Question 1: What isthe difference between Brainstorming and JAD Sessions

Elicitation techniques are methods used by Business Analysts to collect or gather information, requirements, and expectations from stakeholders and other sources for a project.
Purpose:
The goal is to understand what stakeholders need, identify business problems, and define system requirements accurately.
	Aspect
	Brainstorming
	JAD (Joint Application Development) Sessions

	Purpose in Elicitation
	To generate a variety of creative ideas, solutions, or requirements from stakeholders. Generate creative ideas and possible solutions.
	To collaboratively gather, discuss, and finalize detailed business requirements. Collaboratively gather and finalize business requirements.

	Approach
	Open and free-flowing idea generation.
	Structured and agenda-driven discussion.

	Facilitation
		Conducted by a moderator encouraging open idea sharing.



	



		Conducted by a trained JAD facilitator managing structured discussion.



	




	Participants
	Usually a diverse group of stakeholders or team members.
		Includes business users, project team members, stakeholders, and facilitator.



	




	Focus
	Exploring multiple ideas or alternatives. 
	Idea generation and creativity.



	



	Reaching agreement on specific requirements and processes. 
	Requirement gathering and decision making.



	




	Output
	List of potential ideas or high-level requirements. 
	List of ideas, concepts, and potential solutions.



	



	Documented and approved detailed requirements, user stories, and use cases. 
	Documented requirements, process flows, user stories, and use cases.



	




	Level of Detail
	High-level and conceptual.
	Detailed and specific.

	Structure
	Informal and flexible.
	Formal, with a predefined structure and clear objectives.

	Use Stage
	Early in the project or problem identification stage.
	During requirement analysis and system design phase.

	Outcome
	Encourages innovation and creativity.
	Ensures clarity, consensus, and well-defined requirements.

	
Format           
	



	


       


	
	
	





Informal and open-ended discussion.

		Structured sessions with predefined agenda and rules.



	







Q 2. Why Document Analysis is one of the compulsory technique we use in a Project? Justify                                 

· Document Analysis is an essential elicitation technique used in projects because it helps Business Analysts understand the existing system, processes, and business rules through current documentation such as reports, manuals, policy documents, and process maps.
· Understanding Requirements:
Existing documents provide valuable insights into business objectives, scope, workflows, and stakeholder expectations, helping analysts capture accurate and complete requirements.
· Identifying Gaps and Improvements:
It helps in identifying outdated processes, missing data, and improvement areas, ensuring that new solutions address real business needs.
· Accuracy and Validation:
Since documents are official records, they provide reliable and verified information, reducing the risk of misunderstanding or miscommunication.
· Foundation for Other Techniques:
Document analysis offers a strong base for interviews, workshops, and JAD sessions, ensuring the analyst has a clear background before interacting with stakeholders.
· Quality and Compliance:
It ensures that all requirements are aligned with organizational standards, guidelines, and legal or compliance requirements.

Q3. In Which Context we will use Reverse Engineering
It is a process of extracting the knowledge or information from anything man-made and re-producing it or re-prducing anything based on the extracted information.
There are 2 categories of reverse engineering – 
· Black box – The system or product is studied without examining its internal structure.
Testing is conducted on the developed software application by testers also by the endusers to confirm the developed application is working as per the client requirement are not is called Black  box. It is combination of System Testing + UAT.
· Black box – The inner working of the system or product is studied.
Testing conducted at code level by developers to confirm the developed code is working as client expected are not. It is combination of Unit Testing + Integration Testing
Purpose of this white box testing is to minimise the errors as many as possible at code level atleast one time code will be run/execute and test.
· Reverse Engineering is used when there is limited or no documentation available for an existing system or product, and the team needs to understand how it works.
· It is applied in projects where legacy systems need to be analyzed to identify current functionalities, data flows, and business logic before modernization or replacement.
· Used in system migration or integration projects to understand existing components and design equivalent features in a new environment.
· Helpful in troubleshooting, maintenance, or system enhancement, where analysts must study existing code or structure to implement changes safely.
· Used for compliance or audit purposes, to ensure that the current system aligns with standards, policies, or legal requirements.
Q 3: What is focus group and its types like homogeneous and heteregeneous
	Aspect
	Brainstorming
	Focus Groups

	Purpose
	Used to generate new ideas or solutions through open discussion.
	Used to collect opinions, attitudes, and feedback about a product, service, or concept.

