Document 1: Definition of Done

The Definition of Done (DoD) ensures that a user story or task is completed according to project standards and quality requirements. The following checklist must be fulfilled before considering any feature or functionality as "Done":

Requirements & Scope
·  All BRD & FRD requirements for the current sprint/release are implemented.
·  All user stories have clearly defined acceptance criteria and are met.
·  Out-of-scope items are documented and signed off by stakeholders.

2. Development Completion
·  Code is committed to the repository and merged into the correct branch.
·  All UI components are responsive and follow design guidelines.
·  Backend services for document upload, tracking, and user login are integrated.
·  APIs for KYC document handling and loan file tracking are implemented.
·  All required data validations (file formats, size limits, mandatory fields) are in place.

3. Testing & Quality Assurance
·  Unit testing completed with agreed coverage (e.g., 80%+).
·  Integration testing confirms all modules work together.
·  System testing validates functional and non-functional requirements.
·  UAT (User Acceptance Testing) passed and signed off by business users.
·  No critical or high-priority defects remain unresolved.
·  All security and compliance tests (data encryption, access control) passed.

4. Documentation
·  Updated technical documentation (API specs, architecture diagrams).
·  Updated user manuals / training materials for DSAs, connectors, and customers.
·  Release notes prepared and shared with stakeholders.
·  Change logs maintained for all modifications.

5. Compliance & Security
· KYC data handling follows RBI compliance & data privacy regulations.
·  SSL/TLS encryption active for all document uploads/downloads.
·  Role-based access control tested for customers, DSAs, and internal staff.

6. Deployment Readiness
·  Deployment scripts and configurations tested in staging environment.
·  Rollback plan documented in case of production issues.
·  Monitoring & logging setup for document upload failures, login issues, etc.

7. Stakeholder Sign-off
·  Product Owner approves functionality.
·  Compliance team signs off data handling.
·  BA confirms business value is met.
·  Final release approval obtained from Project Manager.

Document 2- Product Vision

	Scrum Project Name:
	Loan Processing Platform (LPP)

	Venue:
	[To be decided]

	Date:
	Start time:
	End Time:
	Duration:

	Client:
	Mr. ABC

	Stakeholder List:
	· Business Owner (Client)
· Customers (End Users)
· Telephone Agents
· Scrum Team (Product Owner, Scrum Master, Developers, QA Testers)
· Database Administrators
· UI/UX Designers
· Network & Security Team
· Customer Support Team

	Scrum Team

	Scrum Master:
	Mr. XYZ

	Product owner:
	Mr. PQR

	Scrum Developer 1:
	Mr. LMN 

	Scrum Developer 2:
	Mr. POL

	Scrum Developer 3:
	Mr. KST

	Scrum Developer 4:
	Mr. MSP

	Scrum Developer 5:
	Mr. MNO




	Vision: 
To develop a secure, self-service platform enabling customers, DSAs, and connectors to apply for loans, upload documents, and track progress in real time, ensuring faster processing, greater transparency, and improved customer experience.


	Target Group

· Customers 
looking for home loan services can easily complete the login journey themselves with real time tracking.
· Daily Selling Agents (DSA’s) 
looking for home loan services for a customer can easily complete the login journey themselves with real time tracking.
system. 
· Connectors 
looking for home loan services can easily complete the login journey themselves with real time tracking.

	Needs

· Customers/DSA’s/Connectors can upload documents and track loan status anytime, anywhere.
· Faster loan processing due to real-time data sharing.
· Reduced operational bottlenecks and manual workload for staff.

	Product

· A secure, web-based and mobile-compatible loan processing platform for self-service loan initiation, document upload, and status tracking

	Value

· Reduce loan processing turnaround time by at least 30%.
· Increase  self-service adoption rate among customers and DSAs.
· Lower operational costs by minimizing manual interventions.
· Improve loan application conversion rates.





Document 3: User stories

	User story No: 1
	Tasks: 2
	Priority: High

	Value statement: 
As a customer,
 I want to create a new account so that I can access the loan application platform.

	BV: 500
	CP: 8

	Acceptance criteria:
1. User can register using email/mobile number.
2. OTP verification is required.
3. Confirmation message is displayed after successful registration.




	User story No: 2
	Tasks: 2
	Priority: High

	Value statement:	
As a customer, 
I want to log in securely so that I can access my account.

	BV: 200
	CP: 5

	Acceptance criteria: 
1. Login with email/mobile + password.
2. Two-factor authentication option.
3. Error message for invalid credentials.




	User story No: 3
	Tasks: 3
	Priority: High

	Value statement:	
As a customer, 
I want to reset my password if I forget it so that I can regain account access.


	BV: 500
	CP: 13

	Acceptance criteria:
1. Option to request OTP on registered email/mobile.
2. Password reset must meet security policy.




