


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

	Purpose
	Generate a large number of ideas or solutions quickly, often without evaluation.
	Gather detailed requirements for a system or project through structured collaboration.

	Participants
	Usually team members or stakeholders involved in idea generation.
	Key stakeholders, users, and IT professionals (analysts, developers, facilitators).

	Structure
	Informal, free-flowing, encourages creativity.
	Highly structured, with planned agenda, roles, and rules.

	Focus
	Creative thinking, problem-solving, innovation.
	Requirements elicitation, decision-making, system design.

	Output
	List of ideas or potential solutions.
	Documented, agreed-upon system requirements or design specifications.

	Duration
	Short sessions, can be a few minutes to a few hours.
	Longer sessions, often multiple days or repeated workshops.



    Q 2. Why Document Analysis is one of the compulsory technique we use in a Project? Justify 
Document Analysis is compulsory in a project because it helps gather accurate, existing information about the system, processes, and requirements without relying solely on stakeholder interviews. By reviewing reports, manuals, forms, and previous project documents, analysts can:
1. Understand current processes – Identify how things are done before proposing changes.
2. Validate information – Cross-check facts obtained from interviews or observations.
3. Save time and effort – Use existing data instead of starting from scratch.
Justification: It ensures the project is based on reliable, documented evidence, reducing errors and misunderstandings.
                             Q3. In Which Context we will use Reverse Engineering?
Reverse Engineering is used in the context of analyzing an existing system or software to understand its design, functionality, or components, usually when:
1. Documentation is missing or outdated – To recreate or understand system requirements.
2. System maintenance or upgrades are needed – To modify, enhance, or migrate legacy systems.
3. Understanding competitors’ products – To study features or design for improvement.
4. Recovering lost knowledge – When the original developers are unavailable.
Reverse engineering is applied when you need to extract knowledge from an existing system rather than starting from scratch.
                   Q4. What is the difference between Brainstorming and Focus Groups?
	Aspect
	Brainstorming
	Focus Groups

	Purpose
	Generate a wide range of ideas or solutions quickly.
	Collect opinions, perceptions, and feedback from a target group.

	Participants
	Usually team members or stakeholders involved in problem-solving.
	Selected group of users or customers representing the target audience.

	Structure
	Informal, encourages free-flowing creativity.
	Semi-structured, guided discussion led by a moderator.

	Focus
	Idea generation and innovation.
	Understanding user needs, attitudes, and experiences.

	Output
	List of potential ideas or solutions.
	Insights, preferences, and qualitative data for decision-making.

	Use in Project
	Useful in planning, problem-solving, and generating solutions.
	Useful in requirement gathering, market research, or usability studies.


                    Q5. Observation Technique – Explain both Active and Passive approaches
Observation Technique is a requirements-gathering method where the analyst studies how users perform tasks in the real environment. It is classified into Active and Passive approaches.
	Approach
	Description
	Example

	Active Observation
	
The analyst interacts with users, asks questions, and may guide or participate in the process.
	  Analyst works alongside staff in a bank to understand transaction procedures.

	Passive Observation
	The analyst watches silently without interfering, letting processes happen naturally.
	Analyst sits in a call center, observing how agents handle calls without participating.


                                  Q6. How do you conduct the Requirements Workshop
  Define Objectives:
· Clearly outline what the workshop aims to achieve (e.g., gather requirements, resolve conflicts, prioritize features).
  Identify Participants:
· Include key stakeholders, users, business analysts, developers, and a facilitator.
  Prepare Agenda & Materials:
· Plan topics, activities, and time slots.
· Prepare supporting documents, templates, and visual aids.
  Facilitate the Workshop:
· Use structured techniques like brainstorming, storyboarding, or role-playing.
· Encourage active participation and manage conflicts.
  Document Requirements:
· Capture all ideas, decisions, and requirements in real time.
· Clarify and validate points with participants during the session.
  Review & Validate:
· Summarize findings at the end of the workshop.
· Ensure stakeholders agree on documented requirements.
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 
Context for Using Interview Technique:
A Business Analyst (BA) conducts interviews when they need to gather detailed requirements, understand processes, or clarify ambiguities from stakeholders, users, or subject matter experts. Interviews are particularly useful when:
· Documentation is incomplete or unclear.
· The project involves complex or sensitive information.
· Direct feedback from users or experts is needed.
Approaches to Conducting Interviews:
1. Structured Interviews:
· Predefined set of questions.
· Same questions asked to all participants.
· Easy to analyze and compare responses.
· Example: Questionnaire for user roles in a system.
2. Unstructured Interviews:
· No fixed set of questions; flexible and exploratory.
· Analyst adapts questions based on responses.
· Useful for exploring new areas or uncovering hidden requirements.
· Example: Casual discussion with a user to understand workflow issues.
Difference Between Open-Ended and Closed-Ended Questions:
	Feature
	Open-Ended Questions
	Closed-Ended Questions

	Nature
	Allows detailed, descriptive answers.
	Allows only specific, short answers (Yes/No, multiple choice).