	Participants
	Involves a diverse group of stakeholders or team members to think creatively.
	Involves a selected group of users or customers representing the target audience.

	Facilitation
	Conducted by a moderator who encourages free idea sharing.
	Conducted by a facilitator who asks guided questions to gather insights.

	Focus
	Emphasizes idea generation and creativity.
	Emphasizes understanding perceptions, needs, and user experiences.

	Output
	Produces a list of creative ideas or potential solutions.
	Produces qualitative data, opinions, and feedback for analysis.

	Structure
	Usually informal and flexible.
	Structured with predefined questions and topics.

	Use Stage
	Early in the project – during problem identification or idea generation.
	Used during requirement validation or product evaluation stage.



Brainstorming
Brainstorming is a creative group technique used to generate a wide range of ideas or solutions for a particular problem. It encourages open and free thinking, where participants share their thoughts without criticism. The goal is to collect as many ideas as possible, which can later be evaluated and refined. It is mostly used in the early stages of a project to explore different possibilities and innovative solutions.
Focus Group
A Focus Group is an elicitation technique used by Business Analysts to gather opinions, attitudes, experiences, and feedback from a selected group of participants about a product, service, or concept. It is a structured discussion led by a facilitator who guides participants through predefined questions to obtain insights and understand user expectations. Focus groups help in validating requirements, testing ideas, and identifying user needs before implementation.
Types of Focus Groups:
Homogeneous Focus Group
• Participants share similar characteristics such as role, background, experience, or demographic.
• Used when the analyst wants consistent perspectives from a specific user group.
• Example: A session with only customer support agents to discuss issues in a helpdesk system.
Heterogeneous Focus Group
• Participants come from diverse backgrounds or roles.
• Used when the analyst wants varied opinions from different user groups.
• Example: A session including marketing, finance, and technical staff to gather wide-ranging views on a new CRM system.
Q5. Observation Technique – Explain both Active and Passive approaches
Observation technique is commonly used in research and requirements gathering to collect data by directly observing individuals, processes, or systems.
There are two main approaches to observation:
1. Active Approach:
Involves direct engagement and interaction with participants. The observer participates actively in the situation to understand behaviors, processes, or systems in real-time.
2. Passive Approach:
Involves indirect engagement and interaction with participants. The observer only watches and records without participating, ensuring minimal influence on the observed activities.

Observation technique is used to collect data by directly observing people, processes, or systems.
· Active Approach: Observer directly engages and interacts with participants.
· Passive Approach: Observer indirectly observes without active participation.
Q6. How do you conduct the Requirements Workshop
A Requirements Workshop is a structured approach used to capture, define, and validate requirements collaboratively with stakeholders.
· Define Objectives: Clearly outline the goals and purpose of the workshop.
· Identify Stakeholders: Select and invite key stakeholders who will contribute to the requirements.
· Create an Agenda: Plan the topics, discussion flow, and time allocation.
· Facilitate Collaboratively: Conduct the workshop with stakeholder participation to discuss, discover, and prioritize requirements.
· Summarize and Validate: Document findings, summarize outcomes, and validate requirements with stakeholders.

Conduct a requirements workshop by defining objectives, identifying stakeholders, preparing an agenda, facilitating collaborative discussions to gather and prioritize requirements, and finally summarizing and validating the findings.


