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Agile Deliverables: RFP Process in CRM Using Agile Methodology
Document 1: Definition of Done
As Per Agile Extension to the BABOK® Guide v2, Definition of Done is a technique where the team agrees on, and prominently displays, a list of criteria which must be met before a backlog item is considered done.
That is the team has to create a well-defined, unambiguous, measurable, agreed-upon, and shared Definition of Done between all team members.
The best form of Definition of Done representation is a checklist of activities that has to demonstrate the agreed value and quality of a user story. So, this checklist should include:
· acceptance criteria (to satisfy customer requirements for a product)
· quality criteria (to satisfy quality requirements for a product)
Definition of Done may be defined for different levels of project work. For example, in Agile/ Scrum framework these levels of work could be user story, sprint, and release.
Checklist for DOD:
1. Produced code for presumed functionalities
2. Assumptions of User Story met
3. Project builds without errors
4. Unit tests written and passing
5. Project deployed on the test environment identical to production platform
6. Tests on devices/browsers listed in the project assumptions passed
7. Feature ok-ed by UX designer
8. QA performed & issues resolved
9. Feature is tested against acceptance criteria
10. Feature ok-ed by Product Owner
11. Refactoring completed
12. Any configuration or build changes documented
13. Documentation updated
14. Peer Code Review performed

	
	SR. NO.
	CHECKLIST FOR DOD
	STATUS

	1
	Draft responses produced for presumed requirements • All proposal sections drafted based on client requirements and assumptions. • Content aligns with business and technical needs identified during analysis.
	Done

	2
	Assumptions of user story met • Preconditions for proposal completion (e.g., SME input, client clarifications, timelines) are validated and documented.
	Done

	3
	Proposal package builds without errors • Proposal compiles as a complete set (narratives, compliance, pricing, attachments). • No formatting, linking, or missing document issues.
	Done

	4
	Compliance/unit checks completed and passing • Compliance matrix updated. • Every RFP requirement mapped and validated against acceptance criteria.
	Done

	5
	Proposal tested in submission environment • Proposal uploaded in mock/test submission portals (CRM or procurement portal). • Files open correctly, formatting preserved.
	Done

	6
	Tests on client-specified formats/platforms passed • Proposal validated in required formats (PDF, Word, Excel). • Submission works across expected portals/browsers.
	Done

	7
	Design/UX review completed • Proposal reviewed by designer/editor for readability, branding, and compliance layout. • Visuals (graphics, tables) approved.
	Done

	8
	QA performed & issues resolved • Proposal checked for grammar, consistency, formatting, and compliance. • Issues identified during QA fixed before submission.
	Done

	9
	Responses tested against acceptance criteria • Each proposal response validated against acceptance criteria defined by BA. • SMEs confirm accuracy and completeness.
	Done

	10
	Final approval from Product Owner (Bid Manager) • Bid Manager/Proposal Owner signs off final content. • Leadership approval confirmed before submission.
	Done

	11
	Refinements completed • Proposal refined after peer review or leadership feedback. • All pending issues resolved.
	Done

	12
	Configuration/build changes documented • Any CRM workflow or submission configuration changes documented. • Version history maintained for audit.
	Done

	13
	Proposal documentation updated • Supporting documents (assumptions, Q&A logs, lessons learned, checklists) updated and stored in CRM.
	Done

	14
	Peer review conducted • Peer review sessions completed. • Feedback incorporated into final draft.
	Done




Document 2- Product Vision

	Scrum Project
Name:
	Agile RFP Framework in CRM
	
	

	Venue:
	Online (Microsoft Teams / CRM Platform)
	
	

	Date:10/19/2025
	Start time: 10:00 AM
	End time: 11:30 AM
	Duration:1 hr 30 mins

	Client:
	Indiana State Department of Administration
	
	

	Stakeholder list:
	Proposal Manager
	SMEs
	Business Analyst

	Technical Architect 
	Scrum Team
	
	

	
	
	
	

	Scrum Team

	Scrum Master
	Product Owner
	Scrum Developer 1 
	Scrum Developer 2 
	Scrum Developer 3
	Scrum Developer 3

	Capture Manager – Facilitates Agile ceremonies & removes impediments
	Bid Manager – Owns backlog, prioritizes RFP tasks, aligns with business value
	Proposal Writer – Drafts proposal content & ensures compliance
	Business Analyst – Translates RFP requirements into user stories & maintains traceability
	Technical Architect – Designs solution approach & validates technical feasibility
	Bid Analyst – Performs requirement analysis & prepares compliance matrix





	Vision: To create a centralized, Agile-driven RFP management framework inside CRM that streamlines proposal development, improves collaboration, and enhances win rates.