	Purpose
	Explore opinions, ideas, and insights.
	Collect factual or quantitative information.

	Example
	“How do you handle customer complaints?”
	“Do you use software X for complaints? (Yes/No)”


                  Q8. Questionnaire Technique – Where we will use? Give one example
Questionnaire Technique is used when a BA needs to collect information from a large number of respondents in a short time, especially when stakeholders are busy, distributed across locations, or not available for interviews.
It helps gather opinions, preferences, and requirements quickly and in a structured way.
 Example:
A BA sends an online questionnaire to 200 employees asking what features they want in a new HR management system (e.g., leave request, payroll access, attendance tracking).
                 Q9. How to Sort the Requirements – Where we will use? Give one example
Sorting requirements means classifying and prioritizing collected requirements so that the most important ones are implemented first.
Business Analysts sort requirements to remove ambiguity, avoid duplication, plan development, and understand which requirements are critical and which are optional.
Where we use it:
· During requirements analysis and prioritization stage.
· In large projects where many requirements come from different stakeholders.
· When deciding what must be built first in the system.
Common ways to sort requirements:
1. By priority – Must have, Should have, Could have, Won’t have (MoSCoW method).
2. By type – Functional vs Non-functional requirements.
3. By module or feature – Login, Reports, Payments, etc.
 Example:
For an e-commerce website, requirements are sorted as:
· Must have: User login, Product search, Add to cart, Payments
· Should have: Product reviews
· Could have: Wishlist
· Won’t have: Chatbot (for now)
   Q10. Prioritise the Requirements – Where we will use? Give one example
Prioritising requirements means deciding which requirements are most important and should be implemented first.
It helps the team focus on high-value features, manage budget, time, and deliver the most critical parts of the system early.
Where we use it:
· During requirement analysis and planning phases
· When time, cost, or resources are limited
· When stakeholders suggest many requirements and the BA needs to decide what comes first
· In incremental or agile development to plan release cycles
Examples of prioritisation methods:
· MoSCoW (Must, Should, Could, Won’t)
· Based on business value and urgency
· Based on customer demand
Example:
In a hospital management system:
· High priority: Patient registration, Appointment booking, Billing
· Medium priority: Doctor schedule management
· Low priority: Patient feedback module
                                  Q11. Weekly status reporting – How we will drive?
Weekly status reporting is a process where the Business Analyst or Project Manager updates stakeholders about the project progress every week. It helps track work completed, work in progress, and any issues or risks.
How we drive Weekly Status Reporting:
1. Collect weekly updates
· Gather information from team members on tasks completed, ongoing tasks, issues, and blockers.
2. Compare with the project plan
· Check if the project is on schedule or delayed.
· Identify gaps between planned work and actual work.
3. Prepare a status report
· Include:
· What was done this week
· What will be done next week
· Pending activities
· Risks, issues, change requests
· Timeline/Progress percentage
4. Share it with stakeholders
· Send by email, dashboard, or conduct a short meeting (Weekly sync).
5. Discuss and take action
· Resolve issues, assign action items, and update priorities.
Example:
A BA prepares a weekly report showing:
· Completed: Requirement gathering for Login and Payment modules
· Next Week: Start User Acceptance Testing
· Issue: Delay in test data from client
                      Q12. Meeting Minutes Document – prepare one Sample 
Meeting Minutes – Sample
Project Name: Student Management System
Meeting Date: 05-11-2025
Time: 3:00 PM – 4:00 PM
Location: Client Office / Online (Zoom)
Attendees:
· Mr. John (Client)
· Ms. Liza (BA)
· Mr. Ravi (Developer)
· Ms. Sara (Tester)
Agenda:
1. Discuss remaining requirements
2. Finalize UI changes
3. Plan testing timeline
Discussion Points:
· Client requested a new report feature for student attendance.
· Login page UI needs minor alignment fixes.
· Tester reported issues in fee payment module.
Decisions Taken:
· Attendance report feature approved and added to scope.
· Login UI changes to be completed by 10-11-2025.
· Fee module bugs to be fixed before testing starts.  
	Task
	Assigned To
	Deadline

	Add attendance report feature
	Ravi
	15-11-2025

	Fix login UI
	Ravi
	10-11-2025

	Re-test fee module
	Sara
	12-11-2025


Next Meeting: 12-11-2025 at 3:00 PM
Prepared by: Liza (Business Analyst)
Change Tracker – Sample
Project Name: Online Shopping System
Prepared By: Liza (BA)
Date: 07-11-2025
	Change ID
	Requestor
	Date Requested
	Description of Change
	Priority
	Status
	Assigned To
	Target Completion Date
	Remarks

	CHG001
	Client (Mr. John)
	05-11-2025
	Add “Wishlist” feature for products
	Medium
	Approved
	Ravi (Dev)
	20-11-2025
	Included in next sprint