Q7. In which context, Interview Technique can be conducted by a BA ? How many approaches are there in conducting Interviews? (Structured – Unstructured) Explain them. Explain the difference between Open Ended Questions and Closed ended Question    
A Business Analyst (BA) conducts interview techniques during the requirements elicitation phase to gather detailed information from stakeholders, users, and subject matter experts.
It is useful when the BA needs to:
· Understand business processes and user expectations.
· Clarify ambiguous requirements.
· Validate gathered information.
A Business Analyst (BA) conducts interviews in various contexts such as:
· Requirements gathering – to understand user needs and expectations.
· Stakeholder analysis – to identify and analyze stakeholder interests.
· Process analysis – to study current processes and identify improvements.
The purpose of the interview technique is to extract valuable insights, expectations, and needs from individuals involved in or affected by a project.
Approaches to Conducting Interviews
Structured Interview:
· Follows a predetermined set of questions.
· Ensures consistency and comparability across interviews.
· Suitable when the BA needs specific information.
Unstructured Interview:
· Questions are not predetermined, allowing for flexibility.
· Encourages open conversation and discovery of new insights.
· Suitable in early stages of requirements elicitation or exploration.
Difference between Open Ended Questions and Closed ended Question
	Type
	Description
	Example

	Open-Ended Questions
	Allow respondents to express thoughts and provide detailed answers.
	“What improvements would you like to see in the current system?”

	Closed-Ended Questions
	Require specific, limited responses such as Yes/No or a choice.
	“Do you use the current system daily?”


A BA conducts interviews during requirements gathering, stakeholder, or process analysis to collect insights and expectations.
Interviews can be structured (fixed questions) or unstructured (flexible questions).
Open-ended questions gather detailed insights, while closed-ended questions collect specific, concise information.
                            
Q8. Questionnaire Technique – Where we will use? Give one example 
The questionnaire technique is widely used in research, surveys, and assessments to collect data from a large group of people efficiently. It helps gather opinions, behaviors, preferences, or factual information from respondents.
Uses:
· In market research to understand customer satisfaction and product feedback.
· In educational research to study student attitudes or learning outcomes.
· In organizational settings to collect employee feedback or measure job satisfaction.
Example:
A company uses an online questionnaire to collect feedback from customers about a newly launched product to evaluate its performance and identify areas for improvement.
The Questionnaire Technique is used to collect standardized information from a large number of users efficiently — for example, collecting customer preferences for an online food ordering application.
We use the Questionnaire Technique when:
· The stakeholder group is large and it is not possible to meet everyone individually.
· The information required is quantitative or factual.
· We want to gather consistent data from multiple respondents efficiently.
· The stakeholders are geographically distributed or have limited availability for interviews.
Suppose a company is developing a new Online Food Ordering System.
The Business Analyst prepares a questionnaire for customers with questions like:
· How often do you order food online?
· Which payment methods do you prefer (Credit card, UPI, Wallet)?
· What problems do you face while ordering food online?
By analyzing the responses, the BA can identify user preferences and improvement areas for the new system.
Q9. How to Sort the Requirements – Where we will use? Give one example 
Sorting requirements is used in the requirements management process to organize, prioritize, and categorize requirements for better analysis and implementation. It helps teams focus on important tasks and plan project phases efficiently.
Example:
In a software project, requirements are sorted based on priority (high, medium, low) so that critical features like user login are developed before less important ones like theme customization.
Sorting the requirements means organizing and prioritizing the gathered requirements based on their importance, urgency, and business value. This helps the Business Analyst and project team focus on what to deliver first and ensures that the most critical requirements are implemented early in the project.
We use sorting (prioritization) during:
· Requirement Analysis phase to decide development order.
· Sprint Planning in Agile projects to select high-value user stories.
· Release Planning to identify which features go into each release.
In an Online Shopping Application, requirements are sorted as:
· Must have: User login, product search, add to cart, payment gateway.
· Should have: Product reviews, wishlist.
· Could have: Discount coupons, chatbot support.
This helps the team focus on essential features first and plan future updates systematically.
Sorting requirements means prioritizing them based on importance and value. It is used in the analysis and planning phases—for example, prioritizing features in an online shopping app using the MoSCoW method.
Q10. Prioritise the Requirements – –Where we will use? Give one example 
Prioritising the requirements means deciding the order of importance or implementation sequence of all the gathered requirements. It helps ensure that the most critical and high-value features are delivered first, aligning with business goals and user needs.
Prioritizing requirements is used in the requirements management and planning phase to decide which features or tasks should be completed first for maximum project value. It ensures that the most critical needs are addressed early.
Example:
In an e-commerce project, payment gateway integration is marked as a Must-have using the MoSCoW technique, while adding a wishlist feature is categorized as a Could-have.
We use requirement prioritization during the Requirement Analysis and Planning phase of a project to:
· Identify which requirements should be developed first.
· Manage time, cost, and scope effectively.
· Plan project releases or Agile sprints.
· Make decisions when there are resource or time constraints.
We use requirement prioritization during the Requirement Analysis and Planning phase of a project to:
· Identify which requirements should be developed first.
· Manage time, cost, and scope effectively.
· Plan project releases or Agile sprints.
· Make decisions when there are resource or time constraints.
Technique we use is: MoSCoW Method (Must, Should, Could, Won’t)
In a Banking Mobile Application project, the requirements are prioritized as:
· Must have: User login, account balance check, fund transfer.
· Should have: Bill payments, transaction history.
· Could have: Budget planner, personalized offers.
This helps the development team deliver core banking features first, ensuring customer satisfaction and business goals are met early.
Prioritising requirements helps decide which features to build first based on importance and business value — for example, giving higher priority to “fund transfer” over “budget planner” in a banking app.

