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4 - SETUP

4. SETUP

This chapter includes the processes related to Setting up of a Business Analysis initiative at an organization or
department level: Create Business Analysis Vision, Identify Business Analyst(s) and Stakeholders, Setup
Business Analysis Policies, and Determine Al- enabled Business Analysis Tool.

Setup, as defined in Business Analysis Reference Guide (BARG™), is applicable to the following:

o Business Analysis initiatives in any industry
e Products, services, or any other results to be delivered to Stakeholders
o Business Analysis Initiatives of any size or complexity

Business Analysis can be applied effectively to any initiative in any industry—from small initiatives or teams
with as few as two team members to large, complex initiatives with up to several thousand members in several
teams.

To facilitate the best application of the Business Analysis framework, this chapter identifies inputs, tools, and
outputs for each process as either “mandatory” or “optional.” Inputs, tools, and outputs denoted by asterisks
(*) are mandatory, or considered critical to success, whereas those with no asterisks are optional.

It is recommended that the inexperienced Business Analysts and those individuals being introduced to the
Business Analysis framework and processes focus primarily on the mandatory inputs, tools, and outputs; while
experienced Business Analysts, and other more experienced Business Analysis practitioners, including
Sponsors and relevant Stakeholders strive to attain a more thorough knowledge of the information in this entire
chapter.

This chapter is written from the perspective of either the entire organization or a specific department that wants
to set up a Business Analysis function from scratch. The outputs from this chapter will serve as valid inputs for
all Business Analysis initiatives undertaken by the organization or the respective department.

The processes described in this chapter need to be carried out only once to establish the Business Analysis
function within the organization or department. After this setup, for individual Business Analysis initiatives, only
the concepts in Initiate (Chapter 5), Plan (Chapter 6), and Implement (Chapter 7) need to be followed. The
concepts outlined in Enhance (Chapter 8) can be applied after the completion of specific initiatives or at regular
intervals—for example, every six months or once a year.

The Setup phase begins with the Senior Management identifying the Sponsor(s) responsible for establishing
and providing overall direction for Business Analysis activities within the organization or department. The
Sponsor(s) then create a Business Analysis Vision Statement that offers overarching guidance, inspiration,
and focus for setting up the Business Analysis function.

Based on the Business Analysis Vision, the Sponsor(s) help identify Business Analyst(s) using specific
selection criteria focused on the soft skills and Business Analysis knowledge required for this important role.
Additionally, relevant Stakeholders are identified.

After this, the Business Analyst(s) work with the Sponsor(s) to identify and document various policies that will
guide all Business Analysis activities within the organization or department. These policies define the
standards, procedures, and expectations for Business Analysis practices across the organization or respective
department.
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As the final step in the Setup Phase, an Al-enabled Business Analysis Tool can optionally be identified which
would facilitate all Business Analysis activities within the organization or department.

The goal of the Setup phase is to establish the overall Business Analysis function by defining the Business
Analysis Vision, identifying the core Business Analysis Team and Business Analysis Policies, and optionally
finalizing an Al-enabled Business Analysis tool to support all Business Analysis initiatives within the
organization or a specific department.

It is also important to realize that although all phases and processes are defined uniquely in the Business
Analysis Reference Guide, they are not necessarily performed sequentially or separately. At times, it may be
more appropriate to combine some phases and/or processes, depending on the specific needs of each
initiative.

Figure 4-1 provides an overview of the Initiate phase processes, which are as follows:

4.1 Create Business Analysis Vision—In this process, the Sponsor(s) responsible for establishing and
providing overall direction for Business Analysis activities within the organization or department are identified.
The Sponsor(s) then create a Business Analysis Vision Statement, which provides overarching guidance,
inspiration, and focus for setting up the Business Analysis function.

4.2 |dentify Business Analyst(s) and Stakeholders—In this process, In this process, the Business Analyst(s)
are identified using specific selection criteria focused on the soft skills and Business Analysis knowledge
required for this important role. Additionally, relevant Stakeholders are identified. These Business Analyst(s)
and Stakeholders belong to either the entire organization or a specific department for which the Business
Analysis Setup is being conducted.

4.3 Identify Business Analysis Policies—In this process, In this process, the Business Analyst(s) work with
the Sponsor(s) and relevant Stakeholders to identify and document various policies that will guide all Business
Analysis activities within the organization or a specific department. These Business Analysis Policies define
the standards, procedures, and expectations for Business Analysis practices across the respective
organization or department.

4.4 Determine Al-enabled Business Analysis Tool (optional)—In this optional process, the Business
Analyst(s), Sponsors and relevant Stakeholders help to select an Al-enabled Business Analysis tool for the
entire organization or for a specific department. Al-enabled Business Analysis tools enhance efficiency,
accuracy, and decision-making by automating tasks, analyzing vast datasets, and providing real-time insights.

This is an optional process. In the absence of an Al-enabled Business Analysis tool, the Business Analysis
Team can use manual methods to carry out their activities.
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Figure 4-1 shows all the inputs, tools, and outputs for processes in the Setup phase.

4.1 Create Business Analysis 4.2 dentify Business Analyst(s)
Vision and Stakeholders

INPUTS INPUTS
1. Senior Management* 1. Sponsor(s)*
2. Business Analysis Business Case 2. Business Analysis Vision Statement*
3. Trial Initiative 3. People Requirements
4. Proof of Concept 4. People Availability and Commitment
5. Company Vision 5. Organizational Resource Matrix
6. Company Mission 6. Skills Requirement Matrix
7. Market Study TOOLS
TOOLS 1. Selection Criteria*
1. Initiative Vision Meeting* 2. Expert Advice from HR
2. JAD Sessions 3. Training
3. SWOT Analysis 4. Resource Costing
4. Gap Analysis OUTPUTS
OUTPUTS 1. Identified Business Analyst(s)*
1. Identified Sponsor(s)* 2. Identified Stakeholders*
2. Business Analysis Vision Statement*
3. Business Analysis Charter
4. Business Analysis Budget
- O\ J
4.3 Setup Business Analysis Policies 4.4 Determine Al-enabled
Business Analysis Tool
INPUTS INPUTS
1. Business Analyst(s)* 1. Business Analyst(s)*
2. Business Analysis Approach* 2. Business Analysis Approach*
3. Sponsor(s)* 3. Sponsor(s)*
4. Stakeholders 4. Stakeholders
5. Senior Management 5. Senior Management
6. Existing Business Analysis Templates 6. Business Analysis Policies
TOOLS TOOLS
1. Policy Finalization Meetings* 1. Tool Benefits*
2. Al-generated suggestions 2. Tool Finalization Criteria*
OUTPUTS 3. Tool Finalization Meetings*
1. Roles and Responsibilities Policy* 4. Bxisting IT Tools
2. Change Management Policy* 5. Gap Analysis
3. Requirements Management Policy 6. Costand Benefit Analysis
4. Documentation Management Policy OUTPUTS
5. Risk Management Policy 1. Identified Al-enabled Business Analysis
6. Data Privacy and Security Policy Tool*
7. Quality Assurance Policy 2. Migration and Implementation Plan*
8. Escalation Management Policy
9. Continuous Improvement Policy
10. Ethics and Professional Conduct Policy

\_ VAN J

Figure 4-1: Setup Phase Processes Overview

Note: Asterisks (*) denote a “mandatory” input, tool, or output for the corresponding process.
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4.1 Create Business Analysis

INPUTS
1. Senior Management*

TOOLS
1. Initiative Vision Meeting*

OUTPUTS
1. Identified Sponsor(s)*

Figure 4-2 below shows the mandatory inputs, tools, and outputs for processes in Setup phase.

4.2 Identify Business Analyst(s)
and Stakeholders

INPUTS

1. Sponsor(s)*

TOOLS

1. Selection Criteria*
OUTPUTS

1. Identified Business Analyst(s)*
2. Identified Stakeholders*

N /L J
4.3 Setup Business Analysis 8.4 Determine Al-enabled
Policies Business Analysis Tool
INPUTS INPUTS

1. Business Analyst(s)*

2. Business Analysis Approach*
3. Sponsor(s)*

TOOLS

1. Policy Finalization Meetings*
OUTPUTS

1. Roles and Responsibilities Policy*
2. Change Management Policy*

J

1. Business Analyst(s)*

2. Business Analysis Approach®
3. Sponsor(s)*

TOOLS

1. Tool Benefits*

2. Tool Finalization Criteria*

3. Tool Finalization Meetings*

OUTPUTS
1. Identified Al-enabled Business
Analysis Tool*

2. Migration and Implementation Plan*

- J

Figure 4-2: Setup Overview (Essentials)

Note: Asterisks (*) denote a “mandatory” input, tool, or output for the corresponding process.
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41 Create Business Analysis Vision

In this process, the Sponsor(s) responsible for establishing and providing overall direction for Business Analysis
activities within the organization or department are identified. The Sponsor(s) then create a Business Analysis
Vision Statement, which provides overarching guidance, inspiration, and focus for setting up the Business

Analysis function.

Figure 4-3 shows all the inputs, tools, and outputs for Create Initiative Vision process.

o3

INPUTS TOOLS OUTPUTS
1. Senior Management* 1. Initiative Vision Meeting* 1. ldentified Sponsor(s)*
2. Business Analysis Business 2. JAD Sessions 2. Business Analysis Vision
Case 3. SWOT Analysis Statement*
5. T v b G il it
4. Proof of Concept ' y g
5. Company Vision
6. Company Mission
7. Market Study

Figure 4-3: Create Initiative Vision—Inputs, Tools, and Outputs

Note: Asterisks (*) denote a “mandatory” input, tool, or output for the corresponding process.
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41.1 Inputs

4111  Senior Management*

Senior Management in a company comprises top executives responsible for strategic planning, decision-
making, and overall organizational leadership. This includes roles such as Chief Executive Officer (CEQ), Chief
Financial Officer (CFO), Chief Operating Officer (COO), department heads, and directors. They ensure
business goals align with Company Vision, profitability, and growth.

Senior Management plays a crucial role in setting up a Business Analysis function by providing strategic
direction, financial resources, and organizational support. They define the business objectives, approve the
Business Analysis Business Case, and ensure alignment with company goals.

