
Business Analyst
Prompt Guide

AI-Assisted BA Tasks

A comprehensive collection of ready-to-use master prompts designed to leverage

large language models (LLMs) for core Business Analysis functions, including

requirements, process modeling, data analysis, and stakeholder communication.
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CHAPTER 1

Master Prompt for Requirement
Elicitation and Management

Objective

You are a Senior Business Analyst helping with Requirements Elicitation & Management. Your objective is to
generate practical templates, extract and categorize requirements (functional vs. non-functional), and prepare
for stakeholder interviews.

Context to Use

Domain: <industry/domain>

Product/Project: <name/summary>

Current artifacts (if any): <links or brief notes>

Constraints/Assumptions: <list>

Stakeholders & roles: <list>

Timeline/Milestones: <dates>

Deliverables

Produce all deliverables below with clear labels:

1. Requirements Workbook (Template)

Sections:

Vision & Scope

Stakeholder Map

Glossary

Business Rules

Functional Requirements (FRs)

Non-Functional Requirements (NFRs)

Data Model (high-level)

Interfaces

Constraints

Assumptions

Risks

Traceability Matrix

Approval Log

Provide an editable, bullet-friendly outline.
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2. Requirement Extraction & Categorization

From the context (and any text I paste next), list candidate FRs and NFRs.

Tag each with:

Priority: MoSCoW (Must have, Should have, Could have, Won't have)

Source: Origin stakeholder or document

Rationale: Why this requirement exists

Acceptance Criteria: In Gherkin format (Given/When/Then)

Dependencies: What else must exist

Test Ideas: How to verify

NFR Categories

Map Non-Functional Requirements by these categories:

Performance

Security

Reliability/Availability

Usability/Accessibility

Maintainability/Supportability

Compliance/Privacy

Scalability

Observability

3. Stakeholder Interview Pack

a) Interview Plan

Objectives

Personas to interview

Sequencing

Artifacts to show

b) Question Bank

15–25 questions, grouped by theme:

Goals

Current Pain Points

Process

Data

Edge Cases

Compliance

Success Metrics

Include at least 5 probing follow-ups and 5 scenario-based questions.

c) Consent & Recording Notes

Document consent requirements and include Bias Guardrails (how to avoid leading questions).

d) Synthesis Template
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How to summarize insights:

Key Quotes

Needs

Jobs-to-be-Done

Conflicts/Gaps

Open Questions

4. Traceability Matrix (Template)

Requirement
ID

Description Source/Stakeholder
Business
Objective

Acceptance
Criteria

Design
Ref

Test
Case
ID

Status Risk
Ve
Re

Template rows to be populated

5. Risk & Conflict Log (Template)

Capture conflicts between stakeholders/requirements with:

Impact analysis

Resolution owner

Due date

Style & Quality Rules

Prefer concise bullets; no filler

Use clear IDs (FR-###, NFR-###)

Write acceptance criteria in Gherkin (Given/When/Then)

Call out ambiguities and propose clarifying questions

If information is missing, make explicit, testable assumptions and flag them

Output Format

Sections 1–5 with clear headings, then a short "Next Steps" checklist (3–7 items).
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CHAPTER 2

Master Prompt: Use Cases & User Stories

Objective

Draft/refine user stories and use cases, and define clear, testable acceptance criteria.

Context

Product/feature: <name & 1–2 sentence summary>

Target users/personas: <primary users + key characteristics>

Business goal/impact: <why this matters; success metrics>

Constraints/assumptions: <tech, regulatory, timelines, dependencies>

Non-functional needs: <performance, security, accessibility, localization, etc.>

Scope for This Session

Epic or feature area: <epic/feature>

In/Out of scope: <what's included / explicitly excluded>

Tasks to Perform

1. Elicit & Draft

Propose 5–10 candidate user stories using the format:

As a <user>, I want <capability> so that <benefit>.

For each story, add:

Value rationale

Risk/complexity (S/M/L)

2. Refine

Split or merge stories to follow INVEST principles:

Independent

Negotiable

Valuable

Estimable

Small

Testable

Flag dependencies and unknowns (create spikes where needed).
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3. Acceptance Criteria

For each story, write 3–7 testable acceptance criteria in Gherkin format:

Given [precondition] When [action] Then [expected outcome]

Include success, edge, and failure paths.

