Capstone Project Prep 3 Part 2

Prepared by Mayur Mange
Batch 12th April, 2025

Q1. What is the difference between Brainstorming and JAD Sessions? 
Ans : In Business Analysis and Software Development, requirement gathering is one of the most crucial phases. Two commonly used techniques for this purpose are Brainstorming and Joint Application Development (JAD) sessions. Both techniques are aimed at gathering inputs from stakeholders, but they differ in their purpose, participants, structure, and outcomes. Understanding the difference helps a Business Analyst select the right approach depending on the context of the project.
1. Brainstorming
Brainstorming is an informal group creativity technique that encourages participants to generate as many ideas as possible in a short period of time.
It focuses on quantity over quality at the start – the goal is to come up with diverse, innovative ideas without criticism or filtering.
It is usually conducted in the early stages of requirement elicitation, problem-solving, or when trying to find new features or approaches.
Participants are generally stakeholders, end-users, and team members who can contribute with creative ideas.
2. Joint Application Development (JAD) Sessions
JAD is a structured workshop-based technique where stakeholders, users, business analysts, and developers come together to discuss and finalize requirements.
Unlike brainstorming, JAD is highly structured and goal-oriented. A facilitator usually leads the session to ensure discussions are productive.
The focus is not only on generating ideas but also on analyzing, refining, and reaching consensus on requirements.
JAD sessions help bridge the gap between business stakeholders and technical teams, ensuring clarity and alignment.

	Aspect
	Brainstorming
	JAD Sessions

	Purpose
	Generate a wide range of creative ideas
	Elicit, refine, and finalize requirements

	Structure
	Informal, Free-Flow Discussions
	Formal, Structured Workshops

	Facilitation
	Usually self-organized or lightly guided
	Facilitated by a Business Analyst or Moderator

	Participants
	Any group of stakeholders or team members
	Business users, technical team, analysts, managers

	Output
	List of Raw Ideas or Potential Solutions
	Documented Requirements and agreed discussions

	Stage Used
	Early stages of requirement gathering/problem solving
	Mid to later stages for finalizing requirements


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

Ans :  Document Analysis is one of the most widely used requirement elicitation techniques in Business Analysis. It involves studying existing documentation (such as business process manuals, policy documents, previous project reports, user manuals, requirement documents, contracts, or system specifications) to extract relevant information for the current project. It helps the Business Analyst understand the as-is system and identify gaps, rules, and opportunities for the new system.

Document Analysis is considered a compulsory technique in projects because of the following reasons:

1. Understanding Existing Processes and Systems
· Before designing a new solution, it is critical to know how the current system works.
· Document analysis provides clarity on workflows, rules, and constraints already in place.
· Example: In the Employee Loan Management System project, studying HR policy documents about employee benefits and salary deductions gives insights into how loans should be processed and repaid.
2. Saving Time and Effort
· Instead of starting from scratch, analyzing existing documents gives the Business Analyst a solid foundation.
· It avoids duplication of effort and helps focus on improvements rather than reinventing processes.
3. Validation of Information
· Documents act as a baseline reference for verifying information collected through interviews, workshops, or brainstorming sessions.
· This helps ensure accuracy and reduces misunderstandings between stakeholders and the development team.
4. Identifying Gaps and Risks
· By comparing existing documentation with stakeholder expectations, a Business Analyst can identify missing functionalities, outdated processes, or conflicting rules.
· This is crucial for risk management and defining the scope of the project.
5. Supporting Compliance and Legal Requirements
· In industries like BFSI (Banking, Financial Services, and Insurance), compliance with government regulations is mandatory.
· Document analysis ensures that requirements derived from regulatory guidelines and company policies are not missed.
· Example: For the loan system, compliance documents from RBI or company loan policies must be analyzed.
6. Knowledge Transfer
· Documents serve as historical knowledge repositories. Even if stakeholders change, the documents ensure continuity of understanding.
· Every project builds upon something that already exists—whether it is processes, systems, or rules.
· Without document analysis, requirements may be incomplete, leading to rework, cost overruns, and stakeholder dissatisfaction.
· It ensures that the Business Analyst has a clear, factual, and verifiable source of information to support decision-making.
Document Analysis is compulsory because it provides a strong foundation of existing knowledge, ensures compliance, validates other elicitation techniques, and minimizes risks. In projects like the Employee Loan Management System, it helps the BA align new requirements with HR, Accounts, and regulatory guidelines effectively.





































Q3. In Which Context we will use Reverse Engineering?

Ans :  Reverse Engineering in Business Analysis and Software Development refers to analyzing an existing system or application to understand its structure, components, data flow, and functionality when documentation is missing, outdated, or incomplete.
Instead of having forward-looking design documents, the Business Analyst (and technical team) study the actual working system to extract requirements and create models for further development or replacement.