	Target group

Market Segment: Public sector agencies, government departments, and large enterprises are issuing and responding to RFPs.
Target Users/Customers:
· Proposal Managers
· Business Analysts
· Bid/Proposal Writers
· SMEs and Technical Architects
· Procurement teams in state and federal government

	Needs

Problem Solved: Traditional RFP processes are solved, time-consuming and lack visibility, leading to delays, compliance issues, and missed opportunities.
Benefit Provided: The solution provides real-time visibility, backlog prioritization, and Agile collaboration tools within CRM, reducing cycle times, improving compliance, and increasing win probability.

	Product

What is it? An Agile RFP Framework embedded in CRM, enabling backlog management, sprint-based proposal development, and progress tracking through dashboards.
What makes it special?
· Integrates RFP lifecycle directly into CRM.
· Uses Agile methodology (sprints, retrospectives, backlog management) to improve adaptability and efficiency.
· Provides real-time tracking, compliance validation, and collaboration across distributed teams.
Feasibility: Yes – leverages existing CRM infrastructure with configurable Agile workflows and dashboards.

	Value

Company Benefits: Improves proposal success rates, reduces effort duplication, and strengthens client trust by demonstrating structured, Agile governance.
Business Goals:
· Reduce RFP response cycle time by 30%.
· Improve win rates by 15–20%.
· Increase stakeholder satisfaction with transparent, collaborative tools.
Business Model:
· Offer as a subscription-based CRM enhancement for enterprises.
· Service component: consulting and Agile enablement for proposal teams.



Document 3: User stories

	User story No: 1
	Tasks: Create new RFP entry in CRM
	Priority:High

	Value statement: As a Bid Analyst, I want to add a new RFP to CRM so that I can track the opportunity from the very beginning.


	BV: 200
	CP: 5

	Acceptance criteria:
· User can create a new RFP entry with ID, client name, due date, and stage.
· RFP record saved in CRM with unique identifier.
· Entry is visible in CRM dashboard.




	
	User story No: 2
	Tasks: Assign roles (Bid Manager, Proposal Writer, SMEs)
	Priority: High

	Value statement:
As a Bid Manager, I want to assign owners to the RFP in CRM so that responsibilities are clear from the start.

	BV: 500
	CP: 8

	Acceptance criteria:
· CRM allows assignment of Proposal Manager, Proposal Writer, and SMEs.
· Assigned users receive system notifications.
· Roles are visible in RFP details page.




	User story No: 3
	Tasks: Record RFP requirements in CRM
	Priority: High

	Value statement:
As a Business Analyst, I want to capture and log RFP requirements in CRM so that user stories and acceptance criteria can be created.

	BV: 500
	CP: 8

	Acceptance criteria:
· Requirements field accepts structured input.
· User stories linked to RFP backlog items.
· All requirements traceable to the original RFP document.



	
	User story No: 4 
	Tasks: Attach official RFP document (PDF/Word)
	Priority: High

	Value statement:
As a Bid Analyst, I want to upload the official RFP document to CRM so that the entire team can access it from one place.

	BV: 500
	CP: 8

	Acceptance criteria:
· File upload supported in multiple formats.
· Version control enabled for updated RFP documents.
· Team members have access based on role permissions




		User story No: 5
	Tasks: Automated notifications
	Priority: Medium

	Value statement:
As a Scrum Master, I want CRM to send notifications when a new RFP is added so that all stakeholders are informed immediately.


	BV: 50
	CP: 2

	Acceptance criteria:
· Notifications sent via email/CRM alerts to assigned roles.
· Confirmation log available in CRM.
· Stakeholders acknowledge receipt.