41.1.2 Business Analysis Business Case

A business case may be a well-structured document or a verbal statement that outlines the rationale for
initiating a Business Analysis initiative. It can be formal and comprehensive or informal and brief. Regardless
of the format, it typically includes key details such as the initiative's background, business purpose, desired
outcomes, a SWOT and Gap Analysis, identified risks, and high-level estimates of time, effort, and cost.

The Business Analysis Business Case should also consider external factors, including legal regulations,
government Requirements, and data privacy concerns.

It may be created by anyone within the company who has experience in Business Analysis or understands
the value of establishing a Business Analysis division. Additionally, external Subject Matter Experts (SMEs)
or management consultants may be engaged to assist in its development.

The Business Analysis setup within the organization begins with the presentation of the business case to
decision-makers, such as Senior Management, along with other relevant Stakeholders (e.g., project
managers, product owners, and customers).

Senior Management evaluates the expected business benefits of establishing a Business Analysis function
and confirms their commitment to providing financial resources for the initiative.

41.1.3 Trial Initiative

If feasible, a small-scale demo or Trial Initiative could be run as an experiment to predict and evaluate viability,
time and cost, risks, and possible effects of the actual Business Analysis initiative. This helps evaluate the
practical environment and guides the actual initiative design prior to the initiation of the initiative on a full scale.

41.1.4 Proof of Concept

A Proof of Concept demonstrates and verifies that the idea behind the current Business Analysis initiative is
potentially viable in the real-world environment. Often in the form of a prototype, it is designed to determine
financial and technical viability, help understand Requirements, and assist in assessment of design decisions
early in the process. However, the Proof of Concept does not need to necessarily represent actual initiative
Deliverables.
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41.1.5 Company Vision

Understanding the Company Vision helps the Business Analysis initiative keep its focus on the organization’s
objectives and the future potential of the company. The Sponsor can take guidance and direction from the
Company Vision to create the Business Analysis Vision Statement.

Figure 4.4 displays a Vision Statement Worksheet featuring five key questions to define an organization’s
direction, goals, and culture, with space for written answers and a visual representation:

VISION STATEMENT WORKSHEET

ORGANIZATION NAME ANSWERS

1. What do we want our
organization to look
like? Culture? Ethos?
Mood?

2. Where are we going?

3. What can we
realistically achieve?

4. What words or phrases
depict the type of
organization and
end-goals we want?

5. Draw or insert a
picture or clip art that
represents a vision for
the organization.

Figure 4-4: Company Vision Statement Template (Source: Smartsheet)

41.1.6 Company Mission

The Company Mission provides a framework for formulating the strategies of the company and guides overall
decision making in the company. Business Analysis Vision must be framed such that its fulfillment helps the
organization fuffill its mission.
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Figure 4.5 illustrates a Mission Statement Worksheet, guiding users through six structured steps—from asking
questions to publishing the final effort—to develop and refine an organization's clear mission statement:

MISSION STATEMENT WORKSHEET

Answer these questions to find details and structure for your mission siotement.
FECLETINES m_

Identify what your
organization goes, what your

1. Ask questions crganization creates, and who
the products and sevices ore
geared towards.

‘write down the Ideas. words,
2. Discuss answers ana phrases that the answers
In step one Inspires.

Start fo winmow the thoughts
E Edi;'::“ — and keywords from your
el ] discussion.
4. Draft mission Sregun drorfnng mission
A il statements.
a Try creating several.
Share drafts with the team for
5. Review thelr Input.
Incorporate feedback, copy
4. Publish your
t it an
final effort edit the statement. and

pubdish to the wornd.

THE FINAL MISSION STATEMENT

Figure 4-5: Company Mission Statement Template (Source: Smartsheet)

41.1.7 Market Study

Market Study refers to the organized research, gathering, collation, and analysis of data related to how
Business Analysis function is set up in other companies in a similar industry and of comparable size. Market
Study often includes extensive data on market trends, market segmentation, and marketing processes.

Market Study could also include an analytical study of competitors which provides better understanding of
competitors’ strengths and weaknesses, how they manage their Business Analysis activities, and can help
decision makers formulate better positioned products.
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41.2 Tools

41.21 Business Analysis Vision Meeting*

A Business Analysis Vision Meeting is a discussion involving Senior Management and other key Stakeholders
responsible for establishing Business Analysis within the company. This meeting helps identify the business
context, Requirements, and Stakeholder expectations to develop an effective Business Analysis Vision
Statement. The Business Analysis Vision Meeting should be conducted with the goal of engaging and
collaborating with business representatives to secure their buy-in for the initiative and maximize its value.

41.2.2 JAD Sessions

A Joint Application Design (JAD) Session is a Requirements-gathering technique. It is a highly structured,
facilitated workshop that accelerates the creation of the Business Analysis Vision by enabling Stakeholders
and other decision-makers to reach a consensus on the scope, objectives, and specifications of the Business
Analysis initiative.

JAD Sessions incorporate methods to enhance user participation, expedite development, and improve
requirement specifications. Key members from Senior Management and other Stakeholders collaborate to
outline and analyze desired business outcomes while visualizing their vision for the Business Analysis
initiative.

41.2.3 SWOT Analysis

SWOT is a structured approach to initiative planning that helps evaluate the Strengths, Weaknesses,
Opportunities, and Threats related to a Business Analysis initiative. This type of analysis helps identify both
the internal and the external factors that could impact the initiative. Strengths and weaknesses are internal
factors, whereas opportunities and threats are external factors. Identification of these factors helps
Stakeholders and decision makers finalize the processes, tools, and techniques to be used to achieve the
initiative objectives. Conducting a SWOT Analysis allows the early identification of priorities, potential changes,
and risks.

41.24 Gap Analysis

Gap Analysis is a technique used to compare the current, actual state with some desired state. In an
organization, it involves determining and documenting the difference between current business capabilities and
the final desired set of capabilities. A Business Analysis initiative is normally initiated to bring an organization
to the desired state, so conducting a Gap Analysis would help decision makers determine the need for a
Business Analysis initiative.

The main steps involved in Gap Analysis are presented in Figure 4-6.
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e N +Existing processes )
+Existing business capabilities
|dentify *Processes to obtain the desired outcome
+Aspirational business capabilities
A +Thegap y

+*The means to fill the gap

Develop *Prioritized capabilities to bridge the gap

Figure 4-6: The Gap Analysis Process

4.1.3 Outputs

41.31 Identified Sponsor(s)*

One of the outputs of this process is the identification of the Sponsor(s) for the Business Analysis Initiative. A
Sponsor plays a crucial role in Business Analysis by providing strategic direction, financial support, and
executive backing for Business Analysis initiatives. Sponsors ensure alignment with business objectives,
secure necessary resources, and remove obstacles that may hinder progress of Business Analysis initiatives.

The Sponsor role is described in more detail in section 3.2.2.

41.3.2 Business Analysis Vision Statement*

The key output of the Business Analysis Vision creation process is a well-structured Business Analysis Vision
Statement. A strong Business Analysis vision defines the business need the initiative aims to address, rather
than specifying how it will be met. The Business Analysis Vision Statement should remain broad and adaptable,
allowing for flexibility. Since the initial understanding of the Business Analysis initiative may be based on
assumptions that evolve over time, the vision must be flexible enough to accommodate these changes.
Ultimately, the vision should focus on the problem rather than the Solution.

41.3.3 Business Analysis Charter

A Business Analysis Charter is an official statement outlining the objectives and desired outcomes of a
Business Analysis initiative. In many organizations, the Business Analysis Charter serves as the formal
authorization document, granting the team written authority to initiate and proceed with the initiative.

41.3.4 Business Analysis Budget

The Business Analysis Budget is a financial document that outlines the costs associated with personnel,
materials, and other expenses in a Business Analysis initiative. The Business Analysis Budget is typically
approved by Senior Management and/or Sponsor(s) to ensure sufficient funding is available. Once approved,
the Sponsor(s), Business Analysts, and other relevant Stakeholders are responsible for managing the budget
regularly and ensuring that the necessary personnel and resources are available for Business Analysis
activities.
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4.2 ldentify Business Analyst(s) and Stakeholders

In this process, the Business Analyst(s) are identified using specific selection criteria focused on the soft skills
and Business Analysis knowledge required for this important role. Additionally, relevant Stakeholders are
identified. These Business Analyst(s) and Stakeholders belong to either the entire organization or a specific
department for which the Business Analysis Setup is being conducted.

A subset of the identified Business Analyst(s) will later form the Business Analysis Teams that work on specific
Business Analysis initiatives within the organization or department.

Figure 4-7 shows all the inputs, tools, and outputs for Identify Business Analyst(s) and Stakeholders process.

Q

o 2

INPUTS TOOLS OUTPUTS
1. Sponsor(s)* 1. Selection Criteria* 1. Identified Business Analyst(s)*
2. Business Analysis Vision 2. Expert Advice from HR 2. ldentified Stakeholders*
Statement* 3. Training
4. Resource Costing

3. People Requirements

4. People Availability and
Commitment

5. Organizational Resource Matrix

6.  Skills Requirement Matrix

Figure 4-7: Identify Business Analyst(s) and Stakeholders—Inputs, Tools, and Outputs

Note: Asterisks (*) denote a “mandatory” input, tool, or output for the corresponding process.
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4.21 Inputs

4211 Sponsor(s)*

Sponsors help identify Business Analysts and Stakeholders who will contribute to the Business Analysis
initiative by defining roles, ensuring engagement, and facilitating collaboration to achieve the project's
objectives efficiently.

Described in section 4.1.3.1.

4.21.2 Business Analysis Vision Statement*

The Business Analysis Vision Statement helps identify Business Analysts and Stakeholders by defining the
initiative's objectives, scope, and expected outcomes. It ensures the right individuals are engaged, aligning
their roles and responsibilities to drive the initiative toward successful implementation.

Described in section 4.1.3.2.

4.21.3 People Requirements

Identifying People Requirements is one of the initial steps in selecting the Business Analyst(s) and the
Stakeholders. It is important to document the roles and responsibilities of all those who would be involved in
completing the tasks in the initiative. This includes all individuals involved in the initiative in any capacity,
regardless of whether their role is core or non-core.

Usually, the Sponsor works with the Human Resource Department or other relevant people in the company to
determine and finalize the People Requirements for a Business Analysis initiative.

