
Capstone Project 3 Part 2 

Q1. What is the difference between Brainstorming and JAD Sessions? 3 Marks 

Answer:  

Aspect Brainstorming JAD Sessions 
Definition A technique used to generate a 

wide range of ideas and solutions to 
a problem. 

A structured, facilitated meeting 
designed to gather requirements or 
resolve business problems. 

Objective Focuses on creative idea generation 
without judgment. 

Focuses on collecting specific 
requirements or making 
collaborative decisions for a project. 

Participants Can include anyone with relevant 
knowledge or creativity, usually 
informal. 

Includes key stakeholders such as 
business users, developers, and 
analysts in a structured way. 

Facilitation May or may not have a facilitator; 
less structured. 

Requires a trained facilitator to 
guide discussions and ensure 
productivity. 

Outcome Produces a list of ideas, 
suggestions, or possible solutions. 

Produces detailed requirements, 
decisions, or an action plan. 

Application Useful for generating ideas in the 
initial stages of problem-solving or 
projects. 

Useful for detailed project 
requirements and aligning 
stakeholders early in the process. 

 

Q 2. Why Document Analysis is one of the compulsory technique we use in a Project? Justify – 3 Marks 

Answer: 

Document analysis is done through reading a document and understanding the product, process and 
project. It involves reviewing and analyzing various forms of documentation to gather information about a 
business problem, system functionality, processes, policies, or regulatory requirements. 

Purpose of Document Analysis: 

1. Gathering Background Information: By reviewing existing documents, the business analyst can gain a 
comprehensive understanding of the current business processes, systems, and any challenges the 
organization might face. 

2. Identifying Requirements: Documents often contain implicit or explicit requirements, objectives, or 
constraints that help shape new solutions. 

3. Understanding the Context: Documents provide historical context or previous attempts to address a 
particular issue or business need. 

4. Validating Requirements: Comparing the documented requirements against the organization's goals 
ensures that the right problems are being solved. 

Common Types of Documents Analyzed: 



· Business Plans: Help understand the strategic direction and priorities. 

· Process Maps/Flowcharts: Show how current processes are structured, highlighting inefficiencies or 
opportunities for improvement. 

· Policies and Procedures: Define organizational rules that must be followed and could influence the design 
of solutions. 

· System Specifications: Provide details about the functionality of existing software or systems. 

· Regulatory Documents: Necessary for ensuring compliance with industry regulations and standards. 

· Reports and Analysis: Offer insights into past performance, metrics, and business intelligence. 

Steps in Document Analysis: 

1. Collection of Documents: Gather relevant documents from stakeholders or repositories, which could 
include project archives, systems documentation, or policy manuals. 

2. Document Review: Read and understand the content of the documents. Identify key information 
relevant to the business problem or the system’s functionality. 

3. Identify Key Elements: Look for business requirements, constraints, assumptions, and any gaps or areas 
for improvement. 

4. Analyze and Extract Information: Summarize and extract the most relevant data to inform future 
decisions or to create requirements specifications. 

5. Cross-Verification: Cross-reference documents with other sources like stakeholder interviews, 
workshops, or surveys to ensure accuracy and consistency. 

6. Organize Findings: Group the findings in a way that is useful for future analysis, requirements definition, 
or solution design. 

 

Q3. In Which Context we will use Reverse Engineering? - 3 Marks 

Answer: 

Reverse engineering, also called back engineering, is the processes of extracting knowledge or design 
information from anything man-made and reproducing it or re-producing anything based on the extracted 
information. • The process often involves disassembling something and analyzing its components and 
workings in detail. Majorly used in migration projects. 

1. Legacy System Analysis 

 Context: When dealing with outdated or undocumented systems. 
 Purpose: To understand how the system works for integration, maintenance, or upgrading without 

prior documentation. 

2. Software Debugging and Error Correction 

 Context: When software has bugs or errors, and source code is unavailable. 



 Purpose: To identify the root cause of errors and develop fixes. 

3. Competitive Analysis 

 Context: To study competitor products or software. 
 Purpose: To learn about innovative features, techniques, or approaches used by competitors. 

4. Security and Vulnerability Testing 

 Context: When testing software or systems for potential vulnerabilities. 
 Purpose: To uncover security loopholes that can be exploited by malicious actors. 