	
		User story No: 6
	Tasks: Capture requirements
	Priority: High

	Value statement:
As a Bid Analyst, I want to review RFP requirements so that I can identify gaps and ensure compliance.

	BV: 200
	CP: 5

	Acceptance criteria:
· All requirements are captured in CRM.
· Gaps are flagged with corrective actions.
· Compliance matrix is generated.
.


		
	User story No: 7
	Tasks: Upload compliance checklist
	Priority: High

	Value statement:
As a Bid Analyst, I want to upload a compliance checklist so that all requirements are covered.

	BV: 500
	CP: 8

	Acceptance criteria:
· Checklist linked to RFP record.
· Items marked completed upon task validation.
· Final status reviewed before submission.



	
	User story No: 8
	Tasks: Monitor compliance progress
	Priority: Medium

	Value statement:
As a Bid Analyst, I want to monitor compliance progress so that I can track missing responses

	BV: 100
	CP: 3

	Acceptance criteria:
· Dashboard shows compliance percentage.
· Alerts trigger when coverage is <90%.
· Updates reflect in real time.



		
	User story No: 9
	Tasks: Prioritize backlog
	Priority: High

	Value statement:
As a Bid Manager, I want to prioritize backlog items so that high-value tasks are delivered first.

	BV: 500
	CP: 8

	Acceptance criteria:
· Backlog visible to team 
· Priorities tagged by business value 
· Updates reflected in CRM


	
	User story No: 10
	Tasks: Draft proposal narrative
	Priority: High

	Value statement:
As a Proposal Writer, I want to draft proposal responses so that requirements are addressed clearly.

	BV: 200
	CP: 5

	Acceptance criteria:
- Draft uploaded in CRM 
- Responses aligned with compliance matrix 
- Version history maintained


	
	User story No: 11
	Tasks: Create user stories
	Priority: High

	Value statement:
As a Business Analyst, I want to translate RFP requirements into user stories so that they can be tracked in sprints.

	BV: 500
	CP: 8

	Acceptance criteria:
- User stories created in backlog 
- Linked to acceptance criteria 
- Traceable to original requirement


	
	User story No: 12
	Tasks: Design architecture
	Priority: Medium

	Value statement:
As a Technical Architect, I want to design the technical solution so that it aligns with RFP needs.

	BV:100
	CP: 3

	Acceptance criteria:
- Architecture diagram uploaded 
- Reviewed with SMEs 
- Feasibility confirmed


	
	User story No: 13
	Tasks: Facilitate sprint planning
	Priority: Medium

	Value statement:
As a Scrum Master, I want to conduct sprint planning so that tasks are clearly assigned.

	BV:100
	CP: 3

	Acceptance criteria:
- Sprint backlog created 
- Tasks assigned to roles 
- Sprint goal documented


	
	User story No: 14
	Tasks: Provide domain expertise
	Priority: High

	Value statement:
As an SME, I want to provide domain inputs so that proposal responses are technically accurate.

	BV: 200
	CP: 5

	Acceptance criteria:
- SME review comments logged 
- Technical sections validated 
- Compliance confirmed


	
	User story No: 15
	Tasks:Enhance visuals
	Priority: Medium

	Value statement:
As a Graphic Designer, I want to create professional layouts so that proposals look appealing

	BV:100
	CP:3

	Acceptance criteria:
	



	- Templates applied consistently 
- Formatting compliance ensured 
- Branding guidelines followed





	
	User story No: 16
	Tasks: Manage backlog scope
	Priority: High

	Value statement:
As a Bid Manager, I want to refine backlog scope so that effort matches available resources.

	BV:200
	CP: 5

	Acceptance criteria:
	



	- Scope documented 
- Adjustments logged in CRM 
- Approved by stakeholders





	
	User story No: 17
	Tasks: Write executive summary
	Priority: High

	Value statement:
As a Proposal Writer, I want to draft the executive summary so that the proposal highlights our strengths.

