follow-up Reference
	Ensures consistency in follow-up meetings and avoids confusion



Typical Structure of a MoM Document
	Section
	Content

	 Meeting Details
	Title, Date, Time, Location, Organizer

	 Attendees
	Names and roles of participants

	Agenda
	Topics planned for discussion

	 Key Discussions
	Summarized notes of each agenda item discussed

	Decisions Made
	Agreements or approvals reached

	 Action Items
	What needs to be done, by whom, and by when

	Next Meeting
	Date, time, and purpose of next meeting (if scheduled)

	Prepared By
	Name of person who recorded the minutes



Sample for Meeting Minutes Document:
	Project Name
	Online Agriculture Product Store

	Meeting Title
	Requirements Workshop – Order Tracking Feature

	Meeting Date
	28-06-2025


	Time
	10:00 AM – 11:30 AM

	Location
	Zoom Meeting / Conference Room A

	Facilitator
	A B Prem Kumar (Business Analyst)

	Attendees:

	Satya Rathnakar– Product Owner (SOONY)
Lingesh Vegad – Warehouse Manager
Yogender – Delivery Team Lead
Gowri – UI/UX Designer
Madhuri – Developer
Prem Kumar – Business Analyst

	Agenda

	1 Walkthrough of current order process
2. Discuss customer expectations for order tracking
3. Identify system and data requirements
4. Note integration and dependency concerns
5. Define next steps and action items

	Discussion Summary

	1.Orders are updated manually once dispatched from warehouse.
2.Orders are updated manually once dispatched from warehouse.
3.Delivery status, expected date/time, courier details, and order ID to be displayed.

	Decisions Made

	Real-time tracking to be included in MVP.
Notifications will be sent via SMS and app notifications.
UI/UX team to design tracking screen mock-ups by 03-07-2025

	Action Items

	Design order tracking UI
Get API specs from courier partner
Document finalized requirements

	Next Meeting

	Date: 05-07-2025
Topic: Review of UI Mock-ups and Technical Feasibility

	Prepared By:

	A B Prem Kumar
Business Analyst
e-mail: abprem421@gmail.com
Phone: +91 8074060865



Question 13. Change Tracker – Document - – prepare one Sample 
A Change Tracker Document is a formal document used in Software Projects to record, monitor, and manage all the change requests made to project requirements, functionalities, design or any other project components throughout the development lifecycle.
It helps ensure:
· Stakeholders are aware of changes
· Approval is sought before implementing changes
· Project scope, budget, and timeline are protected
· A proper audit trail is maintained for future reference
 Sample Change Tracker Document:
Project Name: Online Agriculture Products Store
Version: 1.0
Prepared By: A B Prem Kumar (Business Analyst)
Date: 30-06-2025

	Request Date
	Change Description
	Change Type
	Requested By
	Impacted Area
	Status
	Approved By
	Approval Date

	25-06-2025
	Add OTP verification before checkout
	Functional
	Product Owner
	Checkout Module
	Approved
	Project Manager
	26-06-2025

	26-06-2025
	Change label “Farmer” to “Seller” site-wide
	UI/UX
	Stakeholder
	UI Labels
	In Progress
	UX Lead
	Pending

	28-06-2025
	Integrate Razorpay in addition to existing payment gateways
	Technical
	Tech Lead
	Payment Gateway
	Under Review
	Architect
	29-06-2025

	29-06-2025
	Modify delivery SLA from 3 to 5 days
	Business
	Operations Team
	Delivery Logic
	Rejected
	Product Owner
	30-06-2025


Notes:
· Change Type can be Functional, Technical, UI/UX, Business, Legal, etc.
· Status can be: Proposed, In Review, Approved, Rejected, In Progress, Implemented.
· Impacted Area helps in assigning changes to the relevant modules or components.
Question 14. Difference between Traditional Development Model and Agile Development Models 
Comparison between Traditional Development Model (Waterfall Model) and the Agile Development Model:
Difference Between Traditional and Agile Development Models
	Aspect
	Traditional Development Model (Waterfall)
	Agile Development Model

	Approach
	Sequential and linear
	Iterative and incremental

	Planning
	Detailed planning at the beginning
	Adaptive planning throughout the project

	Flexibility
	Rigid – changes are difficult once development starts
	Highly flexible – accommodates changes anytime

	Phases
	Defined and fixed phases (Requirements → Design → Development → Testing → Deployment)
	Short sprints with overlapping activities

	Requirement Handling
	Fixed upfront
	Evolving requirements, gathered continuously

	Customer Involvement
	Minimal – mostly at the beginning and end
	High – continuous collaboration throughout

	Testing
	Performed after development is complete
	Continuous testing during development

	Delivery
	Single final delivery at the end of project
	Frequent releases (usually bi-weekly or monthly)

	Risk Management
	High risk due to late visibility of issues
	Low risk due to early detection and feedback

	Team Structure
	Roles are clearly defined and hierarchical
	Cross-functional and self-organizing teams

	Documentation
	Heavy documentation required
	Lightweight documentation preferred

	Project Size
	Suitable for large and predictable projects
	Suitable for dynamic and fast-changing projects