Reverse Engineering is used in the following contexts:
1. When Documentation is Missing or Outdated
Many legacy systems have little to no documentation available.
Reverse engineering allows the BA and technical team to analyze the existing software to understand what the system currently does.
Example: If an organization has been using a loan management tool for 15 years but has lost the technical documents, reverse engineering can help discover how loan eligibility, approval, and salary deductions are processed.
2. System Modernization and Migration Projects
When old systems need to be migrated to new platforms (e.g., moving from a desktop app to a cloud-based solution), reverse engineering helps identify the business rules, database schemas, and workflows that must be replicated in the new system.
Example: Migrating from an old HR payroll system to SAP HCM.
3. Understanding Competitor or Third-Party Systems (Legally)
Sometimes businesses need to analyze external systems (with permission or legal rights) to understand integration points, APIs, or workflows.
This helps design better integration strategies.
4. Re-Engineering / Process Improvement
Reverse engineering helps extract hidden business rules that may not be documented but are embedded in the system’s logic.
Once identified, these rules can be optimized in the new system.
5. Compliance and Regulatory Checks
In BFSI projects (like our Employee Loan Management System), reverse engineering can ensure that the existing system follows government regulations.
If discrepancies are found, corrective actions can be taken during the redesign.
BAs often face situations where stakeholders know what they want changed but not how the current system works internally.
Reverse engineering fills this gap by uncovering functionalities, dependencies, and workflows from the existing system.
It ensures that critical business rules are not lost during transition to a new system. Reverse Engineering is mainly used in contexts where the current system has poor or no documentation, legacy modernization projects, migration efforts, or compliance checks. It enables the BA to extract requirements from the actual working system to ensure the new solution meets business needs.




Q4. What is the difference between Brainstorming and Focus Groups?
Ans : Both Brainstorming and Focus Groups are requirement elicitation techniques used by Business Analysts, but they differ in purpose, participants, and outcomes.
Brainstorming: A creative technique used to generate a wide range of ideas in a short time.
Focus Groups: A guided discussion with selected stakeholders or end-users to gather feedback, opinions, and attitudes about a product, service, or idea.

	Aspect
	Brainstorming
	Focus Groups

	Objective
	To generate new ideas, solutions, or alternatives for a problem.
	To collect user opinions, perceptions, and attitudes toward a system, product, or process.

	Participants
	Usually internal project stakeholders, subject matter experts (SMEs), and sometimes users.
	Selected group of target end-users or customers (6–12 people typically).

	Nature of Session
	Open, free-flowing, creative, often without restrictions initially.
	Structured and guided by a facilitator with predefined discussion topics.

	Output
	A List of Possible Ideas/Solutions
	Insights, opinions, and preferences about system features, usability, or expectations.

	When to Use
	At the beginning of a project or when solving a specific business problem.
	During requirement validation, product design, or user acceptance phases.

	Example in Loan Management System
	Brainstorming: The BA, HR, and Accounts team brainstorm on “Possible loan types we can offer employees” (e.g., housing loan, vehicle loan, medical loan).
	Focus Group: The BA invites a group of employees to discuss “How should the online loan application form look?” or “What repayment features are most convenient?”



Brainstorming helps in idea generation → useful at the ideation stage.
Focus Groups help in understanding user expectations → useful at the validation and design stage.
Both techniques complement each other: one brings ideas, and the other brings feedback.
Summary:
Brainstorming is about creative idea generation among stakeholders.
Focus Groups are about capturing opinions and feedback from target end-users.
Together, they help the BA ensure that the system is both innovative and user-friendly.









Q5. Observation Technique – Explain both Active and Passive approaches 
Ans: The Observation Technique is a requirement elicitation method where the Business Analyst directly observes how end-users perform their tasks in the actual work environment. This technique helps the BA gather insights about real processes, challenges, and hidden requirements that users may not express in interviews.
There are two types of approaches: Active Observation and Passive Observation.
1. Active Observation
· In Active Observation, the BA interacts with the user while observing.
· The BA may ask questions, clarify doubts, or request the user to perform specific tasks.
· It is a participatory approach, often similar to “job shadowing with discussion.”
· Example (Loan Management System):
The BA sits with an HR officer while they review employee loan applications. The BA asks, “Why do you check salary slips at this stage?” or “What happens if the employee has an outstanding advance?”.
Advantages:
Provides in-depth understanding of tasks.
Clarifies hidden business rules directly.
Disadvantages:
May disturb the user’s workflow.
User may behave differently knowing they are being observed.
2. Passive Observation
· In Passive Observation, the BA simply watches the user perform tasks silently without asking questions in real-time.
· The BA notes the sequence of activities, tools used, challenges faced, and any delays.
· Questions are asked later in a follow-up session.
· Example (Loan Management System):
The BA observes an Accounts officer processing loan repayment entries in the payroll system without interrupting. After the observation, the BA asks questions about any unclear steps.
Advantages:
Does not disturb the workflow.
Allows the BA to see the “real way” tasks are performed.
Disadvantages:
May miss important reasoning behind actions.
Requires follow-up sessions for clarification.
Active observation is useful when the BA needs detailed explanations and business rules.
Passive observation is useful when the BA wants to see the natural workflow without influencing the user’s behavior.
A combination of both is often used in projects.
Active Observation → BA observes + interacts → deeper insights, but can disturb workflow.
Passive Observation → BA observes silently → unbiased workflow view, but may need follow-up.
In the Employee Loan Management System, Active observation helps understand HR loan approval rules, while Passive observation helps see how Accounts actually processes salary deductions.