	BV: 500
	CP:8

	Acceptance criteria:
- Summary aligned with client needs 
- Approved by Bid Manager 
- Linked to final draft


	
	User story No: 18
	Tasks:Map requirements
	Priority: Medium

	Value statement:
As a Business Analyst, I want to create a requirement traceability matrix so that nothing is missed

	BV:
	CP:

	Acceptance criteria:
- RTM uploaded 
- Linked to backlog 
- Verified by Bid Analyst


	
	User story No: 19
	Tasks: Build solution diagram
	Priority: High

	Value statement:
	As a Technical Architect, I want to prepare solution diagrams so that reviewers understand the approach.



	




	BV: 200
	CP: 5

	Acceptance criteria:
- Diagram stored in CRM 
- Reviewed with SMEs 
- Matches requirements


	
	User story No: 20
	Tasks: Facilitate daily stand-ups
	Priority: Medium

	Value statement:
As a Scrum Master, I want to conduct daily stand-ups so that blockers are addressed quickly.

	BV:50
	CP: 2

	Acceptance criteria:
- Meeting notes logged 
- Blockers tracked 
- Action items assigned


	
	User story No: 21
	Tasks: Validate pricing inputs
	Priority: Medium

	Value statement:
As an SME, I want to provide pricing inputs so that cost estimates are accurate.

	BV: 100
	CP: 3

	Acceptance criteria:
	



	- Pricing sheet uploaded 
- Reviewed by Bid Manager 
- Approved for submission





	
	User story No: 22
	Tasks:Identify gaps
	Priority:High

	Value statement:
As a Bid Analyst, I want to flag missing sections so that proposal completeness is ensured.

	BV:500
	CP: 8

	Acceptance criteria:
- Missing sections tagged 
- Assigned to Proposal Writer 
- Status updated in CRM


	
	User story No: 23
	Tasks:Manage sprint backlog
	Priority: High

	Value statement:
As a Bid Manager, I want to monitor sprint backlog so that deadlines are met.

	BV:500
	CP: 8

	Acceptance criteria:
- Sprint backlog visible 
- Burndown chart updated 
- Overdue tasks highlighted


	
	User story No: 24
	Tasks: Document acceptance criteria
	Priority: Medium

	Value statement:
As a Business Analyst, I want to define acceptance criteria so that user stories are testable.

	BV: 100
	CP:3

	Acceptance criteria:
- Criteria documented 
- Linked to backlog items 
- Validated by Scrum Master


	
	User story No: 25
	Tasks: Conduct feasibility check
	Priority: High

	Value statement:
As a Technical Architect, I want to validate solution feasibility so that risks are reduced.

	BV:200
	CP: 5

	Acceptance criteria:
- Risks logged 
- Reviewed by SMEs 
- Approval recorded


	
	User story No: 26
	Tasks: Facilitate sprint review
	Priority: Medium

	Value statement:
As a Scrum Master, I want to organize sprint reviews so that feedback is collected.

	BV: 100
	CP: 3

	Acceptance criteria:
	



	- Review session held 
- Feedback captured 
- Action items tracked






	User story No: 27
	Tasks: Write past performance
	Priority:

	Value statement:
As a Proposal Writer, I want to prepare past performance sections so that we showcase credibility.

	BV:200
	CP: 5

	Acceptance criteria:
- Section written 
- Approved by Bid Manager 
- Stored in template



	User story No: 28
	Tasks: Draft system design
	Priority: High

	Value statement:
As a Technical Architect, I want to prepare system design documents so that solution details are clear.

	BV: 200
	CP: 5

	Acceptance criteria:
- Document uploaded 
- Reviewed by SMEs 
- Linked to final submission



	User story No: 29
	Tasks: Conduct retrospective
	Priority: Medium

	Value statement:
As a Scrum Master, I want to conduct sprint retrospectives so that lessons learned are applied.

	BV: 50 
	CP: 2

	Acceptance criteria:
	



	- Retrospective notes recorded 
- Improvement items logged 
- Action plan approved






	User story No: 30
	Tasks: Handle missed RFP deadline
	Priority: High

	Value statement:
As a Bid Manager, I want to capture pending tasks when the deadline is missed
so that I can record risks, notify stakeholders, and prepare for corrective action.

	BV:200
	CP: 5

	Acceptance criteria:
· System automatically flags RFPs with missed deadlines and pending tasks.
· Notifications sent to Proposal Manager, BA, and Scrum Master with escalation.
· Lessons learned and corrective actions logged in CRM backlog for future prevention.




