Q1. What is the difference between brainstorming and JAD session?
	Aspect
	Brainstorming
	JAD

	Purpose
	Generate ides and solutions
	Collaboratively gather requirements

	Participants
	Usually diversified stakeholders
	Includes project team members,and stakeholders

	Format
	Informal and open ended discussion
	Structured session with pre-defined agenda

	Output
	Ideas, concepts and solutions
	Document requirement, user stories and usecase







Q2. Why document analysis is important in the project?
A. Document analysis involves reviewing the existing documents such as business plans, user manual, policies etc.
 Document analysis is a crucial technique in project management because it provides valuable information on the projects and context that are essential for the success of the project 
Documents acts as the bridge to communication between the stakeholders who are familiar with the content.
Documents includes quality, standards, guidelines and procedures that defines the expectation of the project deliverables.

Q3. In which context we will use  reverse engineering?
A. It is a process of extracting knowledge or design information from anything man made and re- producing anything through the extracted information. 
In a situation where the software of an existing system is little or has outdated documentation it is essential to know what the system does, here the elicitation technique of reverse engineering is used.
This technique is generally used for migration project
There are 2 types of reverse engineering:
Black Box: the system/ product is studied without exmining the internal structure
White Box: the internal working of the system is studied
Q4.What is the difference between Brainstorming and Focus group?
A.   
	Aspects
	Brainstorming
	Focus group

	Purpose
	Generate ideas and solutions
	Gather feedbacks and insight

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

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

	Output
	Ideas, concepts and potentials solutions
	Detailed feedback, observation and solutions

	Duration
	Generally short duration (30mins to 1 hrs)
	Long duration (1-2 hrs)



Q5. Observation technique explain active and passive observation?
A. Observation technique is used in research and requirement gathering to gather the data by directly observing the individual, process or the system
This technique is used to gather information by watching and understanding the work space activity.
There are 2 approaches for observation 
Active: it is refered as a noticeable approach, where the observer can ask any question while observing the activity. The observer can intrupt the workflow and quickly ask any question related to the ongoing topic
Passive: in this the observer will document his observation and understanding so that he can get the clarification on  the same when the work is completed. This allows natural flow of the work without any hindrance 

Q6. How do you conduct the requirement workshop?
A. Requirement workshop refers to the structured approach to capture requirement  which is attended by the representative group of stakeholders to active a specific goal in a specific period.
Workshop technique is generally used for the activities such as planning,  
discussion, analysis and elicitate.
There are 3 key steps that should be taken while conducting the workshop 
This include Preparing, conducting, and following up
Prepare: clarify the initial scope of the project and identify the key stake holder. Identify the agenda of the workshop, schedule the session and coordinate the logistic. Conduct pre workshop interview, document review or survey and also sent the materials in advance to the attendee

Conduct: review the goal and agenda and maintain professionalism. Occasionally validate the activity of the workshop to stay on track with the agenda. Make sure that all the stakeholders are heard.

Follow up: follow up on any open action items. Disturibute the complet document to the approitate stake holder. schedule a final walkthrough in order to gain approval

Q7. In which context interview technique can be conducted ? explain approaches used to conduct interview technique?
A. Interview is a vital technique used by the stake holders to gather information or requirements from the stakeholders/clients/ SME’s/end users.
It involves one on one or group discussion with the stakeholders to extract specific requirements and insights.
BA can conduct interviews in various context such has requirement gathering. Stakeholder analysis, process analysis.

There are 2 approaches to conduct the interview 

Structured approach: in this kind of interview the interviewer follows a predefined set of questions to be asked to all the participtance in a same order. This helps to maintain constiency and  make it easier to compare the responses. Structured interview are used when the BA wants specific standardized information.
Unstructured approach: this is more flexiable and open- ended with no predefined set of question. This is idle for gathering broad insights and understanding opinions.