5. Product Improvement and Redesign 

 Context: When enhancing or redesigning an existing product. 
 Purpose: To identify opportunities for improvement or modernization based on the current design. 

6. Compliance and Patent Analysis 

 Context: To verify that a product or system does not infringe on intellectual property or patents. 
 Purpose: To ensure compliance with legal and regulatory requirements. 

 

Q4. What is the difference between Brainstorming and Focus Groups? 

Aspect Brainstorming Focus Groups 

Definition 
A creative technique aimed at 
generating a wide range of 
ideas or solutions. 

A moderated discussion with a 
targeted group to gather insights, 
opinions, or feedback. 

Objective Focuses on idea generation and 
creativity. 

Focuses on understanding 
perspectives, preferences, or attitudes 
of specific stakeholders. 

Participants 
Typically includes individuals 
from diverse backgrounds to 
encourage creative input. 

Consists of a carefully selected group 
representing a target audience or 
demographic. 

Facilitation 
May or may not have a 
facilitator; less structured and 
encourages free thinking. 

Moderated by a facilitator to ensure 
focused discussion and specific 
outcomes. 

Outcome 
Produces a list of ideas, 
potential solutions, or 
innovations. 

Produces qualitative insights, opinions, 
or feedback about a product, service, 
or concept. 

Application 
Useful in the early stages of 
problem-solving or project 
initiation. 

Useful for market research, user 
feedback, or validating ideas with the 
intended audience. 

Approach 
Open-ended, allowing 
participants to build on each 
other’s ideas. 

Guided discussion with predefined 
topics or questions to stay on track. 

 

Q5. Observation Technique – Explain both Active and Passive approaches - 3 Marks 



Answer: 

Observing, shadowing users or doing a part of their job, can provide information of existing processes, 
inputs and outputs. It involves watching people, processes, or activities in action to better understand the 
current state or identify areas for improvement. The observation technique can be approached in two 
primary ways: Active Observation and Passive Observation. Both approaches are used to collect 
information, but they differ in terms of involvement and interaction with the subjects being observed. 

1. Active Observation 

 Definition: The observer actively participates in the activities or interactions being observed. 
 Key Characteristics: 

o The observer engages with the environment and individuals. 
o They may ask questions, interact with participants, or perform tasks themselves. 
o Allows for a deeper understanding of the process, as the observer experiences it firsthand. 

 Advantages: 
o Provides detailed insights and context. 
o Helps uncover issues or nuances that participants may not verbalize. 

 Example: A business analyst working alongside a cashier to understand the challenges in the billing 
process. 

2. Passive Observation 

 Definition: The observer watches the activities or processes without any direct interaction or 
participation. 

 Key Characteristics: 
o The observer remains unnoticed or uninvolved. 
o Focuses solely on watching and recording behaviors or events. 
o Useful for minimizing influence on the observed environment. 

 Advantages: 
o Does not disrupt the natural flow of activities. 
o Reduces the risk of observer bias due to interaction. 

 Example: A researcher observing how customers navigate a store layout without interacting with 
them. 

Q6. How do you conduct the Requirements Workshop- 3 Marks 

Answer: 

Conducting a Requirements Workshop is a highly effective way for a Business Analyst (BA) to gather, 
define, and clarify requirements for a project or system. These workshops bring stakeholders together in a 
focused, collaborative environment to discuss and prioritize needs. Here’s a step-by-step guide on how to 
conduct an effective requirements workshop: 

1. Planning the Workshop 

 Define Objectives: Clearly outline the goals (e.g., gather functional requirements, resolve conflicts, 
or validate assumptions). 

 Identify Participants: Invite key stakeholders such as business users, project sponsors, subject 
matter experts, and developers. 

 Prepare Materials: Create an agenda, provide background information, and prepare any necessary 
templates or tools. 

 Logistics: Choose an appropriate venue (physical or virtual) and set a suitable date and time. 



2. Conducting the Workshop 

 Introduction: 
o Start with introductions and outline the workshop's purpose, agenda, and rules. 
o Set expectations for participation and outcomes. 

 Facilitation: 
o Use a skilled facilitator to guide discussions, ensuring focus and productivity. 
o Employ techniques like brainstorming, role-playing, or visual aids (e.g., process flow 

diagrams) to elicit requirements. 
 Encourage Collaboration: 

o Foster open communication and active participation. 
o Address conflicts constructively and ensure all perspectives are heard. 