Q6. How do you conduct the Requirements Workshop

Ans : A Requirements Workshop is a structured, collaborative meeting conducted by the Business Analyst (BA) with key stakeholders, subject matter experts (SMEs), and sometimes end-users to gather, refine, validate, and prioritize requirements.
It is one of the most effective elicitation techniques because it brings all stakeholders together, ensuring alignment and avoiding miscommunication.

Conducting a Requirements Workshop involves several steps/phases:
1. Planning Phase
Identify Objectives: Define the purpose (e.g., gather functional requirements, prioritize features, resolve conflicts).
Select Participants: Include key stakeholders (Business Owners, HR, Accounts, IT team, End-users).
Prepare Materials: Agenda, use case diagrams, process flows, templates, and supporting documents.
Arrange Logistics: Venue, time, tools (whiteboard, Visio, JIRA, Zoom if online).
Example (Loan Management System):
Objective → Finalize requirements for loan approval workflow.
Participants → HR, Accounts, Employees’ representatives, BA, Project Manager.

2. Workshop Execution Phase
Introduction:
BA explains the agenda, objectives, and rules of the session.
Example: “Today we will finalize the steps in loan approval and repayment deduction.”
Elicitation Activities:
Brainstorm ideas.
Discuss use cases, business rules, constraints, and priorities.
Use techniques such as storyboarding, role-playing, process flow diagrams.
Facilitation by BA:
The BA ensures all voices are heard and keeps discussions focused.
Manage conflicts if disagreements arise.

3. Documentation Phase
The BA records all requirements discussed (functional, non-functional, constraints).
Uses tools like Meeting Minutes, Requirements Document, or RTM (Requirement Traceability Matrix).
Example: BA documents:
Loan eligibility criteria.
Approval hierarchy (HR → Accounts).
Repayment schedule and salary deduction process.

4. Review & Validation Phase
Share the documented requirements with all stakeholders.
Validate to ensure there are no gaps or misunderstandings.
Get formal sign-off for agreement.
Best Practices
Keep workshops time-bound (2–4 hours, not too long).
Use a neutral facilitator (usually the BA).
Encourage equal participation from all stakeholders.
Resolve conflicts diplomatically (using techniques like Thomas-Kilmann if needed).
Benefits of Requirements Workshop
Faster and more accurate requirement gathering.
Aligns all stakeholders on scope and priorities.
Reduces rework by clarifying requirements early.

Conducting a Requirements Workshop involves planning, execution, documentation, and validation. The BA plays the role of a facilitator to ensure active participation, conflict resolution, and clear documentation. In the Employee Loan Management System project, the workshop helps finalize loan eligibility, approval workflow, and repayment rules collaboratively.

































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 – 

Ans : The Interview Technique is one of the most common requirement elicitation methods. A Business Analyst (BA) conducts one-to-one or group interviews with stakeholders, SMEs, or end-users to understand requirements, challenges, expectations, and business rules.

1. Context where BA can use Interview Technique
Interviews are used when the BA needs in-depth understanding of stakeholder perspectives, processes, or specific requirements.
Best used when:
Stakeholders have clear knowledge about the domain.
The BA needs to capture detailed insights.
One-to-one interaction is required (e.g., with senior management).
Example (Loan Management System):
Interviewing HR to understand loan eligibility criteria.
Interviewing Accounts to learn how salary deductions are handled in payroll.
Interviewing Employees to gather usability expectations for the loan application form.

2. Approaches to Conduct Interviews
Structured Interview
The BA prepares a set of predefined questions in advance.
Questions are specific, clear, and follow a fixed order.
Useful when the BA wants consistent, comparable data.
Example: Asking Accounts → “What are the exact steps you follow when deducting a loan installment from salary?”
Advantage: Clear, focused, easy to analyze.
Limitation: May miss new ideas outside the questionnaire.
Unstructured Interview
The BA has a general agenda, but questions are flexible and conversational.
Stakeholders can freely express their views, problems, and suggestions.
Useful when BA wants to explore unknown areas or gather innovative ideas.
Example: Asking Employees → “What challenges do you face when applying for loans currently?”
Advantage: Rich insights, stakeholder feels free to share.
Limitation: May become lengthy or off-track.
Open Ended vs Close Ended Questions

	Aspect
	Open Ended Questions
	Closed Ended Questions

	Definition
	Questions that allow free, descriptive answers.
	Questions that expect specific, short answers (Yes/No, numbers, options).

	Purpose
	Explore ideas, opinions, problems, and suggestions.
	Validate facts, confirm rules, and collect measurable data.

	Example in Loan System
	“What factors should be considered when approving a loan?”
	“Is loan eligibility based on years of service? (Yes/No)”

	Benefit
	Provides deep insights, uncovers hidden requirements.
	Provides clarity, removes ambiguity, easy to analyze.



Best Practice for BAs
Use a combination of open and closed questions in both structured and unstructured interviews.
Example flow: Start with open-ended → explore → confirm with closed-ended.
Interviews are used in contexts where detailed insights are required from stakeholders.
Two approaches: Structured (predefined questions) and Unstructured (flexible, conversational).
Questions can be Open-Ended (exploratory) or Closed-Ended (confirmatory).
In the Employee Loan Management System, interviews help HR, Accounts, and Employees share clear rules, workflows, and user needs.