Document 4: Agile PO Experience
The Product Owner has a vision of the product keeping the domain/industry experience and the market need.
· Following are the responsibilities of PO in a project
· Market Analysis of market need/demand ▫ Availability of similar products in the market
· The global RFP/proposal software market is rapidly expanding, projected to grow at over 12–15% .
· Increasing demand for automation, transparency, and compliance in government and enterprise procurement drives adoption.
· Current market solutions focus on standalone RFP tools, but there is a gap in embedding Agile RFP workflows within enterprise CRM platforms.
· Our solution addresses this niche, integrating backlog, sprint management, compliance matrices, and reporting directly into CRM.
· Enterprise Analysis ▫ Due diligence on the market opportunity
· Enterprises, especially government agencies, face fragmented proposal workflows, siloed communication, and last-minute compliance issues.
· A due diligence assessment showed high ROI:
· 30% reduction in RFP cycle time.
· 15–20% improvement in win rate.
· Higher stakeholder satisfaction from visibility and accountability.
· Investment of $200K across 6 months is justified by time savings, quality improvements, and win-probability gains.
· Product Vision and Roadmap ▫ Product vision keeping the need analysis in mind ▫ Product roadmap with high-level features and timeline
· Vision:
“To create an Agile-driven RFP management framework within CRM that streamlines proposal development, increases collaboration, and delivers measurable business outcomes.”
· Roadmap (6 months / 4 phases):
· Phase 1 (Month 1–2): RFP capture, backlog creation, compliance matrix integration.
· Phase 2 (Month 2–3): Sprint workflows, dashboards, backlog prioritization.
· Phase 3 (Month 4–5): Orals/BAFO workflow, partner collaboration module.
· Phase 4 (Month 6): Reporting, analytics, win/loss dashboards, continuous improvement loop
· Managing Product Features ▫ Managing stakeholder expectations and prioritizing needs ▫ Prioritization of the epics, stories, and features based on criticality and ROI involved
· Stakeholder Expectations: Proposal Managers need visibility, BAs need traceability, SMEs need collaboration.
· Prioritization: Epics prioritized based on ROI (e.g., Compliance Automation first, Visual Enhancements later).
· Criticality: High-value backlog features delivered in early sprints to maximize business impact.
· Managing Product Backlog ▫ Prioritization of user stories ▫ Reprioritization based on stakeholders' needs ▫ Epics planning
· Backlog consists of epics (RFP capture, Compliance, Proposal Writing, Orals/BAFO, Reporting).
· User stories prioritized based on Business Value (BV) and Complexity Points (CP).
· Reprioritization happens after each sprint review/retrospective.
· Managing Overall Iteration Progress ▫ Sprint progress review ▫ Reprioritization of sprints and epics if needed ▫ Sprint retrospectives with Business Analyst
· Sprint planning conducted every 3 weeks; team commits to realistic deliverables.
· Daily stand-ups surface impediments early.
· Sprint Reviews ensure increments (drafts, compliance packages, final submissions) are validated with leadership.
· Retrospectives with BA ensure lessons learned (e.g., submission bottlenecks) are logged into backlog for improvement.
· Agile Ceremonies and Meetings Handled
As Product Owner for the RFP Process in CRM Using Agile Methodology project, I gained practical experience in managing and actively participating in Agile ceremonies tailored to the RFP lifecycle:
· Sprint Planning Meeting → Defined sprint goals such as backlog grooming for new RFPs, compliance matrix tasks, and drafting milestones.
· Daily Scrum Meeting → Tracked progress on proposal writing, technical inputs, and compliance validation; surfaced blockers like SME availability or missing client data.
· Sprint Review Meeting → Demonstrated completed increments such as draft proposals, compliance checklists, or orals decks to leadership and gathered actionable feedback.
· Sprint Retrospective Meeting → Identified areas of improvement, such as better backlog prioritization, quicker stakeholder reviews, or improved CRM integration.
· Backlog Refinement Meeting → Continuously reprioritized RFP-related backlog items (Prime/Sub decisions, submission readiness tasks) based on stakeholder input and changing client requirements.