 Document Requirements: 
o Capture requirements in real-time using tools like whiteboards, spreadsheets, or software. 
o Categorize them into functional, non-functional, or other relevant types. 

3. Post-Workshop Activities 

 Review and Validate: Share the documented requirements with participants for review and 
validation. 

 Prioritize Requirements: Rank requirements based on importance, feasibility, and business value. 
 Follow-Up: 

o Address any unresolved issues or additional inputs. 
o Update stakeholders on next steps and outcomes. 

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 – 6Marks 

Answer: 

The interview technique is used by a BA to gather detailed information directly from stakeholders, subject 
matter experts, or end-users. It is conducted in contexts such as: 

1. Requirement Gathering: To identify business needs, objectives, or expectations. 
2. Problem Analysis: To understand the challenges and pain points in existing systems or processes. 
3. Feasibility Studies: To gather expert opinions on potential solutions or new initiatives. 
4. Validation and Refinement: To confirm and refine requirements or solutions based on feedback. 

Approaches to Conducting Interviews 

1. Structured Interviews: 
o Definition: Follows a predefined set of questions in a fixed order. 
o Characteristics: 

 Highly organized and formal. 
 Ensures consistency across interviews. 
 Focuses on collecting specific information. 

o Advantages: Easy to compare responses and analyze trends. 
o Example: Asking all stakeholders the same set of questions about system requirements. 

2. Unstructured Interviews: 
o Definition: More conversational and flexible, with open-ended questions. 
o Characteristics: 

 Allows for spontaneous discussions. 



 Provides freedom to explore topics in depth. 
 Can adapt to the flow of conversation. 

o Advantages: Reveals deeper insights and unanticipated information. 
o Example: Asking broad questions like, “What challenges do you face in your daily work?” 

Aspect Open-Ended Questions Closed-Ended Questions 

Definition Questions that require detailed, 
descriptive answers. 

Questions that can be answered with 
a specific response, such as "Yes" or 
"No." 

Purpose 
To encourage detailed 
explanations, opinions, or ideas. 

To gather specific, factual, or 
quantifiable information. 

Examples 
"What features do you find 
most useful in the system?" 

 "Do you use the reporting feature 
regularly?" 

Advantages - Promotes in-depth discussion. - Efficient and quick to analyze. 

Disadvantages - Time-consuming to analyze. - May miss critical details or context. 

When to Use - Exploring user needs, 
problems, or ideas. 

- Validating requirements or 
collecting straightforward data. 

 

Q8. Questionnaire Technique – Where we will use? Give one example - 6 Marks 

The Questionnaire Technique is widely used by Business Analysts (BAs) to gather information, feedback, or 
data from a large group of respondents. It is an efficient method for collecting specific information in a 
standardized format and can be distributed in various ways (e.g., online surveys, paper forms, email). 

Where Will We Use the Questionnaire Technique? 

· Requirements Gathering: To collect detailed information about the business needs, user requirements, or 
expectations for a new system or product. 

· Market Research: To understand customer preferences, opinions, and feedback on products or services. 

· User Experience (UX) Research: To assess how users interact with a product or system and to identify pain 
points or areas for improvement. 

· Employee Satisfaction: To gauge employee satisfaction, engagement, and perceptions about work culture 
or internal processes. 

· Product Feedback: To collect feedback from customers or users after they have used a product or service, 
providing insights for improvements. 

Example of Using the Questionnaire Technique 

Scenario: A Business Analyst is tasked with gathering requirements for a new Customer Relationship 
Management (CRM) system for a company. The BA uses a questionnaire to gather input from both sales 
and support teams, who will be the primary users of the system. 

· Purpose: The questionnaire aims to understand what features, functionalities, and integrations the teams 
expect from the CRM system, and what challenges they currently face with the existing system. 



· Example Questions: 

 Multiple Choice: "Which feature do you use most frequently in your current CRM system?" 

a) Contact Management 

 b) Lead Tracking 

 c) Reporting and Analytics 

 d) Task Management 

 Likert Scale: "How satisfied are you with the current CRM system in terms of ease of use?" 