Q11. Weekly status reporting – How we will drive? 

Weekly status reporting is driven by summarizing the work completed during the week, tasks in progress, and plans for the upcoming week. It helps track project progress and identify challenges early.
Example:
Team members share their weekly updates through a meeting or report, covering what they have done, their current priorities, and any blockers affecting the next week’s work. 
Questions that can be asked in a weekly status report that include:
· What have you been working on recently?
· What have you accomplished this week?
· What are your priorities?
· Is there any blockers affecting the next week’s work?
· What are your challenges going into your work?
Weekly Status Reporting is driven by collecting progress updates, comparing them with the plan, preparing a summary of accomplishments, risks, and next steps, and sharing it with stakeholders to ensure the project stays on track.
How we will drive it: 
1. Collect Updates:
Gather progress information from all team members — development, testing, design, and business teams.
2. Compare with Plan:
Check if the tasks completed match the planned schedule for that week.
3. Prepare the Status Report:
Include key details such as:
· Work completed this week
· Work planned for next week
· Issues or blockers
· Risks and mitigation plans
· Overall project health (On Track / At Risk / Delayed)
4. Review and Share:
Review the report internally, then share it with stakeholders through email, dashboards, or meetings.
5. Conduct Weekly Review Meeting:
Discuss the report highlights, take stakeholder feedback, and decide next week’s action plan.

 Q12. Meeting Minutes Document – prepare one Sample 
Meeting Minutes Document is a written record of what was discussed, decided, actions and planned during a meeting. It helps track what decisions, what data points discussions, responsibilities, and action items to ensure clear follow-up and accountability.
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 project progress, documenting decisions and assigning responsibilities.
Project Name: Business Compliance Services
Meeting Type: Requirement Review Meeting
Date: 05-11-2025
Time: 3:00 PM – 4:00 PM
Location: Conference Room / Online (Teams)
Prepared By: Naveen (Business Analyst)

Attendees:
· Naveen – Business Analyst
· Priya – Project Manager
· Rajesh – Developer Lead
· Kavitha – QA Lead
· Ramesh – Client Representative
Agenda:
· Review of this week’s project progress
· Discussion on pending tasks and blockers
· Planning next week’s activities
Discussion Points:
· Client confirmed that PayPal and UPI are mandatory payment options.
· Development team requested test data for payment validation.
· QA team suggested adding a test case for failed transactions.
· API integration to be completed before 15th Nov 2025.
Decisions Taken:
· Proceed with PayPal and UPI payment gateway integration.
· Update requirement document with additional test scenarios.
	Action Item
	       Owner
	           Due Date

	Share payment API documentation
	        Rajesh
	                10-11-2025

	Update SRS with new test cases
	         Naveen
	                12-11-2025

	Prepare test data set
	         Ramesh
	                 14-11-2025


Next Meeting:
Date: 15-11-2025
Topic: Review of Payment API Integration Progress
Meeting minute’s document captures key discussions, decisions, and action items — for example, confirming PayPal and UPI integration in an online shopping application.