Q8. Questionnaire Technique – Where we will use? Give one example

Ans : The Questionnaire Technique is a requirement elicitation method where the BA prepares a set of structured or semi-structured questions in a written format and distributes them to stakeholders or end-users. The responses help in collecting quantitative and qualitative data quickly from a larger group of people.
It is useful when direct interviews or workshops are not possible due to time, availability, or number of participants.

Where We Use Questionnaire Technique
1. Large Audience Requirement Collection
When requirements need to be gathered from a large group of stakeholders (e.g., 100+ employees).
Example: Getting feedback on usability or preferred features.
2. When Time is Limited
If stakeholders are spread across locations or have limited availability, questionnaires help collect inputs asynchronously.
3. For Quantitative Analysis
Helps gather measurable data, such as percentage of employees preferring a certain feature.
4. Validating Assumptions
After initial requirements are gathered via interviews/workshops, questionnaires can confirm assumptions.

Example in Employee Loan Management System Project
Scenario:
The BA needs to understand employees’ expectations for the Loan Application Portal.

Sample Questionnaire:
1. How easy should the loan application form be?
( ) Very Easy
( ) Easy
( ) Neutral
( ) Difficult
2. Which loan types would you like to have available?
Housing Loan
Vehicle Loan
Personal Loan
Medical Loan
3. Would you prefer to receive loan approval/rejection updates:
( ) By Email
( ) By SMS
( ) Both
4. On a scale of 1–5, how important is having an EMI calculator in the loan portal?
5. Please suggest any additional features you would like in the loan management system.


Advantages of Questionnaire Technique
Collects data quickly from many people.
Responses are standardized and easy to analyze.
Can include both closed-ended (for stats) and open-ended (for insights) questions.
Limitations
Low response rate if participants are not motivated.
Lacks real-time clarification like in interviews.

The Questionnaire Technique is used when requirements must be gathered from a large group in less time. It helps in collecting structured data for analysis. In the Loan Management System, questionnaires can help capture employee preferences on loan types, repayment methods, and communication channels effectively.



































Q9. How to Sort the Requirements – Where we will use? Give one example

Ans : When multiple requirements are gathered from stakeholders, not all can be implemented immediately due to budget, time, technology, or business priorities.
That’s why requirements need to be sorted, prioritized, and categorized before development starts.
Sorting requirements ensures that:
· Business-critical needs are addressed first.
· Less important or “nice-to-have” features can be scheduled later.
· Conflicts and duplicate requirements are eliminated.

Techniques to Sort Requirements
1. MoSCoW Method
Must Have – Essential requirements (cannot be compromised).
Should Have – Important but not critical.
Could Have – Nice to include if resources permit.
Won’t Have – Not needed for now.
2. Prioritization by Business Value vs. Effort
High value, low effort → Do first.
Low value, high effort → Do last.
3. Kano Model
Basic Needs (if missing, system fails).
Performance Needs (higher performance = higher satisfaction).
Excitement Needs (delight users but not mandatory).

Where We Use Sorting of Requirements
In Requirement Analysis Phase of SDLC.
Before preparing the Product Backlog in Agile or the Functional Specification Document in Waterfall.
When there are conflicting requirements from different stakeholders.
When time and budget constraints require only high-priority requirements in the current release.

Example in Employee Loan Management System Project
Scenario:
During requirement gathering, the BA collected the following requirements for the Loan Management Portal:
1.Employees can apply for loans online.
2.EMI Calculator should be available.
3.Loan approval notifications via SMS.
4.Integration with HR Payroll for automatic EMI deduction.
5.Mobile App support.
6.Employees can track loan history.
7.Video-based KYC verification.
Sorting using MoSCoW Method:
1.Must Have: Online loan application, EMI calculator, HR Payroll integration.
2.Should Have: SMS notification, Loan history tracking.
3.Could Have: Mobile App support.
4.Won’t Have (for now): Video-based KYC (complex and costly).
Advantages of Sorting Requirements
1.Ensures focus on high business value features.
2.Prevents wasting resources on unnecessary functionalities.
3.Creates a clear roadmap for phased delivery.
4.Improves stakeholder satisfaction as critical needs are met first.
Summary:
Sorting requirements is a crucial step in requirement analysis and prioritization. It ensures the project delivers maximum value in limited time and budget. In the Employee Loan Management System, sorting helped identify that online loan application, EMI calculator, and HR payroll integration must be delivered first, while advanced features like video KYC can be delayed.


































Q10. Prioritize the Requirements – –Where we will use? Give one example 
Ans :  After sorting and categorizing requirements, the next step is prioritization.
Prioritization means deciding which requirements must be implemented first and which can be implemented later.
This step is necessary because in most projects:
Time is limited
Budget is limited
Development resources are limited
Thus, not all requirements can be implemented at once.

Techniques for Requirement Prioritization

1. MoSCoW Technique
Must Have → Critical to project success.
Should Have → Important but not immediately required.
Could Have → Optional, only if time permits.
Won’t Have → Not included in current release.

2. 100-Dollar Test
Each stakeholder gets “100 points” to allocate to requirements.
Requirements with higher points get higher priority.

3. Analytical Hierarchy Process (AHP)
Pairwise comparison of requirements.
Assign numerical weights and rank accordingly.