 1 (Very Dissatisfied) to 5 (Very Satisfied) 

Open-ended: "What additional features or improvements would you like to see in the new CRM system?" 

Outcome: The BA will analyze the responses to identify common themes, prioritize features, and ensure 
the new system aligns with user needs. The questionnaire allows the BA to collect input from a large group 
quickly and efficiently, which is essential for making informed decisions. 

 

Q9. How to Sort the Requirements – Where we will use? Give one example - 5 Marks 

Answer: 

Sorting requirements is a crucial step in the requirements gathering process to ensure that they are 
organized, prioritized, and actionable. The sorting process helps in aligning project objectives with business 
needs, making it easier to define scope, plan, and allocate resources. 

Steps to Sort Requirements 

1. Categorization: 
Group requirements into categories to simplify their management. Common categories include: 

o Functional Requirements: What the system must do (e.g., user login, data processing). 
o Non-Functional Requirements: How the system performs (e.g., speed, scalability, security). 
o User Requirements: Specific needs of the end users. 
o System Requirements: Technical specifications for the system’s operation. 

2. Prioritization: 
Once the requirements are categorized, they need to be prioritized based on their importance and 
urgency. This can be done using techniques like: 

o MoSCoW Method: Classifying requirements into Must-have, Should-have, Could-have, and 
Won't-have. 

o Value vs. Effort Matrix: Assessing each requirement based on its business value versus 
implementation effort. 

o Kano Model: Classifying requirements into basic needs, performance needs, and delight 
features. 

3. Dependency Analysis: 
Identify if certain requirements depend on others. This helps in sequencing them logically during 
implementation. 

o Example: Requirement A must be completed before Requirement B can be implemented. 



4. Feasibility Assessment: 
Sort requirements based on their feasibility, considering factors such as budget, technology, and 
time constraints. 

5. Review with Stakeholders: 
Validate the sorted requirements with stakeholders to ensure alignment with business goals and 
project constraints. 

Where to Use Sorting of Requirements 

Sorting requirements is used throughout the project lifecycle, especially in the following situations: 

1. Project Planning: To define scope and deliverables. 
2. Resource Allocation: To allocate time and resources to the most critical or urgent requirements. 
3. Risk Management: To identify high-risk requirements and address them early in the project. 

Example of Sorting Requirements in a Software Development Project 

Scenario: 

In a software development project for a mobile banking application, a BA collects requirements from 
stakeholders. 

1. Categorization: 
o Functional: "The system should allow users to check their balance." 
o Non-Functional: "The application should load within 2 seconds." 
o User: "Users should be able to reset their password via email." 
o System: "The application must support integration with the bank's backend server." 

2. Prioritization (using MoSCoW method): 
o Must-have: "Users must be able to log in securely." 
o Should-have: "Users should be able to view transaction history." 
o Could-have: "App should have a dark mode theme." 
o Won't-have: "Users will not need to link their accounts to social media platforms." 

3. Dependency Analysis: 
o "User login" (Must-have) depends on "Database integration" (System requirement). 

4. Feasibility Assessment: 
o "Social media account linking" is marked as low priority because it requires more time and 

resources. 

Q10. Priorities the Requirements – –Where we will use? Give one example 

Answer: 

As a Business Analyst (BA), prioritizing requirements is essential to ensure the most critical needs are 
addressed first. This ensures that the project delivers maximum value within the available resources and 
timeframe. Requirements prioritization is often used in both traditional and Agile project management 
methodologies. 

Where We Use Requirement Prioritization: 

1. Project Planning: To ensure that the most important requirements are addressed early and that lower-
priority features are scheduled for later or removed if necessary. 



2. Agile Development: In Agile methodologies (e.g., Scrum), requirements (user stories) are continuously 
prioritized in the Product Backlog to focus on delivering the highest value in each sprint. 

3. Stakeholder Alignment: Helps align stakeholder expectations, especially when there are competing 
demands and limited resources. 

4. Resource Management: Ensures the project focuses resources on the most valuable requirements first, 
minimizing wasted effort. 