	User story No: 4
	Tasks: 2
	Priority: High

	Value statement:	
As a customer, 
I want to view all available loan products so that I can choose the right option

	BV:  200
	CP: 8

	Acceptance criteria:
1. Display product name, description, eligibility, and interest rate.



	User story No: 5
	Tasks: 3 
	Priority: High

	Value statement:	
As a customer, 
I want to initiate a loan application so that I can apply for a loan digitally.

	BV: 500
	CP: 13

	Acceptance criteria:
1. Application form includes personal, employment, and loan details.
2. Mandatory field validation.




	User story No: 6
	Tasks: 2
	Priority: Medium

	Value statement:	
As a customer, 
I want to upload my KYC documents so that my application can be processed.

	BV: 500
	CP: 8

	Acceptance criteria:
1. Accepted formats: PDF, JPG, PNG.
2. File size limit displayed.
3. Confirmation after upload.




	User story No: 7
	Tasks: 2
	Priority: Medium

	Value statement:	
As a customer, 
I want to upload income proofs and bank statements so that my loan eligibility can be assessed.

	BV: 200
	CP: 8

	Acceptance criteria: 
1. Same validation as KYC upload.
2. Multiple document upload allowed.




	User story No: 8
	Tasks: 2
	Priority: High

	Value statement:	
As a customer, 
I want to track the status of my loan so that I know my application progress.

	BV: 500
	CP: 5

	Acceptance criteria:
1. Real-time status updates (e.g., Under Review, Approved, Rejected).
2. Last updated date displayed.




	User story No: 9
	Tasks: 3
	Priority: High

	Value statement:	
As a customer, 
I want to receive alerts when my loan status changes so that I am informed.

	BV: 500
	CP: 20

	Acceptance criteria: 
1. SMS/Email notification for status updates



	User story No:10
	Tasks: 2
	Priority: Low

	Value statement:	
As a DSA/Connector, 
I want to log in so that I can manage my customer applications.

	BV: 100
	CP: 3

	Acceptance criteria:
1. Login available via registered email/mobile + password.
2. Two-factor authentication option available.
3. Successful login redirects to DSA/Connectors dashboard.
4. Invalid credentials display an error message.




	User story No: 11
	Tasks: 3
	Priority: High

	Value statement: 
As a DSA/Connector, 
I want to initiate a loan on behalf of my customer so that I can assist them in applying.	


	BV: 500
	CP: 10

	Acceptance criteria:  
1. DSA can enter customer details (personal, employment, loan details).
2. Mandatory fields must be validated before submission.
3. Application is linked to the DSA’s/Connector’s profile.
4. Confirmation message displayed after submission.





	User story No: 12
	Tasks: 2
	Priority:  High

	Value statement:
As a DSA/Connector, 
I want to upload documents for my customers so that the process is completed faster. 

	BV: 500
	CP: 6

	Acceptance criteria:
1. Ability to select customer from application list.
2. Allowed formats: PDF, JPG, PNG.
3. File size limit displayed before upload.
4. Confirmation shown after successful upload.
5. Upload is recorded in the audit trail with DSA ID/Connector ID.





	User story No: 13
	Tasks: 3
	Priority: High

	Value statement: 
As a DSA/Connecter, 
I want to see the status of my customers’ applications so that I can update them.	


	BV: 500
	CP: 9 

	Acceptance criteria:
1. Dashboard displays all applications linked to the DSA/Connector.
2. Each application shows current status and last updated date.
3. Search and filter options available (e.g., by customer name, application ID).
4. Status updates are shown in real time.





	User story No: 14
	Tasks: 3
	Priority: High

	Value statement: 
As internal staff, 
I want to log in securely so that I can manage the platform.

	BV: 500
	CP: 8

	Acceptance criteria:   
1. Login available via official email/mobile + password.
2. Two-factor authentication enabled for security.
3. Successful login redirects to staff dashboard.
4. Invalid credentials display an error message





	User story No: 15
	Tasks: 3
	Priority: High

	Value statement: 
As internal staff, 
I want to view all active applications so that I can monitor the pipeline. 

	BV: 500
	CP: 12

	Acceptance criteria: 
1. Dashboard lists all loan applications with status, applicant name, and date submitted.
2. Ability to filter and search by application ID, customer name, or status.
3. Applications sorted by most recent by default.




	User story No: 16
	Tasks: 4
	Priority: High

	Value statement: 
As internal staff, 
I want to validate customer documents so that we ensure compliance.	


	BV: 500
	CP: 15

	Acceptance criteria: 
1. Staff can open and view all uploaded documents.
2. Option to approve or reject documents with a reason.
3. Rejected documents trigger an automated notification to the customer/DSA.





	User story No: 17
	Tasks: 3
	Priority: Medium

	Value statement: 
As internal staff, 
I want to update the application status so that customers and DSAs can be informed.