· User Story Experience
As Product Owner, I developed and refined user stories specifically for RFP handling within CRM. Each story consistently included:
· Unique story number and description tied to the CRM pipeline stage (e.g., “RFP Under Review,” “Submission,” “BAFO”).
· Clearly defined tasks such as compliance validation, proposal drafting, or orals preparation.
· Priority levels (High, Medium, Low) assigned based on submission deadlines and business value.
· Acceptance criteria ensuring measurable outcomes (e.g., “100% compliance achieved,” “Draft uploaded to CRM with version control”).
· Business Value (BV) & Complexity Points (CP) for prioritization and sprint planning.
This structured approach improved clarity for the Scrum Team, supported backlog prioritization, and ensured timely delivery of RFP submissions.
· PO as a Liaison
In this project, the Product Owner role required acting as a bridge between proposal stakeholders and the Scrum Team:
· Business Stakeholders (Proposal Manager, SMEs, Leadership): Ensured their priorities, compliance needs, and timelines were captured accurately in the backlog.
· Scrum Team (Proposal Writer, BA, Technical Architect, Bid Analyst): Clarified requirements, prioritized user stories, and provided feedback to keep sprints aligned with RFP deadlines.
By serving as the liaison, I maintained transparency across CRM, ensured that stakeholders remained informed, and minimized risks of last-minute surprises.
· Conclusion
As Product Owner for the Agile RFP in CRM project, I:
· Defined and communicated a product vision that aligned with market demand for more adaptive and transparent RFP handling.
· Helped the Scrum Team break the RFP lifecycle into incremental backlog items (requirement capture, drafting, compliance, submission, orals/BAFO).
· Enabled delivery of incremental value each sprint, whether in the form of a draft proposal, compliance checklist, or final submission.
Key Learnings & Skills Enhanced:
· Hands-on experience conducting sprint planning, backlog refinement, and retrospectives in a live RFP environment.
· Strengthened skills in stakeholder communication, bridging proposal managers, SMEs, and technical teams.
· Improved ability to translate business needs into actionable user stories, ensuring measurable outcomes for every RFP.

Document 5: Product and sprint backlog and product and sprint burndown charts
Product backlog:

	User Story ID
	User Story
	Tasks
	Priority
	BV
	CP
	Sprint

	1
	As a Bid Analyst, I want to add a new RFP to CRM so that I can track the opportunity from the very beginning.
	Create new RFP entry in CRM
	High
	200
	5
	Sprint 1

	2
	As a Bid Manager, I want to assign owners to the RFP in CRM so that responsibilities are clear from the start.
	Assign roles (Bid Manager, Proposal Writer, SMEs)
	High
	500
	8
	Sprint 1

	3
	As a Business Analyst, I want to capture and log RFP requirements in CRM so that user stories and acceptance criteria can be created.
	Record RFP requirements in CRM
	High
	500
	8
	Sprint 2

	4
	As a Bid Analyst, I want to upload the official RFP document to CRM so that the entire team can access it from one place.
	Attach official RFP document (PDF/Word)
	High
	500
	8
	Sprint 2

	5
	As a Scrum Master, I want CRM to send notifications when a new RFP is added so that all stakeholders are informed immediately.
	Automated notifications
	Medium
	50
	2
	Sprint 3



Sprint backlog:

	User Story ID
	User Story
	Tasks
	Owner
	Status
	Estimated Effort (hrs)

	PB-01
	Capture all RFP requirements in CRM
	Create RFP entry fields, upload docs, tag compliance
	Bid Analyst
	In Progress
	20

	PB-02
	Translate requirements into user stories
	Write stories, link acceptance criteria, update backlog
	BA
	To Do
	25

	PB-03
	Draft proposal responses
	Initial content draft for 3 sections, upload to CRM
	Proposal Writer
	To Do
	30

	PB-04
	Design solution diagrams
	Prepare architecture doc, review with SMEs
	Technical Architect
	To Do
	15


Sprint burndown
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Document 6: Sprint meetings
Meeting Type 1: Sprint Planning meeting