4.21.4 People Availability and Commitment

Prior to selecting the Business Analyst(s) and Stakeholders, their availability must be confirmed. Only team
members who will be available and can fully commit to the initiative should be selected. People Availability and
Commitment are commonly depicted in the form of calendars showing when human resources will be available
to work throughout the duration of the initiative.

To be effective, it is important to have people in the Business Analysis Core Team who are available and
committed to the initiative.

4.21.5 Organizational Resource Matrix

The Organizational Resource Matrix is a hierarchical depiction of a combination of a functional organizational
structure and a projectized organizational structure. Matrix organizations bring together team members for a
Business Analysis initiative from different functional departments such as information technology, finance,
marketing, sales, manufacturing, and other departments - and create cross-functional teams.

Team members in a matrix organization fulfill two objectives—functional and project. Team members are
directed by Sponsor(s) with respect to project related activities, while the functional managers perform
managerial activities related to their departments such as performance appraisals and approving leaves.
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4.21.6  Skills Requirement Matrix

The Skills Requirement Matrix, also known as a competency framework, is used to assess skill gaps and
training Requirements for team members. A skills matrix maps the skills, capabilities, and interest level of team
members in using those skills and capabilities on a Business Analysis initiative. Using this matrix, the
organization can assess any skill gaps in team members and identify the employees who will need further
training in a particular area or competency.

4.2.2 Tools

4.2.21 Selection Criteria*

Selecting appropriate Business Analyst(s) and identifying relevant Stakeholders is crucial to the success of any
initiative. In some initiatives, there may have been pre-conditions stipulating certain team members and their
roles.

When there is flexibility in choosing the Business Analyst(s), the following are important Selection Criteria:

1. Problem-solving skills—This is one of the primary criteria to be considered while selecting Business
Analyst(s). The Business Analyst(s) should have the necessary skills and experience to help remove
any impediments for the Business Analysis Team.

2. Availability—The Business Analyst(s) should be available to schedule, oversee, and facilitate various
meetings with Stakeholders as required, and take responsibility to complete all their Business Analysis
activities.

3. Commitment—The Business Analyst(s) should be highly committed to ensure that the Business
Analysis Team is provided with a conducive work environment to ensure successful delivery of
Business Analysis initiatives.

When identifying the Stakeholders, it is important to remember that "Stakeholders" is a collective term that
includes all roles that frequently collaborate and interact with the Business Analyst across business and
technology teams to ensure successful outcomes from Business Analysis initiatives. This includes Project
Managers, Product Owners, Customers, Subject Matter Experts, QA and Testers, UX/UI Designers, Data
Analysis and Business Intelligence Teams, System Architects and IT Teams, Process Owners and Change
Management Teams, Compliance and Legal Teams, Vendors and Solution Implementation Partners. However,
not all Stakeholders are involved in a single Business Analysis initiative. Additionally, different Stakeholders
engage with Business Analysis initiatives at various stages of the Business Analysis life cycle.

4.2.2.2 Expert Advice from HR

Expert Advice from Human Resource managers can be valuable in identifying the Business Analyst(s) and the
Stakeholders. The HR department possesses specialized knowledge about the employees of an organization
and various techniques that might help in identifying the Business Analyst(s) and Stakeholders.

4.2.2.3 Training

Business Analysis Team members may not always possess the necessary knowledge or skills to work in all
aspects of Business Analysis. Additionally, they may lack experience in different Business Analysis
Approaches, such as Predictive, Adaptive, and Hybrid.
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The Sponsor(s) and senior/experienced Business Analysts should evaluate the training needs of potential team
members and facilitate training programs to bridge any knowledge gaps. While Sponsor(s) are typically
responsible for evaluating and selecting Business Analysts, they often consult senior/experienced Business
Analysts, who may have insights into team members' capabilities from previous initiatives.

Appropriate training should be provided to Business Analysis Team members both before the start of a project
and throughout its duration. Additionally, team members should be open to learning from one another and from
more experienced colleagues within the team.

4.2.24 Resource Costing

One of the primary considerations in selecting personnel involves balancing experience with salary trade-offs.
Additionally, other people-related factors impacting costs may also need to be considered.

Ideally, Business Analysts and relevant Stakeholders should be co-located to facilitate frequent and efficient
communication. However, if co-location is not possible and teams are distributed, additional resources must
be allocated to enhance communication, address cultural differences, synchronize work, and foster knowledge
sharing.

It is highly recommended to use an Al-enabled Business Analysis tool to improve productivity and reduce costs
associated with Business Analysis activities.

4.2.3 Outputs

4.2.31 Identified Business Analyst(s)*

A Business Analyst bridges the gap between business needs and desired Solutions by identifying
Requirements, analyzing processes, and ensuring successful implementation. They facilitate Stakeholder
communication, document business Requirements, assess risks, and recommend improvements, playing a
key role in enhancing efficiency, reducing costs, and driving business success.

The Business Analyst(s) role is described in more detail in section 3.2.1.

4.2.3.2 Identified Stakeholders*

"Stakeholders” is a collective term that includes all roles that frequently collaborate and interact with the
Business Analyst across business and technology teams to ensure successful outcomes from Business
Analysis initiatives. However, not all Stakeholders are involved in a single Business Analysis initiative.
Additionally, different Stakeholders engage with Business Analysis initiatives at various stages of the Business
Analysis life cycle.

The Stakeholders role is described in section 3.2.3.
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4.3 Setup Business Analysis Policies

In this process, the Business Analyst(s) work with the Sponsor(s) and relevant Stakeholders to identify and
document various policies that will guide all Business Analysis activities within the organization or a specific
department. These Business Analysis Policies define the standards, procedures, and expectations for
Business Analysis practices across the respective organization or department. They also ensure consistency,
promote ethical conduct, and align Business Analysis activities with strategic goals, Stakeholder needs, and
regulatory Requirements.

Figure 4-8 shows all the inputs, tools, and outputs for Identify Business Analyst(s) and Stakeholders process.

o 8

INPUTS TOOLS OUTPUTS
1. Business Analyst(s)* 1. Policy Finalization Meetings* 1. Roles and Responsibilities
2. Business Analysis Approach* 2. Al-generated suggestions Policy ,
N 2. Change Management Policy*
3. Sponsor(s) h
3. Requirements Management
4. Stakeholders Policy
5. Senior Management 4. Documentation Management
6. Existing Business Analysis Policy
Templates 5. Risk Management Policy
6. Data Privacy and Security
Policy
7. Quality Assurance Policy
8. Escalation Management Policy
9. Continuous Improvement Policy
10. Ethics and Professional

Conduct Policy

Figure 4-8: Setup Business Analysis Policies—Inputs, Tools, and Outputs

Note: Asterisks (*) denote a “mandatory” input, tool, or output for the corresponding process.
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4.3.1 Inputs

4311 Business Analyst(s)*

Business Analysts help define, document, and implement Business Analysis Policies by establishing
standards, best practices, methodologies, and governance frameworks to ensure consistency and
effectiveness.

The Business Analyst role is described in section 3.2.1

4.3.1.2 Business Analysis Approach*

A Predictive approach ensures structured, standardized policies, an Adaptive approach promotes flexibility and
iterative improvements, while a Hybrid approach balances both. The choice depends on organizational needs,
regulatory Requirements, and Stakeholder expectations, ensuring Business Analysis Policies are effective,
scalable, and aligned with business goals and evolving industry standards. The Business Analysis Approach
of any company depends on multiple factors, as described in Section 3.3.4. It is essential to understand the
Business Analysis Approach before finalizing relevant Business Analysis Policies.

4.3.1.3 Sponsor(s)*

Sponsors provide strategic direction, approval, and resources for finalizing Business Analysis Policies,
ensuring alignment with organizational goals, regulatory Requirements, and Stakeholder expectations for
effective implementation.

For more information, refer to section 3.2.2.

4.3.1.4 Stakeholders

Stakeholders provide critical input for finalizing Business Analysis Policies by sharing Requirements,
expectations, risks, and compliance needs, ensuring policies align with business objectives, industry standards,
and operational effectiveness.

For more information, refer to section 3.2.3.

4.3.1.5 Senior Management

Senior Management provides strategic direction, governance, and approval, ensuring Business Analysis
Policies align with organizational goals, compliance, and industry best practices.

For more information, refer to section 4.1.1.1.
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4.3.1.6 Existing Business Analysis Templates

If available, Existing Business Analysis Templates within an organization—specifically those related to
Business Analysis Policies—provide standardized guidelines for conducting Business Analysis activities.
These templates typically cover policy objectives, roles and responsibilities, methodologies documentation
standards, compliance Requirements, and data governance.

Templates may be stored in corporate knowledge bases, intranet portals, or document management systems
like SharePoint or Confluence. Standardized templates help align Business Analysis practices across teams,
improving efficiency and decision-making.

4.3.2 Tools

4.3.21 Policy Finalization Meetings*

The goal of these meetings is to review, refine, and finalize the Business Analysis policy to ensure alignment
with organizational objectives, compliance standards, and best practices.

1. Pre-Meeting Preparation

o Draft Review: Ensure all Stakeholders have access to the latest policy draft.

o Agenda Creation: Outline key discussion points, including scope, responsibilities, and compliance.

e Stakeholder Involvement: Include Business Analysts, Sponsors, Senior Management, and other
Stakeholders as needed (such as project managers, product owners, IT leaders, and compliance
officers). At times, it may be advisable to involve external subject matter experts and management
consultants in such meetings, as they may have significant experience in defining company policies
and procedures.

o Data and Case Studies: Gather relevant reports, case studies, and benchmarks to support decision-
making.

2. Key Discussion Points in Meetings

e Policy Scope and Objectives: Confirm the purpose, goals, and applicability of the Business Analysis
policy.

¢ Roles and Responsibilities: Define the roles of Business Analysts, project teams, and Stakeholders.

o  Process Frameworks: Finalize methodologies (Agile, Waterfall, hybrid) and documentation standards.

o Compliance and Security: Ensure adherence to industry regulations and data security policies.

e Al Integration and Automation: Discuss how Al-enabled tools fit into the policy.
Feedback and Revisions: Address concerns raised by Stakeholders and make necessary
adjustments.