Example of Prioritizing Requirements: 

Scenario: A Business Analyst is working on a Customer Relationship Management (CRM) system for a retail 
business. The stakeholders have provided a long list of features, such as: 

· Contact Management 

· Lead Tracking 

· Customer Segmentation 

· Reporting & Analytics 

· Mobile App Access 

· Integration with Marketing Tools 

How to Prioritize: Using the MoSCoW method (Must-have, Should-have, Could-have, Won’t-have), the BA 
categorizes the requirements: 

· Must-have: Contact Management, Lead Tracking (Critical for sales operations) 

· Should-have: Reporting & Analytics, Integration with Marketing Tools (High impact on decision-making) 

· Could-have: Mobile App Access (Beneficial, but not essential for initial rollout) 

· Won’t-have: Customer Segmentation (Will be included in a future release) 

Outcome: 

The team focuses first on implementing the Must-have features to ensure the CRM supports basic business 
functions. The Should-have features will follow once the essential functionalities are in place, ensuring the 
system adds value early and stakeholders are satisfied. 

Q11. Weekly status reporting – How we will drive? 5 Marks 

Answer: 

Weekly status reporting is a key activity for monitoring progress, managing expectations, and ensuring that 
a project stays on track. It provides stakeholders with an update on the project’s progress, issues, and 
upcoming tasks. Here’s how to effectively drive weekly status reporting: 

1. Define the Report’s Structure 



A well-structured weekly status report should include the following key sections: 

 Project Summary: A brief summary of the project’s current status, including a high-level view of 
progress. 

 Accomplishments (Completed Tasks): List the tasks or milestones that have been completed during 
the week. 

 Ongoing Tasks: Highlight tasks in progress, including their current status and any deviations. 
 Upcoming Tasks: Outline the tasks planned for the upcoming week, including deadlines and 

dependencies. 
 Issues and Risks: Document any issues, roadblocks, or risks identified during the week, along with 

proposed mitigation plans. 
 Key Metrics and KPIs: Provide quantitative data such as budget status, time tracking, resource 

allocation, or quality metrics, depending on project needs. 
 Next Steps/Action Items: Outline next steps and actions required to resolve issues or move the 

project forward. 

2. Use Clear and Concise Communication 

The report should be clear, concise, and easy to understand. Avoid jargon and provide sufficient context 
for stakeholders who may not be deeply involved in the project. The goal is to ensure that decision-makers 
can quickly grasp the status of the project without confusion. 

3. Collaborate with Team Members 

Gather updates from all team members to ensure the report reflects the most accurate and up-to-date 
information. This may involve: 

 Checking in with team members directly. 
 Reviewing task management tools or project management software. 
 Highlighting dependencies between teams or departments. 

Collaboration ensures that no key detail is missed and that the report accurately reflects the entire project 
team’s progress. 

4. Monitor Progress Against KPIs and Milestones 

Ensure that the report includes progress toward the defined milestones, goals, and Key Performance 
Indicators (KPIs). Compare actual performance to planned progress to highlight any discrepancies. This can 
help identify areas that require attention and prompt corrective action if necessary. 

5. Send the Report to Relevant Stakeholders 

Once the report is prepared, send it to the relevant stakeholders: 

 Project sponsors. 
 Senior management. 
 Team members. 
 Other interested parties (e.g., clients, customers, etc.). 

Consider using project management tools or email for sharing the status report. Set a consistent schedule 
(e.g., every Friday afternoon) to ensure stakeholders can expect it and know when to act on the 
information. 



6. Follow Up and Review Feedback 

After sending the status report, be prepared to follow up on any questions or feedback from stakeholders. 
This could include: 

 Addressing concerns raised in the report. 
 Clarifying any items that may need further explanation. 
 Adjusting future reports based on feedback to improve clarity or address additional information 

needs. 

Example of Weekly Status Reporting in a Software Development Project 

 Project Summary: 
The development of the mobile app is progressing as planned, with phase 1 nearing completion. 

 Accomplishments: 
o Completed user login functionality. 
o Implemented UI design for the homepage. 

 Ongoing Tasks: 
o API integration for payment gateway (50% complete). 
o Testing of user registration (in progress). 

 Upcoming Tasks: 
o Begin work on the shopping cart feature. 
o Finalize integration with payment gateway. 

 Issues and Risks: 
o Delay in receiving payment gateway API documentation (risk of delay in integration). 

 Key Metrics: 
o 75% of development tasks completed. 
o 10% of the budget spent (on track). 

 Next Steps/Action Items: 
o Resolve payment gateway API delay by reaching out to vendor. 
o Prepare for user acceptance testing (UAT) next week. 