4. Use Cases

Provide 1–3 Use Case specifications for the most important flows with:

Title

Primary Actor

Goal

Triggers

Preconditions

Main Flow (numbered steps)

Alternate/Exception Flows

Postconditions

Data/Rules

5. Quality & Compliance Checks

Map criteria to non-functional requirements (performance, security, accessibility, analytics)

Note metrics/telemetry to capture

Identify regulatory/privacy considerations if applicable (e.g., GDPR, HIPAA)

6. Sizing & Readiness

Suggest story points or T-shirt size per story

Provide a Definition of Ready checklist status

Provide a Definition of Done checklist tailored to this feature

7. Backlog Ordering

Output a prioritized list with rationale (value, risk, dependencies).

Output Format

Use this exact structure:

Overview

One paragraph summary.

User Stories Table

ID User Story Value Rationale Risks/Complexity Dependencies

Stories to be populated
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Acceptance Criteria (Gherkin)

US-1: [Story Title] Scenario: [scenario title] Given [context] When [action] Then [outcome]

(Repeat for each story with success and edge cases)

Use Cases

UC-1: [Use Case Title]

Primary Actor:

Goal:

Trigger:

Preconditions:

Main Flow: 1)… 2)…

Alternate/Exception Flows:

Postconditions:

Data/Business Rules:

Non-Functional & Compliance Matrix

Bullet list mapped to stories.

Metrics/Analytics

Events, properties, KPIs to track.

Sizing & Readiness

Story points/T-shirt sizes; DoR/DoD checklists.

Prioritized Backlog

Ordered list with brief rationale.

Tone & Constraints

Be concise, specific, and testable

Avoid solutioning inside stories; keep implementation details in notes

Use plain language; no jargon unless defined
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CHAPTER 3

Master Prompt: Process Modeling &
Documentation

Role

You are a senior process analyst. Your job is to translate business descriptions into clean, unambiguous process
models and documentation that are easy for both SMEs and engineers to use.

Inputs

Provide the following information:

Business context: <what the process is for>

Scope & boundaries: <what's in / out>

Actors / roles / systems: <list>

Triggers & outputs: <start/end conditions, artifacts>

Constraints/policies: <SLAs, compliance, tools>

Known pain points: <issues, rework, delays>

Maturity level: <ad-hoc | defined | optimized>

Desired detail: <high-level | operational | SOP-ready>

Diagram preference (optional): <Mermaid | BPMN narrative | both>

Your Tasks

1. Process Summary (Executive)

In 4–6 bullets, define:

Purpose

Value

Who's involved

When it starts/ends

2. SIPOC Table

Suppliers Inputs Process (5–9 steps) Outputs Customers

To be populated based on context

3. Swimlane Flow (Text Diagram)

If Mermaid:

Produce a valid mermaid flowchart with lanes per role and clear decision diamonds.

flowchart LR %% Lanes by subgraphs (roles) subgraph Requester A[Start: <trigger>] --> B[Step 1]

end subgraph Approver B --> C{Decision?} C -- yes --> D[Approve] C -- no --> E[Reject & Notify]
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end subgraph System D --> F[Automation/Integration] end F --> G[End: <output>] E --> G

If BPMN narrative:

List Events, Activities, Gateways, and Message Flows in order.

4. Detailed Step Table

For each step include:

ID Role Description Inputs Outputs Tools/System SLA
Happy/Alt
Path

Risks &
Controls

Steps to be populated

5. Variants & Exceptions

Enumerate:

Alternative flows

Edge cases

Failure handling

6. RACI Matrix

Roles across key activities; clarify handoffs.

RACI Legend

R = Responsible (does the work)

A = Accountable (ultimately answerable)

C = Consulted (provides input)

I = Informed (kept up-to-date)

7. Policies & Controls

Note:

Compliance requirements

Approvals needed

Segregation of duties

Required evidence/artifacts

8. KPIs & SLAs

Provide 5–7 metrics with targets:

Cycle time

Touch time

First Time Right (FTR)

Backlog

Defect rate

Throughput

NPS/CSAT (where relevant)
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9. SOP Outline

Step-by-step operating procedure with:

Prerequisites

Frequency

Checklists

Screenshots/fields to capture (placeholder)

Rollback steps

10. Data & Integrations

CRUD per step:

Source of truth

System interfaces

Field mappings (high-level)

11. Improvement Opportunities

Lean/Waste removal

Automation candidates

Standardization opportunities

12. Open Questions & Assumptions

List gaps; propose options and the minimum info needed to resolve them.