3. Post-Meeting Actions

o Document Final Revisions: Update the policy document based on meeting discussions.

o Approval and Sign-Off: Secure formal approval from leadership and key Stakeholders.

¢ Implementation Plan: Develop a rollout strategy, including training and adoption plans.

e  Communication and Training: Inform employees and provide necessary training sessions.
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4.3.2.2 Al-generated suggestions

Al can enhance Business Analysis policy development by identifying trends, automating documentation, and
ensuring compliance. It analyzes Stakeholder feedback, predicts risks, and recommends process
improvements. Al-enabled tools streamline policy updates, ensure standardization, and optimize decision-
making by leveraging real-time data insights, improving efficiency, accuracy, and adaptability in Business
Analysis.

4.3.3 Outputs

4.3.3.1 Roles and Responsibilities Policy*

This policy defines the roles and responsibilities of Business Analysts, Sponsors and relevant Stakeholders to
ensure effective Business Analysis practices within the organization. Once created, the Roles and
Responsibilities policy applies to all Business Analysis processes and activities.

The Roles and Responsibilities policy is subject to periodic review to ensure relevance and effectiveness. All
people working in Business Analysis activities must comply with defined roles and responsibilities. The Roles
and Responsibilities policy may vary across companies and should be structured to meet the specific needs of
each organization.

An Al-enabled Business Analysis Tool can significantly aid in implementing a Roles and Responsibilities Policy
by automating role assignments, tracking responsibilities, ensuring compliance, and enhancing accountability.

Example: Roles and Responsibilities Policy for a small software company using Adaptive Approach
1. Business Analyst (Business Analyst)

o (Gather, analyze, and document software Requirements from Stakeholders.

e Define business needs and translate them into functional and non-functional Requirements.
o  Work with UI/UX designers to ensure user-friendly application design.

o Create wireframes, process flows, and user stories.

o Facilitate requirement discussions between business and development teams.

o Support testing teams in validating software functionality against business needs.

o Ensure software Solutions align with business objectives and regulatory compliance.

2. Product Owner

o Define product vision and roadmap in alignment with business goals.

e  Prioritize and approve software Requirements based on business value.
o Collaborate with Business Analysts to refine product backlog items.

o Provide clarifications on business needs during development.

3. Software Development Team

¢ Review and implement business Requirements provided by Business Analysts.

e Raise technical feasibility concerns and suggest alternative Solutions.

o Collaborate with Product Owner and Business Analysts to ensure software meets functional
expectations.
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4. Quality Assurance (QA) Team

o Validate software against documented business Requirements.
e Report discrepancies between expected and actual software behavior.

5. Sponsor

e Approve Business Analysis Policies and methodologies.
e Ensure Business Analysis efforts align with company strategy.
o Provide necessary resources for Business Analysis activities.

o  Work with Business Analysts to clarify test cases and acceptance criteria.

4.3.3.2 Change Management Policy*

This policy defines the framework for managing changes in Business Analysis activities, ensuring controlled,

transparent, and efficient handling of changes in Requirements, processes, and scope of the Business Analysis

initiative.

This policy applies to all Business Analysts, Sponsors and relevant Stakeholders involved in Business Analysis

within the organization.
Typically, a Change Management Policy should include the following sections:

e Change Identification

o Change Request Submission

e Change Impact Analysis

e Change Approval and Prioritization
e Change Implementation

¢ Change Validation and Review

The Change Management Policy should also include the roles and responsibilities of individuals involved in

managing changes within the Business Analysis initiative.
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Figure 4.9 displays a Change Management Policy Template with multiple structured pages outlining sections
like change description, cost analysis, implementation plan, evaluation process, and a detailed process
schedule:

Change M Policy T

PROJECT NAME

REQUESTED CHANGE

AUTHOR

DATE

Version 0.0.0

REVISION HISTORY. 23

DATE VERSION DESCRIPTION AUTHOR

Figure 4-9: Change Management Policy Template

An Al-enabled Business Analysis Tool can significantly aid Change Management by automating task
tracking, streamlining approvals, ensuring compliance, enhancing collaboration, minimizing risks, and
improving overall efficiency in managing organizational changes.

Figure 4.10 shows an automation rule setup: when the Task Group Category is "Risk", the system
automatically updates the task's priority to one star (low priority):

& Automation Rule® x

When ,
b " 7 Then
Task Group
Task Group Category is v -\ Update Priority to v
Risk v Wi >

Cance’

Figure 4-10: Change Management Policy in an Al-enabled Business Analysis tool
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Example: Change Management Policy for Business Analysis in a small hospital
1. Change Identification

o Changes may arise from evolving healthcare regulations, technological advancements, hospital
workflow improvements, or patient safety Requirements.

o Business Analysts collaborate with hospital staff, IT teams, and regulatory bodies to identify necessary
changes.

2. Change Request Submission

o Aformal change request must be submitted, including:

o Description of the proposed change.
o Justification based on patient safety, efficiency, or compliance needs.
o Potential impact on clinical and administrative workflows.
o Estimated costs, risks, and resource Requirements.
3 Change Impact Analysis

o Business Analysts assess the impact of the change on:

o Patient care processes and hospital operations.

o Compliance with healthcare regulations (e.g., HIPAA, JCI, NHS standards).
o Electronic Health Records (EHR) and IT systems.

o Staff training and resource allocation.

o The analysis is reviewed with key Stakeholders, including department heads and compliance officers.
4. Change Approval and Prioritization

o Approved changes are prioritized based on urgency, regulatory mandates, and patient safety impact.
e The Hospital Change Control Board (HCCB) or executive leadership team provides final approval
before implementation.

5. Change Implementation

o Business Analysts update hospital policies, standard operating procedures (SOPs), and system
documentation.

e IT and administrative teams implement necessary system or process changes.

e Communication plans ensure hospital staff are informed and trained on new procedures.

6. Change Validation and Review

e Quality assurance teams and department heads validate implemented changes against hospital
standards and patient care objectives.

e A post-implementation review is conducted to assess effectiveness and identify further improvements.
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Roles and Responsibilities for Change Management Policy in a small hospital
Business Analyst (Business Analyst)

o Identify, document, and analyze change requests related to hospital workflows and systems.
e Communicate changes to Stakeholders and ensure proper documentation.
e Assistin impact analysis and risk assessment.

Hospital Administration and Compliance Teams

e Ensure changes align with hospital policies and regulatory Requirements.
e Approve changes that impact patient care or hospital accreditation.

Medical and Nursing Staff

o Provide feedback on how changes impact patient care and hospital workflows.
e Participate in pilot testing and validation of changes.

IT and EHR Teams

o Implement changes related to hospital management software, EHR, and other digital systems.
e Ensure data security and compliance with patient information regulations.

Hospital Change Control Board (HCCB)

e Review and approve major changes affecting hospital operations and compliance.
o Provide oversight on the prioritization and implementation of changes.

4.3.3.3 Requirements Management Policy*

This policy establishes a standardized approach for managing Requirements throughout the Business Analysis
process, ensuring clarity, consistency, and alignment with business objectives.

This policy applies to all Business Analysts and Stakeholders involved in gathering, documenting, validating,
and managing Requirements for Business Analysis initiatives.

A Requirements Management Policy should typically include the following sections:

e Requirement Elicitation

e Requirement Documentation

e Requirement Validation and Approval

e Requirement Prioritization (optional)

e Requirement Traceability and Change Management

e Requirement Communication and Stakeholder Engagement

The Requirements Management Policy should also include the roles and responsibilities of individuals
involved in managing Requirements within the Business Analysis initiative.
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An Al-enabled Business Analysis Tool can significantly aid in Requirements Management by automating
documentation, tracking changes, ensuring traceability, enhancing collaboration, validating Requirements,
minimizing errors, and improving overall efficiency in the software development lifecycle.

Example: Requirements Management Policy for Business Analysis in an IT Company using Predictive
Approach (SDLC - Software Development Life Cycle)

1. Requirement Elicitation

o Gather business and technical Requirements from Stakeholders through interviews,
workshops, and surveys.

e Use techniques such as brainstorming, use case analysis, and user story mapping.

o Identify functional, non-functional, security, and compliance-related Requirements.

2. Requirement Documentation
e Document Requirements in standardized formats such as:

o Business Requirements Document (BRD)
o Functional Requirements Specification (FRS)
o Software Requirements Specification (SRS)

e Ensure clarity, completeness, and traceability using structured templates.
3 Requirement Validation and Approval

o Conduct Stakeholder reviews to verify Requirements align with business goals.
o Validate Requirements through prototyping, feasibility studies, and impact analysis.
o  Obtain formal approval from business owners, product managers, or project Sponsors.

4 Compliance with SDLC Phases

e Planning: Identify high-level Requirements and feasibility.

e Analysis: Gather, document, and refine Requirements.

e Design: Convert Requirements into system architecture.

o Development: Implement the approved Requirements.

e Testing: Validate Requirements through various testing methodologies.

e Deployment and Maintenance: Monitor evolving Requirements post-launch and apply
necessary updates.
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5 Requirement Traceability and Change Management

e Maintain a Requirements Traceability Matrix (RTM) to track Requirements across SDLC
phases.

e Implement a Change Control Process (CCP) to evaluate and approve requirement
modifications.

o Ensure changes are reviewed, documented, and approved before implementation.

3.6 Requirement Communication and Stakeholder Engagement

e Regularly update Stakeholders on requirement status using meetings, reports, and
collaboration tools.
e Ensure continuous alignment between business, development, and testing teams

Table 4-1 shows Roles and Responsibilities for Requirements Management Policy in an IT
Company using Predictive Approach (SDLC)

Role Responsibilities

o Gather, document, and validate Requirements.
o Create and maintain the SRS and RTM.
e Communicate Requirements to Stakeholders.

Business Analyst
(Business Analyst)

e Ensure Requirements align with project scope and objectives.

¢ Manage requirement changes through the Change Control Board
(CCB).

e Ensure project adherence to the defined Requirements.

Project Manager (PM)

o Implement Requirements as per the SRS.
Development Team o Collaborate with Business Analysts to clarify Requirements.
o Document any technical constraints affecting Requirements.

o Validate that software meets Requirements.
o Develop and execute test cases based on the RTM.
e Report discrepancies between Requirements and implementation.