Q13. Change Tracker – Document - – prepare one Sample 
A Change Tracker Document is used to record, monitor, and manage all changes made to project requirements or scope during the project lifecycle.
It helps ensure that every change is reviewed, approved, and implemented properly without affecting project timelines or quality. Change Tracker document is used by the project team to log and track change requests made throughout the life cycle of the project.
Project Name: Online Banking System
Document Name: Change Tracker
Prepared By: Naveen (Business Analyst)
Date: 06-11-2025
	Change ID
	Change Description
	Requested By
	Date Raised
	Priority
	Status
	Approved By
	Remarks

	CHG-001
	Add OTP verification for fund transfer
	Client
	02-11-2025
	High
	Approved
	Project Manager
	To be included in Sprint 3

	CHG-002
	Modify dashboard layout for better visibility
	QA Team
	04-11-2025
	Medium
	In Review
	Business Analyst
	Pending client confirmation

	CHG-003
	Remove print statement from transaction receipt
	Developer
	06-11-2025
	Low
	Completed
	BA Lead
	Implemented and tested


Purpose:
· To keep track of all requirement or design changes.
· To maintain transparency and control over scope modifications.
· To avoid confusion and rework in the development cycle.
A Change Tracker Document records all requested and approved changes — for example, adding OTP verification for fund transfers in an online banking system.

Q14. Difference between Traditional Development Model and Agile Development Models 
The Traditional Development Model (like Waterfall) and the Agile Development Model are two different approaches to software development.
They differ mainly in process flow, flexibility, stakeholder involvement, and delivery style.
Example:
· Traditional Model: Used in projects with fixed requirements, like banking core systems. Suitable for projects with fixed requirements like government systems.
· Agile Model: Used in projects needing frequent updates or user feedback, like mobile apps or e-commerce platforms. Suitable for dynamic projects like web or mobile app development where requirements change frequently.

Traditional Model follows a step-by-step fixed process, while Agile focuses on continuous collaboration, flexibility, and iterative delivery for faster and adaptive development.
	Aspect
	Traditional Development Model (Waterfall)
	Agile Development Model

	1. Approach
	Sequential and structured — each phase (Requirement → Design → Development → Testing → Deployment) is completed before the next begins.
	Iterative and incremental — development is done in small cycles (Sprints or Iterations).

	2. Flexibility
	Rigid — changes are difficult once the project starts.
	Highly flexible — changes can be made anytime during development.

	3. Customer Involvement
	Customer involved mainly at the beginning and end of the project.
	Customer involved continuously throughout each sprint.

	4. Delivery
	Product is delivered only after the entire project is completed.
	Product is delivered in small, usable increments after each sprint.

	5. Documentation
	Heavy documentation before starting the project.
	Minimal documentation; focuses more on working software.

	6. Feedback and Testing
	Testing happens after development is completed.
	Testing and feedback occur in every iteration.

	7. Team Collaboration
	Teams work in silos (BA, Developer, Tester work separately).
	Teams work collaboratively and communicate daily (Scrum meetings).