	BV: 500
	CP: 10

	Acceptance criteria:
1. Staff can change status (e.g., Under Review → Approved → Disbursed).
2. Changing status triggers automatic SMS/email alerts to relevant parties.
3. Status change history stored in the system






	User story No: 18
	Tasks: 3 
	Priority: Medium 

	Value statement:	
As internal staff, 
I want to assign and change user roles so that access is controlled..

	BV: 500
	CP: 10

	Acceptance criteria:
1. Staff can view all registered users and their current roles.
2. Ability to upgrade/downgrade permissions (Customer, DSA, Internal Staff).
3. Changes require confirmation before saving




Document 4: Agile PO Experience
Agile Product Owner (PO) Experience
1. Role and Responsibilities of a Product Owner
The Product Owner (PO) in Agile plays a crucial role in ensuring the development team delivers maximum value. Key responsibilities include:
· Defining and managing the product backlog.
· Prioritizing user stories based on Business Value (BV) and Complexity Points (CP).
· Collaborating with stakeholders, developers, and Scrum teams.
· Ensuring user stories are well-defined with clear acceptance criteria.
· Participating in sprint planning, reviews, and retrospectives.
· Making decisions on product increments and releases.
· Aligning product development with business goals and customer needs.
2. Product Backlog Management
The PO maintains a structured backlog by:
· Creating user stories with clear goals and value.
· Assigning Business Value (BV) using Scrum currency denominations ( ₹500, ₹100, ₹50, ₹20, ₹10).
· Assigning Complexity Points (CP) using Planning Poker (1, 2, 3, 5, 8, 13, 20, 40, 100, BIG).
· Conducting backlog refinement sessions with stakeholders and developers.
· Removing outdated or irrelevant backlog items.
3. Sprint Planning and Execution
During sprint planning:
· The PO collaborates with the Scrum team to select user stories based on priority and capacity.
· Provides clarifications on user stories to developers.
· Ensures that each story meets the "Definition of Ready" before execution.
· Assists developers in breaking down complex stories into smaller tasks.
4. User Story Definition and Acceptance Criteria
Each user story follows the format:
As a [user], I want to [goal], so that [benefit].
· User stories are assigned BV and CP values.
· Acceptance criteria are clearly defined to guide development and testing.
5. Stakeholder Collaboration
· Conducts regular meetings with stakeholders to gather requirements and feedback.
· Aligns product vision with market trends and customer expectations.
6. Sprint Review and Retrospective
· Reviews completed user stories and gathers feedback.
· Ensures sprint goals are met.
· Identifies areas for improvement in the development process.
· Works with the team to enhance future sprints based on feedback.
7. Agile Metrics and Reporting
· Tracks team velocity using sprint burndown charts.
· Monitors backlog health and ensure timely refinement.
· Analyses completed vs. planned story points.
8. Continuous Improvement 
· Encourages innovation and iterative improvements.
· Conducts workshops and training sessions for Agile best practices.
9. Challenges and Solutions
Common Challenges:
· Conflicting stakeholder priorities.
· Unclear or frequently changing requirements.
· Limited development capacity.
· Technical debt and backlog overload.
· 
Solutions:
· Prioritization techniques like MoSCoW (Must have, should have, could have, Won't have).
· Conducting regular backlog grooming sessions.
· Aligning with stakeholders through transparent communication.
· Ensuring technical debt is addressed in each sprint.


Document 5: Product and sprint backlog and product and sprint burndown charts 
                                                                                                                                                                                                                                                                                       
1.Product Backlog:
	ID
	User Story / Requirement
	Priority (High/Med/Low)
	Effort (Story Points / Days)
	Status

	PB1
	As a customer, I want to register and log in so that I can access the platform.
	High
	9
	Pending

	PB2
	As a customer, I want to initiate a loan application so that I can apply digitally.
	High
	8
	Pending

	PB3
	As a customer, I want to upload KYC documents so that my loan can be processed.
	High
	5
	Pending

	PB4
	As a customer, I want to track loan status so that I can monitor progress.
	High
	5
	Pending

	PB5
	As a DSA, I want to initiate a loan for a customer so that I can help them apply.
	High
	8
	Pending

	PB6
	As internal staff, I want to validate uploaded documents so that we ensure compliance.
	High
	5
	Pending

	PB7
	As internal staff, I want to update loan application status so that customers and DSAs are informed.
	High
	3
	Pending

	PB8
	As internal staff, I want to manage user roles and permissions so that access is controlled.
	Medium
	5
	Pending

	PB9
	As a user, I want secure authentication so that my data is safe.
	High
	5
	Pending

	PB10
	As a user, I want responsive design so that I can access on mobile and desktop.
	Medium
	8
	Pending