Quality Assurance (QA)
Team

¢ Review and approve/reject requirement changes.
o Assess the impact of changes on cost, timeline, and resources.
e Ensure all approved changes are documented and communicated.

Change Control Board
(CcB)

e  Provide input and feedback on Requirements
¢ Review and approve requirement specifications.
e Participate in UAT to validate the final product.

Stakeholders (Clients,
Users, Sponsors)

Table 4-1: Roles and Responsibilities for Requirements Management Policy
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4.3.3.4

Documentation Management Policy

Although it is not mandatory, several organizations maintain an explicit Documentation Management Policy for
their Business Analysis function. The purpose of this policy is to define standards and guidelines for managing
Business Analysis documentation within any company. Effective documentation management ensures
consistency, traceability, and accessibility of business Requirements, process flows, and other critical project
information.

This policy applies to all Business Analysts and Stakeholders involved in documenting and managing Business
Analysis artifacts.

A Documents Management Policy should typically include the following sections:

Documentation Classification — such as Business Requirements Documents (BRD), Software
Requirements Specifications (SRS), Epics and User Stories etc.
Documentation Standards — such as Unified Modeling Language (UML), Business Process Model and
Notation (BPMN) or any other standard mandated by the company.
Version Control and Documentation Storage
o Updates must be logged with a change history section explaining modifications.
o Documents must be stored in a centralized repository (e.g., SharePoint, Confluence, Jira,
Google Drive).
o Only authorized personnel should have access to edit documents, with proper role-based
permissions.
Review and Approval Process
o All key documents must undergo a formal review process.
o Reviewers may include Business Analysts, Project Managers, Subject Matter Experts
(SMEs), and Stakeholders.
o Adocument is considered approved once signed off by relevant Stakeholders.
Change Management for Documentation
Documentation Retention and Archiving
o Should include the duration for which documentation must be archived.

The Documentation Management Policy should also include the roles and responsibilities of individuals
involved in managing documents within the Business Analysis initiative.
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Figure 4-11 shows the M-Files document management system interface. It includes a navigation panel,
document categories, recently accessed files, items assigned or checked out, and project folders for easy
access and organization:

n ®
M-Files® <>
Sample Vault
= Document Search v =
i oH |
s View Browse Recently Accessed by Me (25) Project Plan/  Project Plan/
= = Feasibility Records.
21, Documents AN 2 Nancy Hartwick ~
T Home (222, Manage Customers > 2 Bill Richards .
EN
0o 3. Manage Projects » EOMCC Corporation .
Project Project Tasks - Marketing Presentations
>
9 Checked Outto Me 4. Manage Employees [ Tennessee Land Surveyors (Nashuille) Agreement - = v
> 5. Advanced Sample Views > G First M ecurities (Customer Service)
B — > FECEH Intems
> [F@RGPP Partn:
> [ Davis & Cobb, At I
> FHESTT Corpe
. . o =
Pr 1 7732 - Meeti
Checked Out to Me (1) vcpc;san Mmmi
> JiPraject Plan / Feasibility Study
C B @A
Central Plains Initial Land RGPP Reece, Murphy
Area Survey / Central Partnership and Partners
11 items E=

Figure 4-11: Document Management Policy Template (Source: M-Files)

An Al-enabled Business Analysis Tool can significantly aid Documentation Management by automating
document creation, tracking revisions, ensuring compliance, enhancing collaboration, maintaining version
control, improving accessibility, and streamlining approval workflows efficiently.

Figure 4-12 shows the "Archive" section of a Kanban project in Vabro. It displays a table of archived tasks with
details like task name, group, category, estimate, status, board, team, assignee, target date, start date, and
end date:

v vabro Home  Customer Support~  Project + Q searen g & @ wnow -
m Kanban Project 1 & Projects > KanbanProject11 > Archive
Joh Doe
® Rote wner v Archive ’
Organize 8y: [ Task v Team: All | showMine - Q search W% = Fiters ~
Task ® Task Group © Category®  Estimate Board” Toam® Assignee" TargetDate  Start Date End Date
Ui Design ™ 5 Board 12 Team J 09172024 o9/11/2024 oort2/2024
Testing T Review 6 Board 24 Team Bharat 09/01/2023 09/01/202; 5] Move To Kanban Board
Support Task Section Plan 1 Test 3 Board 34 Team Brijesh 01/02/2023 01/02/202¢ @ Delete
Settings Task Section Plan 1 Bug 3 Board 45 Team Jai -Q Bhaktaram Sahu | 01/02/2023 o0o1/2024 051212024
Task2 wel Desi 5 Board 55 Team Jai @ srakaomsans ovozi2023 0911172024 031212024
Payment Web Desig 5 Board 65 Team Jai o Jai Grama. 01/02/2023 09/11/2024 09/12/2024
ity Securif ity Desigr 5 Board 65 Team Jai 0 Lincoln Septim 09/11/2024 09/11/2024 09/12/2024
Desig Security Desig 5 Board 67 Team Jai ig Bhakt 091172024 o0o1/2024 091212024
Design 0 Design 5 Board 68 Team Jai @ orsocunane  oomz0a oom12024 oonziz02a
Desig Design s Board 69 Team Jai @ srorsocunane  oomrzoze oorm1/2024 241172026
Desig Desig 5 Board 72 Team Jai § sonsocunane  osmizozs 09/11/2024 24112024
Toskperpage 10+ 1-100f57 Tasks ‘ 1 ore New >

Figure 4-12: Application of Document Management Policy in an Al-enabled Business Analysis tool (Source: Vabro)
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4.3.3.5 Risk Management Policy

Although not mandatory, several organizations maintain an explicit Risk Management Policy for their Business
Analysis function. This policy establishes the framework for identifying, assessing, managing, and mitigating
risks associated with Business Analysis activities. It ensures that risks are proactively managed to support
project success and business objectives.

This policy applies to all Business Analysts, Sponsors and relevant Stakeholders involved in managing risks in
the organization.

A Risk Management Policy should typically include the following sections:

e Risk Identification — through Stakeholder interviews and workshops, SWOT Analysis, Reviewing
historical project data, Conducting impact assessments, Evaluating technology and regulatory
changes efc.

e Risk Assessment - Each risk should be assessed based on:

o Likelihood: Probability of the risk occurring

o Impact: The potential consequences on Business Analysis activities and project success

o Risk Rating: Risks will be classified as Low, Medium, or High based on a predefined risk
matrix

e Risk Mitigation Strategies — For identified risks, the following strategies may be applied:

Avoidance: Modifying the approach to eliminate the risk

Mitigation: Implementing controls to reduce impact or likelihood

Transfer: Shifting the risk to another party (e.g., outsourcing, insurance)

Acceptance: Acknowledging and monitoring unavoidable risks

e Risk Monitoring and Reporting

o Risks will be reviewed in regular project meetings
o Arisk register will be maintained and updated throughout the project lifecycle
o Escalation procedures will be followed for high-impact risks
o Reports on risk status will be communicated to Senior Management
e Review and Continuous Improvement
o This policy will be reviewed in a specific duration (such as annually) to ensure its
effectiveness
o Lessons learned from past projects will be integrated into risk management practices
o Feedback from Stakeholders will be used to refine risk assessment processes

e Compliance and Enforcement — Non-compliance with this policy may result in corrective actions,

including retraining, process adjustments, or escalation to senior leadership.

o O O O

The Risk Management Policy should also include the roles and responsibilities of individuals involved in
managing documents within the Business Analysis initiative.

An Al-enabled Business Analysis tool can significantly aid risk management by identifying potential threats,
analyzing data patterns, predicting risks, enhancing decision-making, automating assessments, and improving
overall mitigation strategies efficiently.

©2025 BALearning™. Business Analysis Reference Guide (BARG™) 89



4 - SETUP

Figure 4-13 shows the "Details" view of the "Vabro Design" project, highlighting the Definition of Ready (DoR),
file attachments, and a comments panel where feedback is filtered by tags like Risks, Defects, and
Clarifications:

& Projects / Vabro Design ® Product Owner v - 8 X
8 vabro Design”  PrR10 88 watch (6)
B Overview 5= Details o Epics @ Team B Comments (®
Definition of Ready (DoR) * ® Comments (16) m
All
1. Member Stories are written in enough detail so that they can be understood by the Scrum Teams and » Brijesh Malik « m
can be used for estimates General

During sprint planning, the develo|

2. Al Member Stories have well-defined Acceptance Criteria raised a concern about the availat Clarification

3. Include any related documentation that could provide more clarity about the Member Story external APl we depend on for use
4. Member Stories should not be a large and each Member Story should have been broken down in such They noted that the third-party ve RIS
a way that it can be taken up and completed in a sprint. intermittent outages in the past m Defacts

potentially block user stories relat
account creation, impacting our at o giments

Attachments the planned features for this sprin
& Attach files 2replies a Changes
o 3 ,
! Q Sham Malik 7 mins ago

Drag and drop files here

File size should not exceed 10MB. We should explore contingency plans, such as

B ! investigating alternative authentication

_ : : _ : : : methods or delaying user stories dependent on
m : E] ’ m : B : : this API if the risk materializes. Let's track the
Sample document Sample document Sample document Sample document vendor's status closely and have a backup plan
xlsx 1.doc 1.xIsx 1.pdf File size exceeds 10 MB ready by the next daily scrum.
Show All Zam|
& Attach links
P . . . . . £ Jain Malik 14 mins ago
https:// https:// https:// https:// https:// ” Add comment here (Clerlii:
www nroductnlan co MWW co WWW £o www nroductnlan co www nroductnlan co

Figure 4-13: Use of Risk Management Policy in an Al-enabled Business Analysis Tool (Source Vabro)

4.3.3.6  Data Privacy and Security Policy

Although not mandatory, several organizations maintain an explicit Data Privacy and Security Policy for their
Business Analysis function. This policy establishes guidelines to ensure the privacy, security, and
confidentiality of data handled during Business Analysis activities. It aims to protect sensitive information,
comply with legal regulations, and mitigate security risks.

This policy applies to all Business Analysts, Sponsors and Stakeholders involved in Business Analysis activities
within the organization.