	Project Planning
	Detailed planning at the projects start: changes may be discouraged
	Incremental planning: welcomes and accommodates changes: planning revisites regularly

	Client Involvement
	Limited involvement during development: more the beginning and end
	Frequent client collaboration through the development process



Q15. Explain Brainstorming Technique – Where to use
Brainstorming Technique is a requirement elicitation and idea-generation method used by Business Analysts to gather a wide range of ideas, solutions, or requirements from a group of stakeholders in a short time.
It encourages free thinking, creativity, and open discussion without criticism.
Where To Use:
It is used during the requirement gathering and problem-solving phase to identify ideas, features, or solutions.
· The project is in the initial stage of requirement gathering.
· There is a need to generate multiple ideas or solutions quickly.
· The problem or requirement is not clearly defined.
· The team needs to explore innovative features for a new system.

The Brainstorming Technique helps generate creative ideas and gather diverse requirements — for example, identifying new features for an online food delivery application.

Q16. What reports Accounts Departments will generate (minimum 5 reports)
The Accounts Department in the Employees Loan Management System will generate several reports to monitor and manage all financial transactions, repayments, and loan statuses efficiently.
The Accounts Department in the Employee Loan Management System will generate reports such as Loan Disbursement Report, Repayment Schedule Report, Salary Deduction Report, Outstanding Balance Report, and Loan Rejection Report to manage and monitor all financial transactions related to employee loans effectively.
In the Employees Loan Management System, the Accounts Department plays a key role in monitoring, approving, and managing loan transactions and salary deductions.
To maintain financial control and ensure accuracy, the Accounts Department will generate several key reports.
Reports Generated by Accounts Department:
· Loan Disbursement Report:
Shows details of all approved and disbursed loans, including employee name, loan amount, disbursement date, and mode of payment.
· Loan Repayment Report:
Tracks monthly repayments made by employees, including EMI amount, payment date, and remaining balance.
· Outstanding Loan Report:
Displays loans that are still active, showing the total outstanding principal and interest amount.
· Loan Deduction Summary Report:
Lists salary deductions made for loan repayments for each employee, useful for payroll processing and reconciliation.
· Rejected Loan Report:
Shows details of all rejected loan applications along with reasons for rejection for audit and compliance tracking.
· (Optional – for additional marks) Loan Interest Calculation Report:
Provides details of interest accrued, paid, and pending for each loan during a specific period.
· Employee Loan Eligibility Report:
Displays eligible employees based on salary, service period, and other criteria before approving a new loan.

These reports help the Accounts Department in maintaining transparency, tracking repayments, ensuring timely deductions, and managing overall financial health of the Employee Loan Management System.

Q17. What is the structure of the message/mail communicated from the HR department to the employee in case the Loan is rejected
When an employee’s loan request is rejected, the HR Department must send a formal and polite communication explaining the decision clearly.
The message should maintain professionalism, mention the reason for rejection, and encourage the employee to reapply later if applicable.
Structure of the Loan Rejection Mail:
Subject: Loan Application Status – Rejected
1. Greeting:
Dear [Employee Name],
2. Introduction:
Thank you for applying for a loan under the Employee Loan Management System.
3. Main Message:
We regret to inform you that your loan application (Loan ID: [XXXX]) has been rejected after careful review by the HR and Accounts departments.
4. Reason for Rejection:
[Specify the reason – e.g., Not meeting eligibility criteria / Insufficient salary balance / Incomplete documentation.]
5. Closing Statement:
You may contact the HR Department for further clarification or to reapply once the eligibility criteria are met.
6. Signature:
Best Regards,
[HR Manager Name]
HR Department
TTS Company

Example 1:
Subject: Loan Application Status – Rejected
Dear Rakesh,
We regret to inform you that your loan application (Loan ID: L1023) has been rejected as it did not meet the required eligibility criteria.
For further details, please reach out to the HR Department.
Regards,
Priya Sharma
HR Department, TTS Company
Example 2:
Subject: Update on Your Employee Loan Application – EMP/LOAN/2025/102
Dear Mr. Rajesh,
Thank you for applying for a loan under the Employee Loan Management Program.
After reviewing your application, we regret to inform you that your loan request has not been approved at this time due to insufficient eligibility based on your current service tenure.
You may reapply after completing one additional year of service or when your eligibility status changes.
We appreciate your understanding and support. Please feel free to reach out to the HR team for any clarification.
Regards,
Human Resources Department
TTS Company
The HR rejection mail should include a subject line, greeting, appreciation, rejection statement, reason, next steps, and a polite closing to maintain professionalism and clarity.