 

 

 

 

 

 

 

 

 

 

 

 

 



Q12. Meeting Minutes Document – prepare one Sample -5 Marks 

Answer: 

Category Detail 
    

Date/Time/Location 
Date:  

Date: December 24, 2024  
Time: 10:00 AM - 11:00 AM  
Location: Virtual (Zoom 

    

Attendees/Absentees 
Attendees:  

John Doe (PM), Emily Davis (Dev Lead),  
Jane Smith (BA) Absentees 
 Sarah Lee (Stakeholder) 

    

Agenda Item  

1. Progress Update on CRM Features  
2. Risk Discussion: Data Delay  
3. Integration Challenges  
4. Upcoming Milestone - Requirement Review 

    

Discussion Points  

Progress Update on CRM Features:  
Lead Tracking & Contact Management requirements completed  
2. Data delay from business team impacting Sales Reporting module. 

    

Decisions Made  

1. CRM features are on track, no delays.  
2. Escalate data request for Sales Reporting.  
3. Integration with Marketing Tools to be addressed with a separate 
meeting 

    

Action Items  

1. Review Lead Tracking requirements with stakeholders.  
2. Send escalation email for data delivery.  
3. Set up integration meeting with Marketing team. 

    
Responsible  1. Jane Smith (BA) 2. John Doe (PM) 3. Emily Davis (Dev Lead) 
    
Due Date  1. Dec 28, 2024 2. Dec 25, 2024 3. Dec 30, 2024 
    
Next Meeting Date:  December 31, 2024 Time: 10:00 AM - 11:00 AM Location: Virtual (Zoom) 

 

Q13. Change Tracker – Document - – prepare one Sample -4 Marks 

Answer: 

A Change Tracker Document is used to track and manage changes in a project. It helps ensure that all 
modifications to scope, requirements, or project deliverables are documented, reviewed, and approved. 
Below is a sample Change Tracker with key details: 

How the Change Tracker Helps: 

· Documentation: Tracks and organizes change requests throughout the project lifecycle. 

· Transparency: Keeps stakeholders informed about what changes are happening and why. 



· Impact Assessment: Provides insight into how changes affect scope, timeline, and resources. 

· Approval Process: Ensures changes are reviewed and approved by the appropriate stakeholders. 

· Accountability: Assigns action items to responsible individuals and tracks progress. 

 

Date 
Version 
Number 

Document Changes Name Title Signature Approved By 

Dec 
20, 

2024 
1.0 

Initial document creation 
and versioning. 

Jane 
Smith 

Business 
Analyst 

[Signature] John Doe (PM) 

Dec 
22, 

2024 
1.1 

Updated with Customer 
Segmentation change 

request. 

Emily 
Davis 

Dev Lead [Signature] 
Sarah Lee 

(Stakeholder) 

Dec 
23, 

2024 
1.2 

Added delay in data from 
business team affecting 

reporting module. 

John 
Doe 

Project 
Manager 

[Signature] Jane Smith (BA) 

Dec 
24, 

2024 
1.3 

Removed Mobile App 
Access from current 

project phase. 

Sarah 
Lee 

Stakeholder [Signature] John Doe (PM) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Q14. Difference between Traditional Development Model and Agile Development Models – 8 Marks 

Answer: 

The Waterfall model is structured and sequential, suitable for projects with fixed requirements and clear 
deliverables, but it lacks flexibility for change. 
 

The Agile model, on the other hand, is iterative and flexible, focused on customer collaboration and 
continuous delivery, making it more adaptable to evolving project needs and feedback. 

Criteria Traditional (Waterfall) Agile 
Process Flow Linear, Sequential Iterative, Incremental 
Flexibility Low, Changes are hard to implement High, Welcomes frequent changes 
Customer 
Involvement Limited to initial and final stages 

Continuous collaboration throughout 
the project 

Risk 
Management Risk is managed late in the process 

Risks are managed early and 
continuously 

Delivery 
Final product delivered after all phases 
are complete Frequent, incremental deliveries 

Testing 
Testing at the end of the development 
cycle Continuous testing in every sprint 

Documentation Extensive upfront documentation 
Minimal documentation, focus on 
working software 

Team Structure Specialized roles Cross-functional, collaborative teams 
Best For Large, well-defined projects Evolving, dynamic projects 

 

Q15. Explain Brainstorming Technique – Where to use? 5 Marks 

Answer: 

Brainstorming is a creative technique used to generate a wide variety of ideas, solutions, or approaches to 
a problem or challenge. It is typically a group activity that encourages participants to think freely and 
express all ideas without judgment or criticism. The goal of brainstorming is to explore as many ideas as 
possible in a short amount of time and then refine or select the best ideas for further development. 