Some Data Privacy and Security Principles that should be considered in framing this policy are:

o Confidentiality: Sensitive data must be protected from unauthorized access.

o Integrity: Data accuracy and consistency must be maintained.

o Availability: Authorized personnel should have timely access to required data.

o  Compliance: All data handling must comply with relevant laws and regulations.

o Minimal Data Collection: Only necessary data should be collected and processed.

A Data Security and Privacy Policy should typically include the following sections:

o Data Classification — Data involved in Business Analysis can be classified into:
o Public: Non-sensitive data that can be freely shared.
o Internal: Organization-specific data with restricted access.
o Confidential: Sensitive business data requiring strict access controls.
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o Highly Confidential: Personally identifiable information (PIl) and critical business data
requiring encryption and additional safeguards.

o Data Handling and Storage — Data must be securely stored using encryption and access controls,
and only authorized personnel can access confidential information. Data retention policies must be
followed to avoid unnecessary storage.

e Access Control

o Role-based access control (RBAC) may need to be implemented.
o Multi-factor authentication (MFA) must be used for accessing critical data.
o Access logs may need to be maintained and reviewed regularly.
e Data Sharing and Transfer
o Data sharing must follow encryption protocols.
o Third-party data access may require non-disclosure agreements (NDAs) and security
assessments.
o Cloud storage and transfers must comply with industry security standards.
e Compliance and Legal Considerations
o The Data Privacy and Security policy should adhere to data protection laws such as GDPR,
CCPA, and industry standards.
o Data processing agreements (DPAs) must be established with third parties handling
sensitive data.

The Data Privacy and Security Policy should also include the roles and responsibilities of individuals involved
in managing Data Privacy and Security within the Business Analysis initiative.

An Al-enabled Business Analysis tool can significantly aid in data privacy and security by automating
compliance checks, detecting anomalies, encrypting sensitive data, controlling access, preventing breaches,
ensuring regulatory adherence, and enhancing risk management.

4.3.3.7 Quality Assurance Policy

Although it is not mandatory, several organizations maintain an explicit Quality Assurance Policy for their
Business Analysis function. This policy establishes a structured approach to ensuring quality in Business
Analysis activities. It aims to enhance accuracy, consistency, and effectiveness in delivering business Solutions
that meet Stakeholder expectations.

This policy applies to all Business Analysts, Sponsors and Stakeholders involved in Business Analysis activities
within the organization.

Some Quality Assurance Principles that should be considered in framing this policy are:

o Accuracy: Business Analysis deliverables must be precise and error-free.

o Consistency: Standardized processes and documentation must be followed.

e Stakeholder Satisfaction: Solutions must align with business needs and expectations.
o  Compliance: Adherence to industry standards and regulatory Requirements.

o  Continuous Improvement: Regular reviews and updates to optimize processes.

A Quality Assurance Policy should typically include the following sections:

e Quality Standards - Business Analysis activities must comply with:
o Organizational policies and best practices
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o International Business Analysis frameworks
o Regulatory and compliance Requirements
o Internal quality benchmarks
e Quality Assurance Processes
o Requirement Validation: Ensuring Requirements are clear, complete, and feasible.
Stakeholder Reviews: Regular feedback loops with key Stakeholders.
Peer Reviews: Cross-checking analysis deliverables within the team.
Testing and Verification: Ensuring business Solutions meet defined objectives.
Documentation Standards: Maintaining clear, well-structured, and version-controlled
documentation.
e Quality Monitoring and Reporting
o Periodic audits will be conducted to assess quality standards.
o A quality review checklist will be maintained for all Business Analysis deliverables.
o Non-compliance issues will be documented, addressed, and monitored for resolution.
o  Continuous Improvement
o Lessons learned from past projects will be integrated into future analysis.
o Regular training sessions will be conducted to improve Business Analysis competencies.
o Feedback from Stakeholders will be used to refine quality assurance practices.
e  Compliance and Enforcement
o All personnel must adhere to this policy.
o Non-compliance may resultin corrective actions, including retraining or process adjustments.

O O O O

The Quality Assurance Policy should also include the roles and responsibilities of individuals involved in
ensuring quality of all deliverables in the Business Analysis initiative.

An Al-enabled Business Analysis tool can significantly aid in quality assurance by automating validation,
ensuring accuracy, detecting errors, standardizing documentation, streamlining processes, enhancing
compliance, improving efficiency, and facilitating continuous improvement.

4.3.3.8 Escalation Management Policy

Although not mandatory, several organizations maintain an explicit Escalation Management Policy for their
Business Analysis function. This policy establishes a structured approach to handling and resolving issues
encountered during Business Analysis activities. It ensures timely intervention, effective resolution, and minimal
disruption to project timelines and business objectives.

This policy applies to all Business Analysts, Sponsors and Stakeholders involved in Business Analysis activities
within the organization.

Some Escalation Management Principles that should be considered in framing this policy are:

o Timeliness: Issues should be escalated promptly to minimize impact.

o  Clarity: Escalation procedures must be well-defined and transparent.

¢ Accountability: Roles and responsibilities for managing escalations must be clear.

e Documentation: All escalations and resolutions must be recorded for future reference.
e Resolution Focus: The goal of escalation is to achieve a timely and effective resolution.
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An Escalation Management Policy should typically include the following sections:

o Escalation Levels and Triggers
Level 1: Immediate Resolution (Handled within Team)
o Minor issues that can be resolved by the Business Analyst or Business Analysis Team.
o No major impact on project deliverables or timelines.
o Action: Internal discussion and resolution within 24-48 hours.
Level 2: Sponsor Involvement
o lIssues affecting multiple Stakeholders or requiring additional resources.
o Moderate impact on project timelines or quality of deliverables.
o Action: Escalate to the Sponsor with a documented issue summary and suggested Solutions.
Level 3: Senior Management/Steering Committee Escalation
o Critical issues causing significant delays, conflicts, or business risks.
o Disagreements among key Stakeholders requiring executive intervention.
o Action: Submit a formal escalation report with impact analysis, previous resolution attempts,
and proposed Solutions.
Level 4: Executive or External Escalation
o Regulatory, compliance, or legal concerns impacting Business Analysis.
o Persistent unresolved conflicts requiring top-level intervention.
o Action: Escalate to executives or external authorities as necessary.
e Escalation Documentation
o Issue Log: Maintain a record of all escalations, including details, resolution attempts, and
final outcomes.
o Escalation Report: For critical issues, document the background, impact, resolution efforts,
and recommended actions.
e Monitoring and Continuous Improvement
o Periodic reviews of escalated issues to identify trends and process improvements.
o Regular training sessions on effective escalation management for Business Analysts and
project teams.
e Compliance and Enforcement
o All personnel must adhere to this policy.
o Non-compliance may result in corrective actions, including retraining or process
improvements.

The Escalation Management Policy should also include the roles and responsibilities of individuals involved in
managing escalations in the Business Analysis initiative.

An Al-enabled Business Analysis tool can significantly aid in escalation management by automating issue
tracking, identifying risks, prioritizing concerns, streamlining communication, ensuring timely resolutions,
enhancing decision-making, and reducing project disruptions.
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Figure 4-14 displays a Kanban board in Vabro where a user is configuring a new escalation destination board.
The popup sets workspace, workflow, board, and defines severity levels with corresponding SLAs for task
resolution:
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Figure 4-14: Use of Escalation Management Policy in an Al-enabled Business Analysis Tool (Source: Vabro)

4.3.3.9 Continuous Improvement Policy

Although it is not mandatory, several organizations maintain an explicit Continuous Improvement Policy for
their Business Analysis function. This policy aims to enhance the effectiveness and efficiency of Business
Analysis by fostering a culture of continuous improvement. It ensures that methodologies, tools, and skills
evolve to meet organizational goals and Stakeholder expectations.

This policy applies to all Business Analysts, Sponsors and Stakeholders involved in Business Analysis activities
within the organization.

Some Continuous Improvement Principles that should be considered in framing this policy are:

o Continuous Learning — Encourage ongoing professional development and skill enhancement.

o Stakeholder Feedback — Regularly seek and incorporate input from Stakeholders to refine Business
Analysis practices.

e  Process Optimization — Identify inefficiencies and implement best practices for improved outcomes.

e Data-Driven Decisions — Utilize metrics and insights to guide improvements in analysis and
recommendations.

e Innovation and Technology — Leverage emerging tools and methodologies to enhance Business
Analysis processes.

A Continuous Improvement Policy should typically include the following Implementation Strategies:

e Conduct periodic reviews of Business Analysis methodologies and tools.
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e Provide training programs and certifications to improve analyst capabilities.

o Establish a feedback loop with Stakeholders for iterative improvements.

o Implement key performance indicators (KPIs) to measure effectiveness.

e Foster collaboration and knowledge-sharing among Business Analysis Teams.

Figure 4-15 lllustrates a structured template to identify focus areas, challenges, root causes, and improvement
strategies, supporting continuous improvement through analysis, planning, and iterative actions for
organizational or team development:

LONG CONTINUOUS IMPROVEMENT PLAN
AREAS OF FOCUS ROOT CAUSE ANALYSIS

AREA 1

ANALYSIS FOR
CHALLENGE
POINT 1 1

POINT 2

ANALYSIS FOR
CHALLENGE
AREA 2 b

POINT |

ANALYSIS FOR
POINT2 CHALLENGE
3

AREA 3
oy COMMENTS

POINT 2

THEORIES FOR IMPROVEMENT
COMMENTS
IAPROVEMENT
1
CHALLENGES
A IAPROVEMENT
2

CHALLENGE
2

IMPROVEMENT
CHALLENGE 8
3

COMMENTS COMMENTS

Figure 4-15: Continuous improvement plan template aligned with the Continuous Improvement Policy (Source: Smartsheet)

The Continuous Improvement Policy should also include the roles and responsibilities of individuals involved
in managing escalations in the Business Analysis initiative.

An Al-enabled Business Analysis tool enhances continuous improvement by automating insights, identifying
trends, optimizing processes, and enabling data-driven decision-making for greater efficiency and accuracy.

4.3.3.10 Ethics and Professional Conduct Policy

Although not mandatory, several organizations maintain an explicit Ethics and Professional Conduct Policy for
their Business Analysis function. This policy applies to all individuals performing Business Analysis roles within
the organization, including full-time employees, contractors, consultants, and external partners.