4. Business Value vs. Effort Matrix
High Business Value + Low Effort → Do First.
Low Business Value + High Effort → Do Last.

Where We Use Prioritization of Requirements
During Requirement Analysis Phase of SDLC.
In Agile, during backlog grooming/refinement sessions.
Before preparing Release Planning / Roadmap.
When there are conflicting requirements from different stakeholders.
Example in Employee Loan Management System Project
Scenario:
The following requirements were collected:
Employees can apply for loans online.
EMI Calculator should be available.
Loan approval/rejection notifications via Email/SMS.
Integration with HR Payroll for automatic EMI deduction.
Employees can track loan history.
Mobile App support.
Video-based KYC verification.


Prioritization Using MoSCoW
Must Have:
Online loan application
EMI Calculator
Loan approval/rejection notifications
HR Payroll integration
Should Have:
Loan history tracking
Could Have:
Mobile App support
Won’t Have (for now):
Video-based KYC verification
In the first release, the focus will be on Must Have requirements.
Later releases can add Should Have and Could Have features.
Advantages of Prioritizing Requirements
Ensures maximum business value is delivered early.
Aligns system development with stakeholder expectations.
Prevents scope creep by deferring low-priority requirements.
Provides a clear release roadmap.

Prioritization of requirements is essential to ensure critical requirements are delivered first, while less important ones are deferred. In the Employee Loan Management System, prioritization helped decide that loan application, EMI calculator, notifications, and payroll integration must be delivered in the first release, while advanced features like mobile app and video KYC can be planned for later.






















Q11. Weekly status reporting – How we will drive?

Ans : A Weekly Status Report is a document or communication sent by a Business Analyst (or Project Manager) to stakeholders every week.
It provides a snapshot of project progress, issues, risks, and upcoming activities.
It acts as a communication bridge between:
· Development team
· Business stakeholders
· Management
This ensures transparency and helps in tracking progress vs. plan.

How We Drive Weekly Status Reporting
1. Collect Data
Gather updates from developers, testers, and other team members.
Note progress against tasks in the project plan.
2. Highlight Completed Work
Mention tasks that were successfully completed during the week.
3. Track Ongoing Work
Show which activities are currently in progress.
4. Flag Risks & Issues
Any blockers, dependencies, or delays must be highlighted.
Provide possible mitigation steps.
5. Plan for Next Week
Outline tasks scheduled for the upcoming week.
6. Format & Share Report
Weekly report is usually shared by Friday evening or Monday morning.
Shared via email, project management tools (like Jira, Trello, MS Project), or MS Word/Excel.
Key Components of a Weekly Status Report
Project Information – Project Name, Reporting Period, Author.
Summary of Progress – % completion, major achievements.
Work Completed – Tasks finished this week.
Work in Progress – Tasks being carried forward.
Upcoming Work – Next week’s plan.
Risks & Issues – Challenges that may impact timeline.
Decisions Required – Any approvals or inputs from management.
Weekly status reporting is a structured way of tracking project progress, highlighting risks, and aligning stakeholders. For the Employee Loan Management System, weekly reports ensured HR, Accounts, and IT teams were always aware of progress and issues.









Q12. Meeting Minutes Document – prepare one Sample
Ans :  Minutes is to create an official record of the actions taken at a Meeting. Minutes serve to both memorialize the actions taken for 
Those attending the meeting as well as for those who were unable to attend the meeting.
Meeting Minutes are notes that are recorded during a meeting. They highlight the key issues that are discussed, motions proposed or
Voted on, and activities o be undertaken. 
Key Elements of Meeting Minutes Document
Project Details – Project Name, Meeting Date, Time, and Venue.
Attendees – List of participants (and departments).
Agenda – Topics planned for discussion.
Discussion Summary – What was discussed.
Decisions Taken – Outcomes of the discussion.
Action Items – Task list with owners and deadlines.
Next Meeting – Date & time (if scheduled).

	Meeting
	Loan Management System

	Meeting Type
	Requirement Gathering Workshop

	Date of Meeting
	15-09-2025
	 
	Time
	09:30
	 
	 

	Meeting Facilitator
	BA
	 
	Venue
	Conference Room

	Attendees
	 

	Business Analyst
	 

	HR Manager
	 

	Account Dept
	 

	IT Architech
	 

	Developer Lead
	 

	Agenda

	 
	1
	Finalize Loan Eligibilty Rules

	 
	2
	Discuss Integration with Payroll System

	 
	3
	Define Approval Process Flow

	Discussion Points

	 
	1
	HR explained loan eligibility criteria based on employee tenure (minimum 2 years service).

	 
	2
	Accounts team requested monthly repayment deduction directly from payroll.

	 
	3
	IT suggested API integration with Payroll system to automate deductions.

	 
	4
	Decision: Loan approval will follow 2-step process (HR Review → Accounts Final Approval).

	Decision Taken

	 
	1
	Eligibility rule finalized : Employee with more than or equal to 2 years service eligible

	 
	2
	Loan repayment will be auto-deducted from salary

	 
	3
	System will trigger an email notification to employee after loan approval/rejection

	Action Items:
	Owner
	Deadline

	Share final loan eligibilitiy rules in BRD
	HR Manager
	08-09-2025

	Prepare integration plan with payroll
	IT
	12-09-2025

	Draft Approval workflow diagram
	Business Analyst
	09-09-2025











































Q13. Change Tracker – Document - – prepare one Sample

Ans :  A Change Tracker Document is used to log, monitor, and manage all changes requested in a project after initial requirements have been finalized.
In real-world projects, requirements often evolve due to:
New business needs
Compliance/legal changes
Technical constraints
Stakeholder feedback
For a BA, tracking changes is critical to avoid scope creep, ensure proper impact analysis, and maintain project transparency.