How Brainstorming Works: 

1. Idea Generation: During a brainstorming session, participants are encouraged to contribute ideas 
freely. All ideas are considered valid, and there is no immediate judgment or evaluation of their 
feasibility or practicality. 

2. No Criticism: One of the key rules in brainstorming is that criticism or evaluation of ideas is not 
allowed during the idea generation phase. This fosters an open, creative environment where 
participants feel free to contribute without fear of rejection. 

3. Building on Ideas: Participants can build upon the ideas of others, combining or enhancing them to 
create even more innovative solutions. 

4. Quantity over Quality: The focus is on generating as many ideas as possible. Even impractical or 
unconventional ideas can serve as inspiration for others, making the session more dynamic and 
fruitful. 

5. Post-Session Evaluation: After the brainstorming session, the ideas are reviewed, evaluated, and 
refined to identify the most promising ones. These ideas are then prioritized and taken forward for 
implementation. 



Where to Use Brainstorming: 

Brainstorming is a versatile technique that can be used in various contexts, including but not limited to: 

1. Problem Solving 

 Example: When a team faces a complex challenge, such as a system failure, process bottleneck, or 
client dissatisfaction, brainstorming helps generate creative solutions. For instance, a team may 
brainstorm ways to reduce downtime or enhance customer satisfaction. 

2. Idea Generation for New Products or Features 

 Example: During product development or enhancement phases, brainstorming can help generate 
new features or functionalities. For example, a software team could brainstorm new features to 
add to an app or platform. 

3. Requirement Gathering 

 Example: Brainstorming can be used during the requirement gathering phase of a project. 
Stakeholders and project teams can brainstorm to gather ideas on what the system should do, how 
it should look, and what features are most important. 

4. Strategy and Planning 

 Example: When developing business strategies or marketing campaigns, brainstorming can provide 
a wide range of possible approaches. Teams can brainstorm to identify opportunities, risks, and 
strategies for achieving business goals. 

5. Innovation and Creativity 

 Example: Companies or teams aiming to foster innovation often use brainstorming to spark 
creativity. This could include brainstorming for innovative ways to improve processes, improve 
customer experiences, or create disruptive technologies. 

6. Risk Management 

 Example: Teams can use brainstorming to identify potential risks or pitfalls in a project. For 
example, they could brainstorm the possible risks associated with a new system deployment or 
product launch and prepare mitigation strategies. 

 

 

 

 

 

 

 

 



Q16. What reports Accounts Departments will generate (minimum 5 reports) – 10 Marks 

Answer: 

The Accounts Department will generate a variety of reports to track and manage loan requests, 
disbursements, repayments, and employee loan statuses. Below are 5 key reports that the Accounts 
Department will generate: 

1. Loan Application Status Report 

 Purpose: Track the status of all loan applications. 
 Key Data Points: 

o Employee ID and Name 
o Loan Application Date 
o Loan Amount Requested 
o Status (Pending, Approved, Rejected) 
o Reason for Rejection (if applicable) 

2. Loan Disbursement Report 

 Purpose: Record details of all approved loans and disbursed amounts. 
 Key Data Points: 

o Employee ID and Name 
o Approved Loan Amount 
o Date of Disbursement 
o Loan Tenure 
o Interest Rate 

3. Repayment and Deduction Report 

 Purpose: Monitor salary deductions and repayment progress. 
 Key Data Points: 

o Employee ID and Name 
o Monthly Deduction Amount 
o Total Repayments Made 
o Remaining Loan Balance 
o Missed Payments (if any) 

4. Loan Eligibility and Utilization Report 

 Purpose: Assess the overall loan usage within the organization. 
 Key Data Points: 

o Total Number of Loan Applications 
o Number of Loans Approved vs. Rejected 
o Total Loan Amount Disbursed 
o Average Loan Amount 

5. Financial Impact Report 

 Purpose: Evaluate the financial implications of employee loans on the organization. 
 Key Data Points: 

o Total Loan Amount Disbursed in a Specified Period 
o Total Amount Recovered 



o Outstanding Loan Amounts 
o Interest Income (if applicable) 

Q17. What is the structure of the message/mail communicated from the HR department to the 
employee in case the Loan is rejected ? – 5 Marks 

Answer: 

Dear Vishal, 

We hope this message finds you well. 