The policy includes several important sections, such as:

1. Integrity

e Act honestly and transparently in all professional dealings.
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¢ Avoid conflicts of interest and disclose any potential or actual conflicts.
¢ Do not engage in or condone bribery, fraud, or unethical influence.

2. Accountability

o Take ownership of decisions and recommendations.
o Acknowledge and correct errors in a timely and professional manner.
o Respect confidentiality agreements and protect sensitive information.

3. Objectivity

¢ Provide unbiased analysis and recommendations based on facts and data.
¢ Avoid personal bias or influence when eliciting, analyzing, or presenting information.
o Represent Stakeholder views fairly and accurately.

4. Respect for Stakeholders

o Treat all Stakeholders with dignity and respect.
e  Communicate openly, honestly, and respectfully.
o Be receptive to diverse perspectives and feedback.

5. Competence

e Continuously develop professional skills and stay updated on best practices.
¢  Only undertake tasks for which you are qualified or seek assistance when necessary.
e Promote a culture of learning and improvement within the Business Analyst community.

6. Confidentiality and Data Privacy

e Safeguard all proprietary and sensitive business information.
e  Comply with legal and regulatory Requirements related to data protection and privacy.
e Use information solely for the purpose for which it was intended.

7. Unacceptable Conduct

e Fabricating or misrepresenting data or analysis results.

e Using confidential information for personal gain.

o Disrespectful behavior toward Stakeholders, including discriminatory language or actions.
e Failing to disclose conflicts of interest or breaches of this policy.

8. Compliance and Enforcement

e Violations of this policy may result in disciplinary actions, up to and including termination of
employment or contract, and possible legal action depending on the severity of the misconduct.
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4.4 Determine Al-enabled Business Analysis Tool (optional)

In this optional process, the Business Analyst(s), Sponsors and relevant Stakeholders help to select an Al-
enabled Business Analysis tool for the entire organization or for a specific department. In the absence of an
Al-enabled Business Analysis tool, the Business Analysis Team can use manual methods to carry out their
activities.

Al-enabled Business Analysis tools enhance efficiency, accuracy, and decision-making by automating tasks,
analyzing vast datasets, and providing real-time insights. Companies have reported a 50%—-75% increase in
productivity and a 50%-80% decrease in costs when successfully completing Business Analysis initiatives
using an Al-enabled tool that aligns with their Requirements.

Selecting an Al-enabled Business Analysis tool involves evaluating capabilities such as data analytics,
automation, predictive modeling, and reporting. Key factors include integration with existing systems,
scalability, user-friendliness, and security to enhance continuous improvement and decision-making efficiency.

Figure 4-16 shows all the inputs, tools, and outputs for Form Business Analysis Team process.

.

INPUTS TOOLS OUTPUTS
1. Business Analyst(s)* 1. Tool Benefits* 1. ldentified Al-enabled Business
2. Business Analysis Approach* 2. Tool Finalization Criteria* Analysis Tool*
3. Sponsor(s)* 3. Tool Finalization Meetings* 2 Migrgtion and Implementation
4, Stakeholders 4. Existing IT Tools Plan
5. Senior Management 5. Gap Analysis
6. Business Analysis Policies 6.  Cost and Benefit Analysis

Figure 4-16: Determine Al-enabled Business Analysis Tool—Inputs, Tools, and Outputs

Note: Asterisks (*) denote a “mandatory” input, tool, or output for the corresponding process.
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441 Inputs

4411 Business Analyst(s)*

Business Analysts evaluate business needs, assess Al tool capabilities, ensure alignment with organizational
goals, facilitate integration, and optimize implementation to enhance decision-making, efficiency, and
continuous improvement.

The Business Analyst role is described in section 3.2.1

441.2 Business Analysis Approach*

A predictive approach ensures structured, standardized policies, while an adaptive approach promotes
flexibility and iterative improvements. A hybrid approach balances both. The choice of an Al-enabled Business
Analysis tool will be influenced by the type of Business Analysis Approach used within the organization.

The Business Analysis Approach is described in section 3.4.

4413 Sponsor(s)*

Sponsors play a key role in selecting an Al-enabled Business Analysis tool by providing funding, aligning
strategic goals, ensuring feasibility, and supporting implementation for business success.

For more information, refer to section 3.2.2.

4414 Stakeholders

Stakeholders influence Al-enabled Business Analysis tool selection by defining Requirements, providing
feedback, ensuring alignment with business goals, supporting adoption, and driving continuous improvement
for optimal efficiency and decision-making.

For more information, refer to section 3.2.3.

4.4.1.5 Senior Management

Senior Management determines an Al-enabled Business Analysis tool by defining strategic objectives,
approving budgets, assessing ROI, ensuring alignment with business goals, and driving adoption for enhanced
decision-making and efficiency.

For more information, refer to section 4.1.1.1.

4.4.1.6 Business Analysis Policies

Business Analysis Policies guide the selection of an Al-enabled tool by defining standards, ensuring alignment
with objectives, supporting governance, enhancing efficiency, and driving continuous improvement in decision-
making and process optimization.

For more information, refer to section 4.3.
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4.4.2 Tools

44.21 Tool Benefits*

It is important to evaluate the potential benefits of using an Al-enabled Business Analysis tool. Some possible
benefits include:

1. Easy Setup based on Industry Best Practices

o Al-enabled Business Analysis tools can set up an entire Business Analysis organization, along
with workflows and processes, within minutes—tasks that would otherwise be too laborious and
time-consuming to complete manually. Moreover, the setup can incorporate experiences based
on global industry best practices.

2. Faster Data Processing and Analysis

e Al can process large amounts of structured and unstructured data in seconds.
Identifies trends, patterns, and correlations that might be missed manually.

3. Improved Decision-Making

e  Provides data-driven recommendations to support strategic planning.
o Predictive analytics help forecast market trends, risks, and opportunities.

4. Automation of Repetitive Tasks

¢ Reduces manual effort in data entry, requirement gathering, and report generation.

e Saves time by automating business process mapping and workflow analysis.

o Can learn from and replicate previous Business Analysis initiatives, ensuring continuous
improvement.

5. Enhanced Accuracy and Reduced Human Error

e Al minimizes errors in calculations, data interpretation, and documentation.
o Improves requirement validation and ensures consistency across projects.

6. Real-Time Insights and Reporting

¢ Al-enabled dashboards provide live business intelligence for quick decision-making.
o Generates reports and visualizations tailored to Stakeholder needs.

7. Better Risk Management

o Al detects anomalies, compliance risks, and inefficiencies in business processes.
e Helps in proactive risk mitigation strategies.

8. Improved Collaboration and Communication

o Al-driven chatbots and virtual assistants streamline Stakeholder engagement.
e Enhances documentation with automated summarization and sentiment analysis.
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9. Cost Efficiency and Scalability

¢ Reduces resource costs by automating time-consuming tasks.
e Scales with business growth, handling increasing data complexity efficiently.

4.4.2.2 Tool Finalization Criteria*

It is important for the Business Analysis Team, in collaboration with Sponsors, Stakeholders, and Senior
Management, to determine the criteria for selecting an appropriate Al-enabled Business Analysis tool.

Some criteria for finalizing an Al-enabled Business Analysis tool include:

1. Business Needs Alignment — Ensures the tool meets organizational objectives and analysis
Requirements.

2. Functionality and Features — Supports data analytics, automation, predictive modeling, and reporting
capabilities.

3. Ease of Integration — Seamlessly integrates with existing systems and workflows.

4. User-Friendliness — Offers an intuitive interface for efficient adoption and usability.

5. Scalability — Accommodates future business growth and evolving needs.

6. Data Security and Compliance — Adheres to industry regulations and protects sensitive information.
7. Cost and ROI - Justifies investment with measurable efficiency gains and business value.

8. Customization and Flexibility — Allows tailoring to specific business processes.

9. Support and Maintenance — Provides reliable vendor support, updates, and troubleshooting.

10. Stakeholder Feedback — Aligns with input from key users and decision-makers.

4.4.2.3 Tool Finalization Meetings*

The Business Analysis Team may need to coordinate multiple meetings with Sponsors, Stakeholders,
vendors, tool providers, Senior Management, IT and security teams, subject matter experts, and other
relevant individuals or organizations to evaluate and finalize the selection of an Al-enabled Business Analysis
tool that aligns with organizational goals, Stakeholder needs, and business Requirements.

The agenda for such tool finalization meetings could include:
1. Review Business Needs and Objectives — Discuss key Requirements and expected benefits.
2. Evaluate Shortlisted Tools — Compare features, functionality, and vendor support.

3. Integration and Scalability Assessment — Ensure compatibility with existing systems and future
growth.

4. Cost-Benefit Analysis — Assess RO, licensing fees, and maintenance costs.

5. Security and Compliance Review — Verify adherence to data protection policies and regulations.
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6. Stakeholder Feedback — Gather insights on usability and alignment with workflows.

7. Decision and Next Steps — Finalize tool selection, implementation strategy, and rollout plan.
Desired Outcome from such Tool Finalization Meetings are:

e  Selection of the most suitable Al-enabled Business Analysis tool.

o Defined implementation roadmap and training plan.

o Assigned responsibilities for deployment and monitoring.

44.24 Existing IT Tools

The selection of an Al-enabled Business Analysis tool is significantly influenced by the company's existing IT
tools and infrastructure. Key factors include:

1. Integration Compatibility — The Al tool must seamlessly integrate with current software, databases,
and enterprise systems (e.g., ERP, CRM, Bl tools).

2. Data Accessibility - It should effectively utilize and analyze data stored in existing IT systems.

3. Security and Compliance — Must align with the company’s IT security policies and regulatory
Requirements.

4. Scalability and Performance — Should complement current IT capabilities without causing
performance bottlenecks.

5. User Adoption — Familiarity with existing tools can impact ease of adoption and training Requirements.

6. Cost Efficiency — Avoiding redundant functionalities and leveraging existing licenses can optimize
costs.

7. Customization and Flexibility — Ability to adapt to the current IT ecosystem without significant
reconfiguration.

4425 Gap Analysis

Gap Analysis is an effective technique to identify gaps between current Business Analysis capabilities and the
desired state enabled by an Al-enabled tool, ensuring an informed selection process.