 Q18. What is the structure of the message/mail communicated from the HR department to the employee in case the Loan is approved
When an employee’s loan application is approved, the HR Department must send a formal approval mail confirming the loan sanction details, repayment terms, and next steps for acceptance.
This communication serves as an official confirmation of the loan approval and ensures transparency in the loan process.
Structure of the Loan Rejection Mail:
Subject: Loan Application Approved – Details and Next Steps
1. Greeting:
Dear [Employee Name],
2. Introduction:
We are pleased to inform you that your loan application (Loan ID: [XXXX]) has been approved after successful review by the HR and Accounts departments.
3. Loan Details:
· Approved Amount: ₹[Amount]
· Interest Rate: [Rate]%
· Repayment Tenure: [No. of Months]
· Monthly Deduction (EMI): ₹[Amount]
4. Next Steps:
Please review the attached Loan Terms and Conditions and Repayment Schedule.
Kindly confirm your acceptance by replying to this email or signing the attached document. Once confirmed, the loan amount will be credited to your account, and monthly deductions will begin from your salary.
5. Closing Statement:
Congratulations once again. We appreciate your trust in TTS Company’s Employee Loan Facility.
6. Signature:
Best Regards,
[HR Manager Name]
HR Department
TTS Company
Sample 1:
Subject: Loan Approval Confirmation – EMP/LOAN/2025/108
Dear Ms. Kavitha,
We are pleased to inform you that your loan application under the Employee Loan Management Program has been approved.
Below are the loan details:
· Loan Amount: ₹2,00,000
· Tenure: 24 Months
· Interest Rate: 8% per annum
· Monthly EMI: ₹9,050
· Disbursement Date: 15-11-2025
Please review the attached Loan Terms & Conditions and Repayment Schedule. Kindly confirm your acceptance by replying to this mail or signing the attached form by 12-11-2025.
We congratulate you on your loan approval and thank you for being a valued part of TTS Company.
Regards,
Human Resources Department
TTS Company
Sample 2:
Subject: Loan Application Approved – Details and Next Steps
Dear Anitha,
We are pleased to inform you that your loan application (Loan ID: L1058) has been approved for an amount of ₹2,00,000 at an interest rate of 8% for a tenure of 24 months.
Please review the attached terms and repayment schedule and confirm your acceptance. The amount will be credited after confirmation.
[bookmark: _GoBack]Regards,
Priya Sharma
HR Department, TTS Company
The HR loan approval mail should include a clear subject, greeting, approval confirmation, loan details, terms & conditions, next steps for acceptance, and a polite closing message.


Q19. Design a sample report on the Loans applications Received by the accounts department 

The Loan Applications Received Report helps the Accounts Department track all loan requests submitted by employees.
It provides a summary of each loan’s status, amount, and relevant dates to ensure proper review, processing, and approval flow.
Sample Report – Loan Applications Received by Accounts Department
Report Title: Loan Applications Received Report
Department: Accounts Department
Report Period: 01-Nov-2025 to 30-Nov-2025
	S.No
	Employee ID
	Employee Name
	Department
	Loan ID
	Loan Type
	Requested Amount (₹)
	Date Received
	Application Status
	Remarks