	CHG002
	QA Team (Sara)
	06-11-2025
	Fix payment gateway error in checkout
	High
	In Progress
	Ravi (Dev)
	12-11-2025
	Critical for UAT

	CHG003
	Client (Ms. Anita)
	06-11-2025
	Modify UI layout of login page
	Low
	Completed
	Ravi (Dev)
	07-11-2025
	Verified by QA

	CHG004
	BA (Liza)
	07-11-2025
	Update user manual for new reports
	Medium
	Pending
	Documentation Team
	15-11-2025
	Awaiting approval



	Aspect
	Traditional (Waterfall) Model
	Agile Development Model

	Approach
	Sequential, linear stages (Requirement → Design → Development → Testing → Deployment).
	Iterative and incremental; work is done in sprints/cycles.

	Flexibility
	Rigid; changes are difficult once requirements are frozen.
	Highly flexible; changes can be incorporated even late in development.

	Requirement Gathering
	All requirements are collected upfront.
	Requirements evolve and are refined during the project.

	Customer Involvement
	Limited; mainly at the beginning and end.
	Continuous involvement; feedback is gathered after each sprint.

	Delivery
	Final product is delivered at the end of the project.
	Frequent delivery of working increments.

	Risk Management
	Higher risk due to late testing and rigid structure.
	Lower risk as testing and feedback happen continuously.

	Documentation
	Extensive documentation is required.
	Minimal documentation; focus on working software.

	Best Suited For
	Projects with well-defined requirements and low likelihood of changes.
	Projects where requirements may change frequently or are not fully known upfront.


                   Q15. Explain Brainstorming Technique – Where to use?
Brainstorming Technique
Definition:
Brainstorming is a creative group technique used to generate a large number of ideas or solutions for a problem in a short time, without judging or evaluating them during the session.
Where to Use:
· Requirement gathering: When multiple ideas are needed for system features or solutions.
· Problem-solving: To find innovative ways to overcome challenges.
· Design phase: To explore various approaches before finalizing.
· Project planning: To identify risks, tasks, or improvements.
Key Points:
· Encourages free thinking and creativity.
· All ideas are recorded before evaluation.
· Can be individual or group-based, but group brainstorming is more common.
 Example:
While designing a mobile app, the BA conducts a brainstorming session with users and developers to list all possible features, like push notifications, dark mode, social sharing, and offline access.
                      Q16. Reports Accounts Department Will Generate (Minimum 5 Reports) 
1. Loan Applications Report – List of all loan requests with employee details and status (Pending/Approved/Rejected).
2. Approved Loans Report – Details of all approved loans including loan amount, repayment schedule, and employee details.
3. Rejected Loans Report – List of rejected loans along with reasons for rejection.
4. Loan Repayment Schedule Report – Schedule of upcoming deductions from employee salaries for all active loans.
5. Overdue Loan Report – List of employees with delayed or missed repayments.
6. Monthly Loan Disbursement Report – Total loans disbursed per month for accounting and auditing.
7. Employee Loan Summary Report – Summary of each employee’s loan history, outstanding balance, and repayment status.
                   Q17. Structure of Message/Mail – Loan Rejected 
Subject: Loan Application Status – [Employee Name]
Body:
· Greeting: Dear [Employee Name],
· Purpose: We regret to inform you that your loan application submitted on [Date] has been rejected.
· Reason: The reason for rejection is: [Reason for rejection, e.g., eligibility criteria not met].
· Next Steps/Contact: For any queries, please contact the HR department at [HR Email/Phone].
· Closing: Regards,
HR Department, TTS Company
        Q19. Sample Report on Loan Applications Received by Accounts Department
	Application ID
	Employee Name
	Department
	Loan Amount Requested
	Date of Request
	Status
	Approved Amount
	Repayment Start Date
	Remarks

	LA001
	Priya Sharma
	R&D
	₹50,000
	01-11-2025
	Approved
	₹50,000
	10-11-2025
	Terms accepted

	LA002
	Ravi Kumar
	Accounts
	₹75,000
	02-11-2025
	Rejected
	-
	-
	Eligibility criteria not met

	LA003
	Sara Mehta
	HR
	₹30,000
	03-11-2025
	Pending
	-
	-
	Waiting HR review

	LA004
	Anil Verma
	R&D
	₹60,000
	03-11-2025
	Approved
	₹60,000
	12-11-2025
	Terms accepted

	LA005
	Neha Singh
	Sales
	₹40,000
	04-11-2025
	Pending
	-
	-
	Waiting Accounts review


                               Q20. Reporting Tools for Generating Reports
  Microsoft Excel / Google Sheets – For simple, tabular reports and charts.
  Power BI – For interactive dashboards and visual analytics.
  Tableau – For graphical and dynamic reporting.
  SAP / Oracle Reports – For enterprise-level financial and HR reports.
  Crystal Reports – For formatted, printable reports integrated with applications.