Steps for Gap Analysis

Step 1: Identify Current State
e Assess existing Business Analysis processes, tools, and methodologies.
e Review data management, reporting, and decision-making capabilities.

o Evaluate user experience and efficiency of current tools.
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Step 2: Define Future State
o Establish desired Al-driven capabilities (e.g., automation, predictive analytics, real-time insights).
e |dentify improvements in data processing, visualization, and decision support.
o Consider scalability, security, and integration Requirements.
Step 3: Identify Gaps
o Determine inefficiencies, limitations, or missing features in existing tools.
e Analyze challenges in data accuracy, accessibility, and reporting.
o Assess gaps in automation, machine learning, and Al-driven insights.
Step 4: Prioritize Gaps Based on Business Impact
o Categorize gaps as critical, high, medium, or low priority based on business impact.
o Align identified gaps with business objectives and Stakeholder needs.
Step 5: Define Requirements for Al-enabled Tool Selection
o Specify key functionalities needed to bridge identified gaps.
o Establish evaluation criteria for potential Al-enabled Business Analysis tools.
Step 6: Develop an Action Plan
o Shortlist Al-enabled tools that meet the identified Requirements.
e Plan integration with existing IT infrastructure.

o Establish a timeline for tool selection, testing, and implementation.

4426 Cost and Benefits Analysis

A Cost-Benefit Analysis (CBA) evaluates the financial and non-financial advantages of a decision by comparing
its costs and benefits. It helps businesses and policymakers determine feasibility, efficiency, and profitability.
A well-conducted CBA ensures informed decision-making, optimizing resource allocation and maximizing value
while minimizing risks and unnecessary expenses.

CBA helps assess the financial and strategic value of implementing an Al-enabled Business Analysis tool by
comparing its costs with anticipated benefits.

Cost Analysis: This considers both direct and indirect costs associated with using an Al-enabled Business
Analysis tool.

A. Direct Costs: Some typical direct costs are:

o Software Licensing Fees — One-time purchase, subscription, or pay-per-use model.
e Implementation and Integration Costs — Expenses related to deployment, customization, and
integration with existing IT systems.
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o Training and User Adoption — Costs for upskilling employees and change management efforts.

¢ Maintenance and Support — Ongoing costs for updates, vendor support, and troubleshooting.

o Infrastructure Costs — Potential investment in cloud storage, data processing, and security
enhancements.

B. Indirect Costs: Some typical indirect costs are:

o Downtime and Transition Costs — Productivity loss during implementation and learning phase.
o Data Migration and Cleaning — Costs associated with transferring data from legacy systems.
o Compliance and Security Upgrades — Additional expenses to meet regulatory Requirements.

Benefit Analysis: This considers both quantifiable and qualitative benefits of using an Al-enabled Business
Analysis tool.

A. Quantifiable Benefits

¢ Increased Productivity — Automation reduces manual tasks, improving efficiency by 50%-75%.

e Cost Savings — Reduced operational costs due to fewer manual errors and optimized processes.
e Faster Decision-Making — Real-time insights improve response time and strategic planning.

o Improved Accuracy — Al minimizes human error in data analysis and reporting.

e Scalability — Al-driven tools adapt to growing data needs without additional workforce investment.

B. Qualitative Benefits

e Enhanced Data-Driven Culture — Al empowers informed decision-making across departments.
o Better Stakeholder Collaboration — Improved reporting and insights foster strategic alignment.
e Competitive Advantage — Advanced analytics provide deeper market insights.

e Regulatory Compliance — Al helps track and ensure adherence to data governance standards.

Return on Investment(ROI) Calculation:

After determining the Costs and Benefits, the Return on Investment (ROI) can be calculated using the following
formula:

ROI — Total Benefits — Total Costs « 100
Total Costs

This helps:

¢ Estimate cost savings from automation and efficiency improvements.
e Compare against investment costs over a defined period (e.g., 3-5 years).

Decision Making: Based on the ROI after a Cost-Benefit Analysis, the possible decisions are:

¢ If benefits significantly outweigh costs, proceed with implementation.
o If costs exceed expected value, reconsider tool selection or implementation strategy.
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4.4.3 Outputs

4431 Identified Al-enabled Business Analysis Tool*

An Al-enabled Business Analysis tool is a game-changer for Business Analysis Teams, enabling them to
make data-driven decisions faster and more accurately. It streamlines workflows, enhances strategic
planning, and optimizes business processes. Companies have reported a 50%—-75% increase in productivity
and a 50%-80% decrease in costs when successfully completing Business Analysis initiatives using an Al-
enabled tool that aligns with their Requirements.

How an Al-enabled Business Analysis Tool Supports Business Analysis Teams:

o Automates Data Collection and Processing — Aggregates data from multiple sources for quick
analysis.

o Advanced Analytics and Insights — Identifies patterns, trends, and anomalies to guide decision-
making.

o Predictive Modeling — Forecasts future outcomes and potential risks based on historical data.

e Interactive Dashboards and Reports — Generates real-time visualizations for better presentation and
reporting.

o Al-driven Recommendations — Provides actionable suggestions to optimize business strategies.

e Process Optimization - Identifies inefficiencies and suggests improvements to business operations.

Key Benefits for Business Analysts:

e Saves time by automating data analysis and reporting.

o Improves accuracy with Al-enabled insights.

e Enhances decision-making with predictive analytics.

e Supports strategic planning with deep data-driven insights.

e Boosts collaboration with real-time data sharing and reporting.

By leveraging an Al-enabled Business Analysis tool, Business Analysis Teams can increase efficiency, make
more informed decisions, and drive business growth with confidence.

Selecting the appropriate Al-enabled Business Analysis Tool:

Selecting the right Al-enabled Business Analysis tool depends on an organization's specific needs, such as
data integration capabilities, user interface preferences, scalability, and budget.

Few of the notable tools to consider are as follows (this list is not exhaustive):

Vabro—Vabro is an Al-enabled SaaS platform designed to enhance Business Analysis and project
management through advanced features tailored for teams of all sizes. It offers a comprehensive suite of tools
to manage Business Analysis, streamline workflows, improve collaboration, and boost productivity across
various business functions.

Microsoft Power BI—A comprehensive analytics tool that integrates seamlessly with other Microsoft products,
offering robust data visualization and real-time insights.
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Tableau—Known for its intuitive interface and powerful visualization capabilities, Tableau helps users create
interactive and shareable dashboards.

Qlik Sense—Provides associative data modeling and Al-driven insights, enabling users to explore data
relationships dynamically.

Databricks—A unified data analytics platform that combines data engineering, machine learning, and analytics,
facilitating collaboration across data teams.

Sisense—Offers embedded analytics and Al-driven insights, allowing businesses to integrate analytics
seamlessly into their workflows.

When evaluating these tools, consider factors such as ease of use, integration with existing systems, scalability,
and cost. It's advisable to take advantage of free trials or demo versions to assess which tool aligns best with
your organization's Requirements.

4.4.3.2 Migration and Implementation Plan*

Here’s a structured Migration and Implementation Plan for an Al-enabled Business Analysis Tool:
1. Assessment and Planning

¢ Define Objectives: Identify key goals for implementing the Al-enabled tool (e.g., improving analytics,
automation, decision-making).

e Evaluate Current Systems: Assess existing tools, workflows, and data structures to determine
integration needs.

o |dentify Stakeholders: Involve key team members, including IT, data analysts, and decision-makers.

Risk Assessment: Analyze potential challenges such as data loss, downtime, or user adoption issues.

2. Tool Selection and Readiness

o Compare Al Tools: Evaluate different Al-enabled Business Analysis tools based on features,
scalability, and cost.

o Infrastructure Check: Ensure compatibility with existing databases, cloud platforms, and security
policies.

o Data Preparation: Clean, organize, and standardize data for smooth migration.

e Training and Onboarding: Develop a training plan to familiarize users with the new tool.

3. Migration and Implementation Execution

o Pilot Implementation: Run a small-scale test with a subset of users before full deployment.

¢ Data Migration: Transfer historical and live data securely, ensuring data integrity.

¢ Integration with Existing Systems: Connect the Al tool with CRM, ERP, or other business applications.
o Workflow Adaptation: Modify business processes to align with the new tool’s capabilities.
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4. Testing and Optimization

o System Testing: Validate data accuracy, functionality, and Al-generated insights.
o  User Feedback: Collect feedback from end-users to address concerns and refine usability.
o  Performance Monitoring: Track key performance indicators (KPIs) to assess effectiveness.

5. Full Deployment and Continuous Improvement

¢ Rollout Plan: Implement the tool organization-wide in phases to ensure a smooth transition.

o User Support: Provide ongoing training, documentation, and help desk assistance.

e Optimization and Updates: Continuously refine processes, update Al models, and adapt to business
needs.
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Business Analysis Reference Guide (BARG™)
A Comprehensive Guide to Implementing Business Analysis, with Practical Examples

The Business Analysis Reference Guide (BARG™) presents a structured and practical framework for
the application of Business Analysis across industries, organizations, and project types. Developed to
support both experienced practitioners and individuals new to the discipline, this guide offers a clear,
methodical approach to identifying business needs, analyzing problems and opportunities, and defining
effective solutions.

BARG™ emphasizes the critical role of Business Analysts as facilitators of alignment between
stakeholders and implementation teams, enabling the delivery of value-driven outcomes that support
organizational objectives. Drawing on the collective insights of professionals involved in thousands of
initiatives globally, the guide standardizes Business Analysis practices to enhance consistency,
effectiveness, and return on investment.

Designed with accessibility in mind, the guide follows the Pareto principle—enabling readers to grasp
the majority of essential concepts through a concise portion of the content. Additional material is
available for in-depth reference when addressing complex or specialized challenges.

This publication is supported by BALearning.com, where readers may access free certifications,
webinars, instructional videos, and study resources. Furthermore, BARG™ addresses the evolving
landscape of the profession by incorporating the use of modern tools and artificial intelligence to solve
practical business problems.

The guide also illustrates how Business Analysis can be effectively integrated with established
methodologies and frameworks such as Scrum, Waterfall, Kanban, DevOps, and OKRs, offering a
versatile reference for cross-functional teams and multidisciplinary environments.

Business Analysis Reference Guide (BARG™) stands as a definitive resource for those seeking to
develop a strong foundation in Business Analysis or to refine their existing practice through proven
methodologies and globally accepted best practices.
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