	Examples of Use
	Government, Banking Systems, Defence projects
	Startups, Mobile apps, Evolving Tech Products


Summary:
· Traditional Model is best for well-defined, stable projects with strict regulations.
· Agile Model is best for projects requiring flexibility, rapid delivery, and customer feedback loops.
Question 15. Explain Brainstorming Technique – Where to use? 
Brainstorming is a requirement elicitation technique used to generate a large number of ideas or solutions in a short time through open, creative group discussions. It encourages participants to think freely and suggest ideas without fear of criticism.
· Used early in the elicitation phase to generate a variety of ideas about features, user needs, or possible solutions. It is exploratory and helps uncover hidden or innovative requirements
· Focuses on high-level ideas and suggestions. The requirements gathered are often not well-defined or validated yet.
· Creative and open-ended, encouraging free flow of thoughts without judgment. Quantity of ideas is prioritized over quality during the session.
· May involve fewer or less diverse participants, often from one team or function (e.g., marketing, design, or business analysts).
· A pool of raw ideas, possible features, or user needs that require further analysis and validation
Key Characteristics:
· Conducted in group sessions (3–10 participants)
· Focuses on quantity over quality initially
· Involves free flow of ideas — no evaluation during idea generation
· Followed by discussion, filtering, and categorization of ideas
Use of Brainstorming Technique
	Scenario
	Use of Brainstorming

	Requirement Elicitation
	To identify possible features or functionalities of a new product or system

	Problem Solving
	When the team faces a challenge (e.g., low user engagement) and needs innovative solutions

	Process Improvement
	To gather team inputs on how to optimize workflows or reduce delays

	Product/Feature Innovation
	During early stages of product design to explore diverse user needs or creative features

	Risk Identification
	To quickly list potential risks and mitigation strategies during planning


Example Scenario:
Project: Online Agriculture Products Store
Use Case: Introduce a new loyalty program.
How Brainstorming Helps:
· BA conducts a brainstorming session with marketing, product, and tech teams
· Ideas generated: Cashback points, farmer badges, refer-and-earn, seasonal discounts
· Later, these ideas are evaluated for feasibility and added to backlog




Case study Questions (	Q16 – Q20)
Q16. What reports Accounts Departments will generate (minimum 5 reports) 

Project: Employee Loan Management System
Accounts Department will generate the following reports
1. Loan Disbursement Report
	Employee ID
	Employee Name
	Loan Amount
	Disbursement Date
	Loan Type
	Repayment Start Date
	Disbursed By

	
	
	
	
	
	
	

	
	
	
	
	
	
	


2. Monthly Loan Deduction Report
	Employee ID
	Employee Name
	Loan Account No.
	EMI Amount
	Deduction Month
	Deducted Amount
	Outstanding Balance

	
	
	
	
	
	
	

	
	
	
	
	
	
	


3. Loan Repayment Summary Report
	Total Loans Issued
	Total Repaid Amount
	Total Outstanding Amount
	Number of Loans Closed
	Loans with Delayed Payments

	
	
	
	
	

	
	
	
	
	


4. Loan Approval/Rejection Report
	Employee ID
	Employee Name
	Loan Account No.
	Requested Amount
	Status
	Reason for Rejection
	Approval Date

	
	
	
	
	
	
	

	
	
	
	
	
	
	


5. Defaulters Report
	Employee ID
	Employee Name
	Loan Account No.
	Missed EMI Month(s)
	Total Overdue Amount
	Days Delayed
	Escalation Status

	
	
	
	
	
	
	

	
	
	
	
	
	
	





Q17. What is the structure of the message/mail communicated from the HR department to the employee in case the Loan is rejected? 
HR Communication – Loan Rejection Message through e-mail
Subject: Update on Your Loan Request – Ref Id:354606651 
Dear Rakesh Kumar
We acknowledge the receipt of your loan request dated 25-06-2025 via the Employee Loan Management System.
After a final check by the HR and Accounts departments, we are sorry to convey that your loan application Reference ID:354606651 has not been granted at this time.

Reason for Rejection: "Your current loan eligibility limit has been exceeded" 

Kindly understand that this might discourage you. Therefore, please feel free to inquire with the HR helpdesk for further clarity or reapply when the eligibility conditions have been met.
Do contact us if you need assistance in understanding eligibility criteria or the documentation process.
Thank you for your understanding.
Warm regards,
N Rekha
HR Department
TTS Company
hrsupport@ttscompany.com
Phone: +91-98765-12345

Communication Message through SMS– Loan Rejection

Dear Rakesh Kumar,
Your loan request 345606651 dated 25-06-2025 has been Rejected after review by HR and Accounts.
Reason: Ineligible Loan Amount
For details, please check your email or contact the HR helpdesk.
– TTS HR Team

Some of the common reasons for Loan Rejection
	Reason for Rejection
	Explanation

	Ineligible Loan Amount
	Requested amount exceeds the employee's loan eligibility limit based on salary, grade, or tenure.

	Insufficient Tenure
	Employee hasn’t completed the minimum required tenure (e.g., 1 year) to qualify for a loan.