Open-ended questions: these questions requires detailed response and encourage to elaborate their thoughts.
Closed- ended questions: these questions are designed to get a short and specific answers, usually with pre-defined answer of yes/no


Q8. Where will be use questioner technique? 
A. The questioner technique is a method of data collection commonly used in research, survey of assesments.
It involves set of written question to respond and collecting the response.
Questioner can be conducted in various ways such as paper and pen, face-to-face of online survey.
Survey of questioner is used to elicit business analysis information including information about the customers, products, work practice from a group of people in a structured way and relatively in a shorter duration of time.
Survey are the preferred elicitation technique when faced with large number of stakeholders and when stakeholders are geographicaly disbursed and you want to gather same information

Example: 
1. How many times have you visited Amazon website in a week?
Once
Twice
Everyday
2. What is a purpose of your visit?
Checking specific product
Tracking the purchase
Purchasing the product

Q9. How to sort requirements? Where will we use it?
A. Sorting the requirements is a crutial step in project management as it helps to organize, prioritize and categorize them for effective analysis. 
Sorting is done during requirement elicitation and documentation phase of the project
We will sort the requirement in 2 ways:

Functional requirement: it defines as to what the system should do. It describes the behiviour of the system as to corelate with the system functionality.

Non functional requirements: it defines as to how the system shoul perform.	It refers to the usibility, performance, scalability, secutiy of the system. 



Q10. Prioritize the requirement, where will it be used?
A. Prioritizing the requirement is queuing the requirements which will help the team to focus on what is most important for the success of the project.
Factors that influence are risk, time, cost, benefit 
Prioritizing is typically done based on the business values and complexity values.
Three main actors are customers, business owner and developer.
One of the most used prioritization technique is MoSCOW 
It stands for 
M-must have
S- should have
C- could have
W-Would have
Q11. Weekly status reporting- how will we drive?
A. A weekly status report is a complete overview of the work done over the week. It covers all the project which has been  completed, ones that is still in progress and the upcoming one.
A weekly report is typically  brief and concise and only one page long. Mostly the report is sent on Friday afternoon to establish consistent communication with the team members and the supervisors.
The questions that can be asked in this are 
· What are you benn working on recently
· What have you accomplished this week what are your top priorities
· What aer your task going on to the next week 

Q12. Meeting minute document- prepare one sample?
A. Minute of meeting is a formal written document that summarize the decision, discussion and action taken during the meeting.
It serves as a official record of what transpired during the meeting and help to ensure that everyone is on the same page regarding the key points and action items.
MoM is particularly important for tracking the project progress documenting decision and assigning responsibility.

Meeting Agenda:
	Meeting name:
	Sprint review meeting

	Date of meeting 
	06.11.2025

	Time
	10.30 am 

	Meeting facilitation 
	BA
	Place
	Bangarlore


  
	Meeting objective

	1. Discuss status of sprint
2. Discuss progress report of the project
3. Discuss about the impedemnets if any
4. Suggest solutions



attendes
	Name 
	Department 
	Email 
	Contact no

	Abc
	Development team
	abc@www.com
	00002222

	xyz
	Technical team
	xys@www.com
	00011111

	Aaa
	BA
	aaa@www.conm
	121212122

	
	
	
	




Meeting agenda
	Topic
	Owner

	Discussion about the action and sprint
	Development team

	Discussion about WIP
	Development team




Q13. Change tracker document- prepare one sample?
A. Change request is the document used by the project team to log and track the change requests made throughout the life of the project
Below are the steps to be followed for the change request
· Understand the reason of the change request 
· Understand the impact of the change request 
· Understand the efforts requires for the change request
· Ensure the change request follows the approval process

	Change id
	Change description
	Change requestor
	Date raised
	Impact on schedule
	Impact on budget
	Status
	Reson for change
	Action taken
	Approval

	Chg-001
	Increase in product catalog size 1000 to 1500 items
	Ms. Liza
	20-10-2025
	1week
	1.5 lakhs
	Approved
	Due to seasonal promotion
	Additional data handling capacity
	By mr. David

	
	
	
	
	
	
	
	
	
	





Q.14  Difference between the traditional development model and agile development model?
A. 
	Aspects
	Traditional development model
	Agile development model