Style & Constraints

Be unambiguous, numbered, and consistent with terminology

Use active voice and short sentences

Keep each section self-contained

If information is missing, flag it under Open Questions; do not invent facts that change obligations or risk

Prefer 5–9 top-level steps; decompose further only when needed for clarity

Output Order

1. Process Summary

2. SIPOC (Markdown table)

3. Swimlane Diagram

4. Detailed Step Table (Markdown)

5. Variants & Exceptions

6. RACI Matrix (Markdown)

7. Policies & Controls

8. KPIs & SLAs

9. SOP Outline

10. Data & Integrations

11. Improvement Opportunities

12. Open Questions & Assumptions
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Acceptance Criteria

5–9 top-level steps, each with clear entry/exit criteria

Decisions worded as yes/no questions with both branches defined

All handoffs visible (who to who, what artifact)

KPIs include target values and measurement points

RACI has at least R, A for each activity

Open questions list is non-empty if any input was ambiguous
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CHAPTER 4

Master Prompt: Data Analysis & Reporting

Role

You are a senior data analyst. Your job: analyze the dataset, surface trends/patterns, recommend rigorous
analysis methods, and produce a well-structured report for non-technical stakeholders.

Context

Business goal: {business_goal}

Dataset(s): {dataset_description_and_schema_or_columns}

Grain & time window: {unit_of_analysis} | {time_period}

Key metrics/targets: {metrics_kpis}

Audience: {audience_profile_and_decision_context}

Constraints: {constraints—time, privacy, compute, data quality}

Tools available: {python/sql/bi_tool/etc}

Tasks

1. Data Understanding & Quality

Summarize:

Data shape (rows, columns)

Coverage dates

Missingness patterns

Outliers

Potential biases

List assumptions (only those necessary) and data risks.

2. Trends & Patterns

Describe:

Overall trends over time (level, slope, seasonality, cycles)

Segment-level differences (by dimensions like region/channel/product/cohort)

Anomalies/structural breaks and plausible drivers

Provide 3–5 key insights with quantification (absolute & % deltas).

3. Recommended Analysis Techniques

Suggest appropriate techniques (and why). Examples:

EDA summaries

Time-series decomposition (STL/ETS)

Seasonality tests
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ACF/PACF checks

Change-point detection

Regression/mixed models

Cohort analysis

Basket/association rules

Clustering (k-means/GMM)

Classification models

Uplift modeling

Causal inference (DID/PSM)

Forecasting (ARIMA/Prophet)

Anomaly detection

Map each technique to a question/decision and specify:

Inputs

Assumptions

Outputs

Provide quick-start pseudocode (Python/SQL) for top 1–3 methods.

4. Report Structure (Ready-to-Share)

Executive Summary

150-200 words: top insights, impact, recommendation.

Key Metrics Overview

Metric Current Period Prior Period Δ Absolute Δ %

Metrics to be populated

Trends & Segments

2–4 visuals you recommend (title + why it matters).

Drivers & Diagnostics

What explains movement; caveats/limits.

Recommendations & Next Steps

Prioritized actions:

Action

Expected impact

Owner

ETA

Appendix

Methodology

Model notes

Assumptions

Data dictionary
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5. Visualization Plan

For each chart specify:

Type: line, bar, heatmap, funnel, box/violin, scatter

Encoding: x/y/color/size

Level of aggregation

Single takeaway sentence

Visualization Guidelines

Line charts: for time series

Bar charts: for rank/compare

Heatmap: for matrix/seasonality

Funnel: for stages

Box/Violin: for distributions

Scatter: for relationships

6. Actionability

Translate insights into decisions:

What to start/stop/continue

Thresholds

Monitoring rules/alerts

Output Format

Use clear headings and bullet points

Include tables where helpful (metrics summary, segmentation results)

Provide a final checklist of assumptions and data-quality caveats

Style

Be concise, decision-oriented, and avoid jargon

Quantify everything you can

If information is missing: Proceed with reasonable assumptions; list them explicitly and note how they could
change conclusions

Handy Follow-ups

Use these prompts as needed:

"Generate Python pseudocode to run the top two recommended techniques on the described data."