	Pending Existing Loan
	Previous loan is still unpaid or active; no new loans allowed until repayment is complete.

	Low Credit Score (Internal)
	Internal credit scoring (e.g., previous defaults, salary advances) indicates high risk.

	Incomplete Documentation
	Required documents such as salary slips, ID proof, or bank details were missing or invalid.

	Incorrect Loan Purpose
	The reason provided for the loan doesn’t fall under permitted categories (e.g., personal luxury items, business ventures).

	Disciplinary Issues
	Employee has pending disciplinary actions or HR escalations that disqualify them from benefits.



Q18. What is the structure of the message/mail communicated from the HR department to the employee in case the Loan is approved?
Loan Approval Email Structure
Subject: Your Loan Request 538606595 – Approved
Dear John,
We are pleased to inform you that your loan request dated 23-06-2025, submitted through the Employee Loan Management System, has been approved by the HR and Accounts departments.
Here are the key details of your approved loan:
· Loan Reference ID: 538606595
· Approved Loan Amount: ₹1,00,000/-
· Loan Type: Personal
· Disbursement Date: 30-06-2025
· Repayment Start Date: 30-07-2025
· EMI Amount: ₹4,000/-
· Loan Tenure:  25 months
Attached to this mail, you will find:
1. Loan Offer Document
2. Terms and Conditions
3. Repayment Schedule
We request you to review the attached documents carefully. If you agree with the terms and repayment schedule, please digitally accept the offer through the portal or sign and return the documents by 29-06-2025.
Upon confirmation, the loan amount will be disbursed, and monthly EMI deductions will begin from your salary as per the agreed schedule.
If you have any queries, please contact the HR helpdesk.
Congratulations and thank you for using the Employee Loan Management System.

Warm regards,
N Rekha
HR Department
TTS Company
hrsupport@ttscompany.com
Phone: +91-98765-12345

Sample SMS Message Structure for Loan Approval

Dear John,
Your loan request 538606595 dated 23-06-2025 has been approved for ₹ 1,00,00/-.
Disbursement Date: 30-06-2025
EMI: ₹4,000/- starting from July-2025
Please check your email/portal for the loan offer, terms and repayment schedule.
Confirm acceptance by 20-06-2025.
· TTS HR Team

Q19. Design a sample report on the Loans applications Received by the accounts department 
Company: TTS Company
Project: Employee Loan Management System
Department: Accounts
Report Type: Loan Applications Received
Reporting Period: June 2025
Prepared By: Accounts Executive
Date of Report: 30-June-2025
Summary Overview:
	Total Applications Received
	Approved Loans
	Rejected Loans
	Pending Review

	30
	25
	2
	3



	Emp ID
	Emp Name
	Dept
	Loan Type
	Requested Amount (₹)
	Approved Amount (₹)
	Status
	Approval/Rejection Date
	Rejection (if any)

	597202
	John 
	R&D
	Personal Loan
	1,00,000
	1,00,000
	Approved
	25-06-2024
	-

	601857
	Juhi
	HR
	Education Loan
	2,00,000
	1,80,000
	Approved
	26-06-2024
	Partial approval due to policy limits

	625983
	Jason
	Accounts
	Emergency Loan
	80,000
	-
	Rejected
	27-06-2024
	Insufficient tenure with company

	637685
	Alekya
	IT
	Home Loan
	5,00,000
	Pending
	Under Review
	-
	-


Loan Application Details

Key Observations
1. Approval Rate: 90 % of total applications were approved.
2. Rejection Reasons:
· Insufficient tenure (Most common reason)
· Exceeding eligible loan amount
· Incomplete documentation
3. Highest Loan Type Requested: [Personal/Home/Education/Emergency Loan]
4. Average Processing Time: 7 days

Next Steps & Recommendations
· Pending Applications: Accounts team to finalize review by [Target Date].
· Employee Communication: Ensure rejected applicants receive detailed feedback.
· Policy Review: Assess if loan eligibility criteria need adjustments based on rejection trends.

Prepared by: Vandanam, Account Manager
Reviewed by: A Lakshmi Kala, Finance Head
Q20. Which reporting Tools we will use for generating reports. 
Using the Employee Loan Management System at TTS Company, the reporting tools selected should support:
· Financial data handling
· Integration with HRMS/Payroll systems
· Role-based access control
· Export options (PDF, Excel)
· Interactive dashboards or scheduled reports
 Recommended Reporting Tools for generating reports are

	Tool
	Why It's Suitable for This Case

	Microsoft Power BI
	- Easily integrates with SQL/HR databases
- Visual dashboards for HR & Accounts
- Role-based access (HR sees approvals, Accounts sees disbursement)
- Automated report scheduling

	Tableau
	- Good for advanced visual analytics
- Can build loan trends, repayment summaries
- Connects to multiple data sources (HRMS, Salary System)


    Tool Selection Depends on:
· Backend technology (e.g., SQL Server, Oracle, Java platform)
· Internal tool policy (e.g., Microsoft or Open-Source preference)
· Reporting needs (interactive dashboards vs printable documents)
· Integration capabilities with existing HR, Payroll, and Financial systems