	Developmental approach
	Linear and sequential
	Iterative and incremental

	Flexibility 
	Less adaptive for changes after the start of the project 
	Embrace to changes throughout the development process, flexibility is the key

	Project planning
	Detailed plan at the project start, change may be discouraged
	Incremental planning welcomes to adapt changes, planning revisits regularly

	Delivery of software
	Entire system is delivered at the end of the project
	Software is delivered in a small and frequent cycle

	Client involvement
	Limited involvement during the project, major involment in at the beginning of the project
	Frequent involvement through out the project





Q15. Explain brainstorming technique – where to use?
A. Brainstorming can be done with the group of people or with the individual. The ideas collected with this session will be reviewed and analyzed. This is effective in generating lot of ideas on specific issues to determin which one is good.
Where to use brainstorming :
When we have time constraint and need to gather the requirements quickly.
Branistroming helps to collect variety of inputs on the requirement from the stakeholder without getting bogged down by the discussion on feasibility or prioritization at this stage
When you want to generate ideas without any bias as it involves all the members from junior level to senior level to participate and contribute their ideas without any judgement
When you want quantity over quality, as the brainstorming technique encourages the participants to generate maximum ideas 	
When you have multiple option from choose from eg. When the team is trying for various approaches to a problem, brainstorming technique can be used for deciding the solution as it can offer insights from different prospective.


Q.16 what reports account department will generate
A.  below are the 5 reports accounts department will generate
· Loan approval report: this is gentrated with coordination with the HR dept. 
It will contain the details of loan amount, rate of interest, date of approval, tenure, loan amount and other terms.
· Loan rejection report: this report outlines the reason of loan rejection
· Loan approval terms and condition report: once the loan is approved this report is gentrated which has all the terms and conditions aggred upon by the employee so that there is no confusion and the employer and the employee are on the same page
· Loan repayment schedule report: it will include the amount of loan, tenure of repayment, rate of interest,
· Loan Offer report: this report will have the loan amount sanctioned by the HR, the tenure of the loan, rate of interest.
These reports help ensure the smooth communication between the HR dept, accounts dept and the employee

Q17. What is the structure of the mail communicated from the hr dept in case the loan is rejected.
A. Subject: loan application status-Rejection notification

Dear Jessica,

Good day,

We regrate to inform you that after reviewing your application for the loan, we decided not to proceed with it, it has been rejected. The reason of this decision is that as per our company loan policy, the employeemust have completed 1year of tenure in the system to be eligible for the loan. Since your current tenure is below the requirement we will not be able to process your request for the loan. 
Should you have any questions or need further clarification feel free to reach out to our HR dept.

Thanks and regards,
HR dept
TTS Company.

Q18. What is a structure of the mail /message sent when the mail is approved?

Subject:- Loan approval notification

Dear Jessica,
Good Day,

We are pleased to inform you that your loan request has been approved by the HD and accounts department. Below are the details of the loan approval
Loan Amount:- 7lakhs
Loan Type-Personal
If you have and questions or need any clarification please feel free to reach out to us.

Thankyou and regards,
HR dept
TTS company




Q19. Design a sample on a loan application received by the accounts department
A.  	Loan disbursal for the month of October-25

	Loan type
	Application date
	Applicant name
	Loan approval status
	Loan amount 
	Tenure
	ROI
	EMI

	

	Personal loan
	10-10-25
	Jesicca
	Approved
	100000
	10mths
	9
	1196
	

	Education loan
	15-10-25
	Alok
	Approved
	200000
	10mths
	15
	1100
	

	Home loan
	18-10-25
	Om
	Not eligible
	
	
	
	
	

	
	
	
	
	
	
	
	
	


  

Q20. Which reporting will be used for generating the reports
A. Power BI and Tableau are the excellent choice, depending upon the specific needs of the organization.

Power BI: 
It is a user friendly interface. Idel for creating interactive dashboardwith simple drag and drop features. Highly customizable visual. Capable of connecting to the live data sources to provide real time data

Tableau: 
It can create complex and insightful visual that highlights trends and patterns. Works with different operating system and interrogates with various data sources. Tableau sharing options make it easy for the shareholders to access reports and insights