This is to inform you that the respective departments have reviewed your loan application dated 
28/12/2024 for an amount of 2000000. Unfortunately, your application has been rejected due to the 
following reason(s): 

Due to multiple DPDs seen in your CIBIL. 

Exceeding allowable loan limit] 

We understand this may come as disappointing news. If you have any further queries or believe additional 
information might support your application, contact us at [HR Email/Contact Number] or visit the HR 
department 

Thank you for your understanding. 

Best regards, 
[HR Representative Name] 
HR Department 
TTS Company 

 

 

 

 

 

 

 

 

 

 

 

 

 



Q18. What is the structure of the message/mail communicated from the HR department to the 
employee in case the Loan is approved? – 5 Marks 

Answer: 

Dear Aditya, 

We are pleased to inform you that your loan application dated 28/12/2024 for an amount of 2000000 has 
been approved. 

Below are the details of your loan approval: 

 Loan Amount: 2000000 
 Loan Tenure: 15 Years 
 Interest Rate (if applicable): 9.5% 
 Monthly Deduction Amount: 15834 
 Repayment Start Date: 01/02/2025 

Please find attached the Loan Terms and Conditions and the Repayment Schedule for your reference. 

To proceed with the disbursement of the loan, kindly review the attached documents and provide your 
digital consent via the [Employee Loan Management System Portal/Reply Email] by 06/01/2025.. 

Should you have any questions or require further clarification, feel free to contact us at [HR Email/Contact 
Number] or visit the HR department. 

We appreciate your trust in TTS Company, and we are here to support you. 

Best regards, 
[HR Representative Name] 
HR Department 
TTS Company 

 

 

 

 

 

 

 

 

 

 

 

 



Q19. Design a sample report on the Loans applications Received by the accounts department – 8 Marks. 

Answer: 

S. 
No. 

Employee 
ID 

Employee 
Name 

Department Application 
Date 

Requested 
Amount 

Status 

Reason for 
Rejection 

(if 
applicable) 

1 1001 John Doe Finance 01-Jan-25 ₹ 50,000 Approved - 

2 1002 Jane Smith HR 02-Jan-25 ₹ 30,000 Rejected Insufficient 
Eligibility 

3 1003 
Rahul 
Sharma Accounts 03-Jan-25 ₹ 70,000 Pending - 

4 1004 Priya Patel Sales 04-Jan-25 ₹ 1,00,000 Approved - 

5 1005 Ankit 
Verma 

Marketing 05-Jan-25 ₹ 25,000 Rejected 
Exceeds 
Allowable 
Limit 

 

Q20. Which reporting Tools we will use for generating reports. – 5 Marks 

Answer: 

To generate reports for the Employees Loan Management System, the following reporting tools can be 
used:  

1. Microsoft Power BI 

 Why Use It: 
o User-friendly interface for creating interactive dashboards and visualizations. 
o Easily integrates with databases like SQL Server or Excel to pull real-time data. 
o Advanced analytics capabilities for insights on loan applications, approvals, and trends. 

2. Tableau 

 Why Use It: 
o Intuitive drag-and-drop interface for report creation. 
o Excellent for generating dynamic and visually appealing dashboards. 
o Supports real-time data visualization and can handle large datasets efficiently. 

4. SQL Server Reporting Services (SSRS) 

 Why Use It: 
o Direct integration with the loan management database for accurate reporting. 
o Ability to schedule and automate report generation. 
o Cost-effective for organizations already using Microsoft technologies. 



5. Excel (Advanced Features with Pivot Tables and Macros) 

 Why Use It: 
o Highly accessible and cost-effective tool for generating basic to moderately complex reports. 
o Allows customization with pivot tables, charts, and macros. 
o Ideal for small-scale reporting or quick ad hoc reports. 

 