Key Elements of a Change Tracker Document
Change ID – Unique identifier for each change request.
Change Description – Brief about the change.
Requested By – Stakeholder who raised the change.
Date Requested – When the change was proposed.
Priority – High / Medium / Low.
Impact Analysis – Effect on scope, cost, time, and quality.
Decision/Status – Approved, Rejected, Under Review.
Owner – Person/team responsible for implementing.
Target Date – Planned completion date.
Sample Change Tracker – Employee Loan Management System
Project Name: Employee Loan Management System
Prepared By: Business Analyst
Version: 1.0
Date: 07-09-2025

	Change ID
	Change Description
	Requested By
	Date Requested
	Priority
	Impact Analysis
	Status
	Owner
	Target Date

	CH-001
	Add option for partial loan repayment (employee can prepay part of loan)
	HR Manager
	06-09-2025
	High
	Impacts repayment module and interest calculation logic. May delay release by 1 week.
	Under Review
	Accounts + Dev Team
	15-09-2025

	CH-002
	Modify eligibility criteria from 2 years to 1.5 years service
	HR Dept.
	05-09-2025
	Medium
	Minimal impact, only eligibility validation rule to be updated.
	Approved
	Dev Team
	10-09-2025

	CH-003
	Send SMS notifications in addition to email
	Employee Rep.
	07-09-2025
	Low
	Requires third-party SMS gateway integration. Might increase cost.
	Pending Approval
	IT Team
	20-09-2025



How BA Uses Change Tracker
Logs all change requests raised by stakeholders.
Performs impact analysis (with Dev/QA/PM inputs).
Helps Project Manager prioritize changes.
Ensures traceability (who requested, what was done, when).
A Change Tracker ensures that all requirement changes are controlled and documented. It prevents scope creep and supports clear decision-making in the Employee Loan Management System project.










































Q14. Difference between Traditional Development Model and Agile Development Models

Ans :  In software development, two major approaches are followed:
Traditional Development Models (e.g., Waterfall, V-Model)
Agile Development Models (e.g., Scrum, Kanban, SAFe)
They differ mainly in process, flexibility, delivery style, and stakeholder involvement.
As a BA, understanding these differences is crucial because requirement gathering, documentation, and stakeholder communication vary significantly between the two.

	Comparison Table – Traditional vs. Agile

	Aspect
	Traditional Development Model (e.g., Waterfall)
	Agile Development Model (e.g., Scrum, Kanban)

	Process Flow
	Linear & sequential (Requirement -Design - Development - Testing - Deployment)
	Iterative & incremental (Sprints/Iterations)

	Flexibility
	Rigid – once requirements are frozen, changes are costly
	Highly flexible – changes are welcomed anytime

	Requirements
	Document-heavy (BRD, SRS created upfront)
	Evolving – requirements gathered continuously

	Delivery
	Delivered only at the end of the project
	Delivered in small increments (working software every 2-4 weeks)

	Stakeholder Involvement
	Limited – mostly in requirement & UAT phases
	Continuous – stakeholders review every sprint

	Risk Handling
	Risks discovered late in testing/deployment
	Risks managed early with continuous feedback

	Time to Market
	Longer – final product released at end
	Faster – incremental releases delivered early

	Change Management
	Very difficult – requires CRs, approvals, rework
	Easy – scope can adapt sprint by sprint

	Testing
	Done after development is complete
	Continuous testing integrated in every sprint

	BA’s Role
	Acts mainly during requirement & documentation phase
	Involved throughout – requirement grooming, backlog refinement, sprint planning



Traditional models (like Waterfall) work best for stable, well-defined projects with minimal changes.
Agile models are suited for dynamic projects with evolving requirements.
In today’s world, Agile is preferred in most software development, while Waterfall may still be used for government projects, banking compliance, or fixed-scope projects.









Q15. Explain Brainstorming Technique – Where to use?
Ans : Brainstorming is a group creativity technique used in business analysis to generate ideas, solutions, or alternatives in a collaborative environment.
It encourages open discussion without criticism, so that stakeholders, SMEs, and team members can share as many ideas as possible.
For a BA, brainstorming is one of the most powerful techniques during requirement elicitation and problem-solving.

Steps in Brainstorming
1. Define the Problem/Goal – Clearly state what needs to be solved (e.g., “How can we simplify employee loan approval?”).
2. Gather Participants – Include stakeholders, SMEs, end-users, developers, testers.
3. Set Rules – No criticism, quantity over quality, build on others’ ideas.
4. Idea Generation – Encourage free flow of ideas (even unconventional ones).
5. Categorize Ideas – Group similar ideas together.
6. Evaluate & Shortlist – Identify the most feasible solutions.