	1
	E101
	Rakesh Kumar
	IT
	L1001
	Personal Loan
	2,00,000
	02-Nov-2025
	Under Review
	Documents verified

	2
	E102
	Priya Sharma
	HR
	L1002
	Education Loan
	1,50,000
	03-Nov-2025
	Approved
	Awaiting disbursement

	3
	E103
	Anitha Rao
	Finance
	L1003
	Home Loan
	5,00,000
	05-Nov-2025
	Rejected
	Not meeting eligibility

	4
	E104
	Naveen Kumar
	Operations
	L1004
	Vehicle Loan
	3,00,000
	07-Nov-2025
	Approved
	EMI setup initiated

	5
	E105
	Kiran Patel
	Marketing
	L1005
	Personal Loan
	2,50,000
	08-Nov-2025
	Under Review
	Salary slip pending


Summary:
· Total Applications Received: 5
· Approved: 2
· Under Review: 2
· Rejected: 1
Sample Report – Loan Applications Received by Accounts Department
Company Name: TTS Company
Department: Accounts Department
Report Name: Loan Applications Received Report
Report Date: 09-11-2025
Prepared By: Accounts Officer
	S.No
	Application ID
	Employee Name
	Employee ID
	Department
	Loan Type
	Requested Amount (₹)
	Application Date
	Status
	Remarks

	1
	EMP/LOAN/2025/101
	Rajesh Kumar
	E001
	IT
	Personal Loan
	2,00,000
	01-11-2025
	Approved
	Disbursement on 10-11-2025

	2
	EMP/LOAN/2025/102
	Priya Sharma
	E015
	HR
	Education Loan
	1,50,000
	02-11-2025
	Under Review
	Awaiting HR Approval

	3
	EMP/LOAN/2025/103
	Ramesh Babu
	E022
	Accounts
	Vehicle Loan
	3,00,000
	03-11-2025
	Rejected
	Salary eligibility not met

	4
	EMP/LOAN/2025/104
	Kavitha R
	E009
	QA
	Home Loan
	5,00,000
	04-11-2025
	Approved
	Repayment starts 01-12-2025

	5
	EMP/LOAN/2025/105
	Anitha S
	E034
	Admin
	Personal Loan
	1,20,000
	05-11-2025
	Pending
	Verification in progress

	6
	EMP/LOAN/2025/106
	Manoj K
	E028
	R&D
	Vehicle Loan
	2,80,000
	06-11-2025
	Approved
	HR confirmation received


Summary:
· Total Applications Received: 6
· Approved: 3
· Under Review/Pending: 2
· Rejected: 1
Purpose of Report:
· To keep track of all loan applications received by the Accounts Department.
· To monitor the current status (Approved, Pending, Rejected).
· To ensure timely processing and financial planning for disbursements.
The Loan Applications Received Report helps the Accounts Department monitor all employee loan requests, their approval status, and remarks — ensuring efficient tracking and timely disbursement of approved loans.

Q20. Which reporting Tools we will use for generating reports. 
For generating reports in the Employee Loan Management System, various reporting and visualization tools can be used to create, analyse, and share data effectively.
Reporting tools are software applications used to create, view, and analyse reports from organizational data.
In the Employee Loan Management System, the Accounts Department and Business Analysts can use various reporting and visualization tools to generate financial and operational reports efficiently.
Common Reporting Tools:
· Microsoft Power BI
· A powerful data visualization tool for creating interactive dashboards and reports.
· Helps analyze loan trends, approval rates, and repayment data in real time.
· Used for interactive dashboards and real-time business insights.

· Tableau
· Used for visual analytics and business intelligence.
· Generates detailed charts and dashboards for management review. 
· Helps in creating detailed visual reports and analytics.
· Crystal Reports
· Suitable for generating formatted business reports.                            
· Ideal for financial and transactional reports from databases.    
· Commonly used in ERP and HR systems for precise, formatted reports.
· Microsoft Excel
· Simple and widely used tool for custom reports, charts, and summaries.
· Useful for exporting and analyzing loan data manually.
· Useful for simple data analysis and tabular reporting
Example Use Case:
For the Employee Loan Management System,
· Accounts Department can use Power BI or Crystal Reports to generate loan disbursement and EMI deduction reports.
· HR Department can use Excel or Tableau to track loan approval and rejection trends.
Common reporting tools include Power BI, Tableau, Crystal Reports, Excel, and SAP Business Objects, which help in generating, analysing, and presenting employee loan reports effectively and visually.









                                        