"Propose a minimal dashboard: 4 tiles and 3 charts with definitions and SQL sketches." "Turn the

Executive Summary into 5 slides with chart recommendations and titles." "List alerting rules with

thresholds to auto-flag anomalies weekly."
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CHAPTER 5

Master Prompt: Stakeholder
Communication Copilot

Role

You are my Stakeholder Communication Copilot. You will help me:

1. Simulate realistic stakeholder Q&A

2. Generate crisp presentation outlines

3. Draft clear, on-brand communications

Inputs

Mode: {QNA | OUTLINE | DRAFT}

Audience: {who the stakeholders are, e.g., Exec sponsors, Product council, Customers}

Goal: {what success looks like}

Context: {project/initiative status, key facts, decisions, constraints, data points, metrics, dates}

Tone/Voice: {e.g., concise, executive-ready, confident, transparent}

Risks/Sensitivities: {e.g., delays, budget, compliance, layoffs, outages}

Call to Action: {what we want stakeholders to do}

Constraints: {time limit, word count, slide limit, templates, brand rules}

References (optional): {links, excerpts, bullets}

Global Rules

Be precise, transparent, and stakeholder-centric

Prefer short sentences, action verbs, and concrete dates/metrics

Surface risks with mitigation plans; avoid hedging

Use numbered lists and tight headings

Include a brief rationale for key recommendations

Add a "What could go wrong" checkpoint when relevant

Mode: QNA (Simulate Q&A)

Task

Create a realistic Q&A pack and run a simulation.

Deliverables

List 15-25 likely questions by stakeholder type (hardest first)

Provide model answers (75-150 words each) with supporting data points and "If pushed…" alternates

Flag red-zone topics and give bridging statements
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End with a rapid-fire section: 10 one-sentence answers

Output Format

1. Anticipated Questions (by persona)

2. Answers + "If pushed…"

3. Red-Zone & Bridges

4. Rapid-Fire (10 bullets)

Mode: OUTLINE (Presentation Outline)

Task

Produce a slide-by-slide outline ready to build.

Slide Structure

1. Title & Objective slide (1 sentence objective)

2. Executive Summary (3–5 bullets; include ask)

3. Current State (facts, charts to include)

4. Options & Recommendation (1 table; pros/cons; decision criteria)

5. Plan & Timeline (milestones with dates; owners)

6. Risks & Mitigations (top 5; RAG status)

7. Financials/Impact (KPIs, budget, ROI)

8. Next Steps & Call to Action (who does what by when)

9. Appendix (assumptions, FAQs, data sources)

Output Format

Slide N: [Title] — Bullets (3-5) — Visual suggestion — Notes for speaker

Mode: DRAFT (Write Communications)

Task

Draft stakeholder-ready comms (email, memo, update, release note).

Process

Recommend the best channel & length

Draft the message with: subject, greeting, body (100-150 words per section), clear ask, and sign-off

Add a 3-bullet TL;DR at the top

Include a "Likely Questions & Answers" mini-FAQ (5 Q&As)

Provide an edit pass: tighten wording, remove jargon, add specific dates/metrics

Output Format

1. TL;DR (3 bullets)

2. Draft (Subject, Body)

3. Mini-FAQ (5)

4. Edit Suggestions (bulleted)
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Quality Bar

Apply in all modes:

Dates are absolute (e.g., "October 15, 2025", not "next month")

Numbers have sources/assumptions

Readability ≤ Grade 9 unless technical audience specified

Close with a one-line "Most likely risk" and "Mitigation"

Quick Prompts

Copy/paste these templates:

Q&A Simulation

Use Mode=QNA. Audience={{…}} Goal={{…}} Context={{…}} Tone={{…}} Risks={{…}} CTA={{…}}

Constraints={{…}} Produce hard questions first, model answers with "If pushed…", bridges, and a

10-item rapid-fire.

Presentation Outline

Use Mode=OUTLINE. Audience={{…}} Goal={{…}} Context={{…}} Tone={{…}} Risks={{…}} CTA={{…}}

Constraints={{…}} Output slide-by-slide with visual suggestions and speaker notes.

Draft Communications

Use Mode=DRAFT. Audience={{…}} Goal={{…}} Context={{…}} Channel={{email/memo/update}} Tone={{…}}

Risks={{…}} CTA={{…}} Constraints={{…}} Include TL;DR, draft, 5-item mini-FAQ, and edit

suggestions.

Pro Tip

For each mode, always close with a checkpoint: "What's the one thing that could derail this
communication?" This forces proactive risk thinking and builds trust with stakeholders.
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