Where Brainstorming is Used
Requirement Gathering – Collecting features from stakeholders.
Problem Solving – Finding solutions to bottlenecks.
Innovation – Identifying new opportunities for system improvement.
Prioritization – Narrowing down features to focus on.
During the initial stages of the project, BA organizes a brainstorming session with HR, Accounts, IT, and Employees to discuss features of the Loan Management System.
Ideas Generated in Brainstorming Session:
Online loan application form.
Automated loan eligibility check (based on tenure & salary).
Two-step approval workflow (HR → Accounts).
Email & SMS notifications.
Loan repayment auto-deduction from salary.
Dashboard for employees to track repayment.
After evaluation, feasible features are shortlisted for the first release:
Online loan application,
Eligibility check,
Approval workflow,
Email notification.

Advantages of Brainstorming
Encourages diverse perspectives.
Generates innovative solutions.
Builds stakeholder engagement.
Helps BA uncover hidden requirements.
Brainstorming is a creative requirement elicitation technique where stakeholders openly share ideas without judgment. For the Employee Loan Management System, it helped identify core features and innovative enhancements like dashboards and automated deductions.

Q16. What reports Accounts Departments will generate (minimum 5 reports)
Ans : In the Employee Loan Management System, the Accounts Department plays a crucial role in:
Approving/rejecting loans
Managing repayment schedules
Tracking outstanding balances
Ensuring compliance with company policies
To perform these tasks, the Accounts team needs system-generated reports for analysis and monitoring.
Five Key Reports for Accounts Department
Loan Applications Received Report
Shows all loan requests submitted by employees.
Includes: Employee ID, Name, Loan Amount Requested, Date of Request, Current Status (Pending/Approved/Rejected).
Purpose: To track workload and pending approvals.

	Accounts Department Received Report

	Application Id
	Employee Id
	Employee Name
	Department
	Loan Amount Requested
	Request Date
	Status

	A101
	E001
	Rajesh Kumar
	IT
	500000
	01-09-2025
	Approved

	A102
	E002
	Anita Sharma
	HR
	200000
	03-09-2025
	Pending

	A103
	E003
	Vikram Singh
	Finance
	300000
	04-09-2025
	Rejected



Loan Approval/Rejection Report
Lists all loans approved and rejected within a specific time period.
Fields: Employee ID, Loan Amount Approved, Rejected Amount, Approval/Rejection Date, HR Reviewer, Account Approver.
Purpose: For monitoring approval rates and compliance with company loan policies.

	Loan Approval Request

	Approval Id
	Employee Name
	Loam Amount Approved
	Approval Date
	Intrest Rate
	Emi Amount
	Tenure

	AP01
	Rajesh Kumar
	500000
	02-09-2025
	10%
	10500
	60

	AP02
	Anita Sharma
	200000
	04-09-2025
	9%
	5000
	48



	Rejected Loan Application Report

	Application Id
	Employee Name
	Requested Loan Amount
	Rejection Date
	Reason

	A103
	Vikram Singh
	200000
	06-09-2025
	Low Eligibility Score

	A104
	Ashish Shrivastav
	500000
	09-09-2025
	Low Eligibility Score



Loan Repayment Schedule Report
Details the repayment plan for each approved loan.
Includes: EMI Amount, Interest Rate, Number of Installments, Deduction Start Date, Deduction End Date.
Purpose: To ensure correct deductions are scheduled from salaries.
	Loan Repayment Schedule Report

	Employee Id
	Employee Name
	Loan Amount
	Emi Amt
	Emi Due Date
	Emi Paid
	Outstanding

	E002
	Anita Sharma
	200000
	5000
	10-10-2025
	Yes
	195000

	E001
	Rajesh Kumar
	500000
	10500
	15-10-2025
	No
	500000



Outstanding Loan Balance Report
Shows current balance for all employees with active loans.
Fields: Employee ID, Loan Amount Sanctioned, Total Paid, Balance Pending, Next EMI Due Date.
Purpose: Helps in financial planning and tracking defaulters.

	Loan Repayment Schedule Report

	Employee Id
	Employee Name
	Loan Amount
	Total Paid 
	Outstanding Balance
	Next Due Date
	 

	E002
	Anita Sharma
	200000
	5000
	195000
	10-10-2025
	 

	E001
	Rajesh Kumar
	500000
	0
	500000
	15-10-2025
	 



Default/Delayed Payment Report
Identifies employees who missed salary deductions or delayed repayments (in case salary processing issues occur).
Fields: Employee ID, EMI Due Date, Amount Missed, Reason (if available).
Purpose: Helps Accounts take corrective actions quickly.






















Q17. What is the structure of the message/mail communicated from the HR department to the employee in case the Loan is rejected?
Ans : 

When HR communicates loan rejection to an employee, the message must be:
Professional – formal and polite tone.
Clear – state the decision without ambiguity.
Empathetic – acknowledge employee’s concern.
Confidential – sensitive matter, so addressed only to the employee.