2. Sprint Backlog

	Sprint ID
	User Story ID
	Task Description
	Effort (Days)
	Owner
	Status

	S1-T1
	PB1
	Create registration form & backend API
	3
	Dev Team
	In Progress

	S1-T2
	PB1
	Implement OTP verification service
	2
	Dev Team
	Pending

	S1-T3
	PB2
	Design loan application form (UI)
	3
	Dev Team
	Pending

	S1-T4
	PB2
	Develop loan application backend logic
	3
	Dev Team
	Pending

	S1-T5
	PB3
	Implement document upload feature (UI + validation)
	4
	Dev Team
	Pending

	S1-T6
	PB3
	Integrate document storage & encryption
	3
	Dev Team
	Pending
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Document 6: Sprint meetings 
Meeting Type 1: Sprint Planning Meeting
Date                                                             01-08-2024
Time                                                            10:00 AM – 12:00 PM
Location                                                    Tata Capital – Conference Room B / MS Teams
Prepared By                                             Mansi Gunjar (Business Analyst)
Attendees                                                 PO,BA, Scrum Master, Development Team, QA Team,        

Agenda Topics
	Agenda Topic
	Presenter
	Time Allotted

	Review Product Backlog
	Product Owner
	20 mins

	Select User Stories for Sprint 1
	Scrum Master
	30 mins

	Define Sprint Goal
	Business Analyst
	15 mins

	Break down stories into tasks
	Development Team
	40 mins

	Review Capacity & Velocity
	Scrum Master
	15 mins



Other Information
Other Information: Sprint duration: 2 weeks (01-08-2025 to 12-08-2025)
Observers: Compliance Officer (for regulatory requirements)
Resources: Product Backlog, Capacity Plan, Velocity Chart
Special Notes: Ensure document upload security compliance tasks are included in Sprint 1.

Sprint Review – 

	Date
	1/07/2025

	Time
	10:00 AM

	Location
	Meeting Room – TATA Capital

	Prepared By
	Scrum Master / Product Owner

	Attendees
	Scrum Master, Product Owner, Development Team, Stakeholders (Clients, Management, End Users)








Sprint Status -
	Sprint status
	Things to demo
	Quick updates
	What’s next

	90% completed (1 story rolled over to next sprint due to dependency on vendor API)
	· Customer registration & login
· Loan application form submission
· Document upload with validation
· Loan status tracking page

	· API integration with document storage is pending vendor approval.
· All UI components tested on mobile and desktop.

	· Complete pending integration in Sprint 2.
· Begin development of DSA-specific dashboard.




Sprint Retrospective Meeting – 
	Sprint Retrospective Meeting
	Details

	Date
	DD-MM-YYYY

	Time
	HH:MM – HH:MM

	Location
	Online / Office (specify)

	Prepared By
	[Name, Role]

	Attendees
	List of team members & roles

	Agenda
	Review sprint performance, identify improvements, and plan action items

	What Went Well
	- Timely completion of user stories- Smooth DSA onboarding flow implemented
- Effective communication between BA & vendor

	What Didn’t Go Well
	- Delay in KYC API integration testing
- Document upload feature had multiple bugs
- Dependencies on vendor delayed some tasks

	Questions
	- How can we reduce dependency delays?
- Can we automate some document validations?
- Should we add an extra day for UAT in the next sprint?

	Reference
	Sprint Board / Jira Link / Documentation









Daily Stand Up meeting –

	Question
	Name / Role
	Mon
	Tue
	Wed
	Thu
	Fri
	Sat
	Sun

	What did you do yesterday?
	Developer 1
	Worked on registration UI
	Integrated OTP API
	Fixed validation bugs
	Completed UI for loan form
	Backend for loan form
	Document upload UI
	—

	 
	Developer 2
	Set up database schema
	API for registration
	API for login
	Integrated loan form API
	Worked on doc storage logic
	Encryption service setup
	—

	 
	Developer 3
	Created test cases for registration
	Executed login tests
	UI testing
	Loan form testing
	Document upload testing
	API testing
	—

	What will you do today?
	Developer 1
	OTP integration
	Bug fixing
	Loan form backend
	Testing support
	API development
	Security testing
	—

	 
	Developer 2
	Finalize registration API
	Create loan form API
	API integration
	Encryption logic
	Testing support
	Bug fixes
	—

	 
	Developer 3
	Test loan form
	Test document upload
	Regression testing
	Security test
	End-to-end testing
	Prepare test report
	—

	What (if any) is blocking your progress?
	Developer 1
	None
	None
	Delay in API from vendor
	—
	—
	—
	—

	 
	Developer 2
	None
	Dependency on OTP API vendor
	None
	None
	None
	—
	—

	 
	Developer 3
	None
	Waiting for backend integration
	None
	None
	None
	—
	—
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