Structure of the Loan Rejection Mail
1. Subject Line
Clear and to the point.
Example: “Update on Your Loan Application”
2. Salutation
Formal greeting with employee’s name.
Example: “Dear [Employee Name],”
3. Opening Statement
Acknowledge receipt of application.
Example: “We acknowledge the receipt of your loan application dated [date].”
4. Main Body (Rejection Notice)
Communicate the rejection politely, without harsh words.
Example:
“After careful review of your application, we regret to inform you that your request for a loan has not been approved at this time.”
5. Reason (Optional/General)
Either provide general reasoning or mention that details can be shared privately.
Example:
“The decision is based on certain policy and eligibility criteria not being fulfilled.”
6. Supportive Statement
Show empathy and maintain employee morale.
Example:
“We understand this may be disappointing, and we encourage you to reapply in the future should your circumstances change.”
7. Closing Line
Offer further assistance.
Example:
“If you wish to discuss this matter further, please feel free to contact the HR team.”
8. Signature
HR authority or department contact details.
Example:
“Sincerely,
HR Department
[Company Name]”



Sample Loan Rejection Mail (HR to Employee)
Subject: Update on Your Loan Application

Dear [Employee Name],
We acknowledge the receipt of your loan application dated [date]. After careful review, we regret to inform you that your request for a loan has not been approved at this time, due to certain policy and eligibility criteria not being fulfilled.
We truly value your contribution to the organization and understand this outcome may be disappointing. You may consider reapplying in the future, should your circumstances or eligibility change.
If you would like to discuss this matter further, please feel free to reach out to the HR department.

Sincerely,
HR Department
[Company Name]































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

Ans : Subject Line: Loan Approval Notification – [Loan ID/Reference Number]

Dear [Employee Name],

We are pleased to inform you that your loan application [Loan ID] has been approved after successful review by the HR and Accounts departments.

Loan Details:
· Loan Amount: ₹ [Amount Approved]
· Loan Type: [Type of Loan, e.g., Personal Loan / Education Loan]
· Interest Rate: [X% per annum]
· Repayment Tenure: [Number of Months/Years]
· Monthly Deduction from Salary: ₹ [Installment Amount]
· First Deduction Date: [DD/MM/YYYY]

Terms and Conditions:
1. Loan amount will be credited to your salary account within [X working days].
2. Repayment will be automatically deducted from your monthly salary.
3. Any delay in repayment (due to resignation/termination) must be settled by the employee directly.
4. Prepayment/foreclosure conditions apply as per company policy.
Please review the terms and confirm your acceptance by replying to this email or signing the attached agreement by [Deadline Date].

We appreciate your trust in the organization and wish you success.

Regards,
[HR Representative Name]
HR Department
[TTS Company]














Q19. Design a sample report on the Loans applications Received by the accounts department
Ans :  The Loan Applications Received Report is generated by the system for the Accounts Department to track all incoming loan applications submitted by employees.
Purpose of the Report:
· Monitor pending applications.
· Track approval/rejection status.
· Help in prioritizing reviews by Accounts and HR.
· Provide transparency and audit trail.
Report Details
Report Name: Loan Applications Received Report
Generated By: Employee Loan Management System
Report Date: 15-09-2025
Period Covered: 01-09-2025 to 15-09-2025
Sample Report

	S.No
	Employee ID
	Employee Name
	Department
	Loan Amount Requested
	Request Date
	Status
	HR Reviewer
	Account Approver

	1
	EMP001
	Ankit Sharma
	IT
	2,00,000
	01-09-2025
	Approved
	Anjali Sharma
	Ramesh Patel

	2
	EMP002
	Riya Mehta
	Finance
	1,50,000
	03-09-2025
	Pending
	Anjali Sharma
	-

	3
	EMP003
	Suresh Patil
	Sales
	3,00,000
	04-09-2025
	Rejected
	Anjali Sharma
	Ramesh Patel

	4
	EMP004
	Priya Nair
	HR
	1,00,000
	05-09-2025
	Approved
	Anjali Sharma
	Ramesh Patel

	5
	EMP005
	Rohit Desai
	IT
	2,50,000
	06-09-2025
	Pending
	Anjali Sharma
	-



Key Points:
Status: Tracks whether the application is Pending, Approved, or Rejected.
Reviewers: HR and Accounts personnel responsible for approval.
Loan Amount: Helps Accounts prioritize high-value loans.
Department: Useful for generating department-wise reports if needed.
This report ensures the Accounts Department has complete visibility of all loan applications, making it easier to manage approvals, track pending tasks, and generate audit reports.








Q20. Which reporting Tools we will use for generating reports

Ans :  Common Reporting Tools Used in Projects
1. Microsoft Power BI
Provides interactive dashboards and visualizations.
Can connect to multiple data sources (SQL, Excel, API).
Helps management quickly view loan approvals, pending applications, and repayment trends.

2. Tableau
Popular for data visualization and business intelligence.
Drag-and-drop interface to create charts, graphs, and reports.
Can generate department-wise loan reports, outstanding balances, and repayment trends.

3. Microsoft Excel
Simple tool for ad-hoc reporting and calculations.
Can use pivot tables, formulas, and charts for loan summaries.
Useful for weekly status reports or small datasets.

4. SQL Server Reporting Services (SSRS)
Used for structured reports from relational databases.
Can schedule automated report delivery via email.
Perfect for loan applications received, approved, or rejected reports.

5. Google Data Studio
Cloud-based tool for interactive dashboards.
Easy integration with Google Sheets, databases, and APIs.
Useful for remote access to reports by management.