	Date
	10/21/2025

	Time
	10:00 AM – 11:30 AM

	Location
	Online- Microsoft Teams 

	Prepared By
	Product Owner – Bid Manager

	Attendees
	Scrum Master / Capture Manager
Product Owner / Bid Manager
Business Analyst (BA)
Proposal Writer
Technical Architect
Bid Analyst
SMEs (Subject Matter Experts)
Graphic Designer / Editor (if needed)




Agenda Topics

	Topic
	Presenter
	Time allotted

	Welcome & Meeting Objectives
	Scrum Master / Capture Manager
	5 min

	Review of Product Backlog (new RFP items, priorities)
	Product Owner / Bid Manager
	15 min

	Estimation & Discussion of User Stories (BV & CP values)
	Business Analyst, Technical Architect, Proposal Writer
	20 min

	Estimate story points (Planning Poker)
	All team
	15 mins


Other Information

	Observers
	Client representative (Indiana State Department of Administration), Senior Leadership (optional)

	Resources
	CRM system access, Agile board (Jira/CRM module), RFP documents, Compliance Matrix template

	Special Notes
	· Ensure all stories are linked to CRM RFP records.
· Critical focus on roles assignment and compliance tasks.
· This sprint is aligned with the 6-month / $200K timeline.




Meeting Type 2: Sprint review meeting

	Date
	10/21/2025

	Time
	12-1 PM

	Location
	Online-Microsoft Teams

	Prepared By
	Product Owner – Bid Manager

	Attendees
	Scrum Master / Capture Manager

Product Owner / Bid Manager

Business Analyst (BA)

Proposal Writer

Technical Architect

Bid Analyst

SMEs (Subject Matter Experts)

Graphic Designer / Editor (if required)

Stakeholders (Proposal Manager, Client representative, Leadership)



	Sprint status
	Things to demo
	Quick updates
	What’s next

	Completed 4/5 committed stories
	New RFP entry in CRM, Role assignment & notifications, Upload & versioning of RFP documents, Compliance checklist creation
	Minor issues with SME inputs resolved, backlog reprioritized for Sprint 2
	Start proposal drafting, prepare solution design diagrams, initiate proposal template formatting


Meeting Type 3: Sprint retrospective meeting

	Date
	11/06/2025

	Time
	03:00 PM – 04:00 PM

	Location
	Conference Room / Microsoft Teams

	Prepared By
	Business Analyst

	Attendees
	· Product Owner (Bid Manager), Scrum Master (Capture Manager), Developers (Proposal Writer, Technical Architect, Bid Analyst, Graphic Designer), QA, SMEs




	Area
	What Went Well
	What Didn’t Go Well
	Questions
	Reference

	Sprint Overview
	RFP entry and role assignment in CRM completed on time
	Requirement logging took longer due to missing SME inputs
	How can SMEs be engaged earlier in the sprint?
	Sprint-01 Backlog

	Development
	Upload & versioning of RFP documents worked seamlessly
	Notifications feature had minor bugs and needed fixes
	Should QA validate notifications earlier in sprint?
	Story US-05

	Collaboration
	Daily stand-ups helped resolve blockers quickly
	Time zone differences delayed reviews from SMEs
	Can we standardize review times for SMEs?
	Standup Notes

	Demos & Reviews
	Stakeholders appreciated live demo of compliance checklist
	Some feedback arrived after sprint closure
	Can we share demo recordings for late reviewers?
	Sprint Review Video


Meeting Type 4: Daily Stand-up meeting

	Questions
	Name/Role
	Week “X” (from 20/10/2025 to 24/10/2025)
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	What did you do yesterday?
	Proposal Writer
	
	Drafted executive summary
	Completed first draft of compliance section
	Revised based on SME feedback
	Worked on past performance section
	QA edits for narrative clarity

	
	Business Analyst
	Logged RFP requirements in CRM
	Linked requirements to backlog items
	Created traceability matrix
	Updated acceptance criteria
	Supported compliance review
	

	
	Technical Architect
	Designed solution diagram
	Reviewed with SMEs
	Updated architecture document
	Validated technical feasibility
	Integrated diagram into proposal
	

	What will you do today?
	Proposal Writer
	
	Draft solution overview section
	Format pricing response
	Refine technical write-up
	Finalize compliance responses
	Upload consolidated draft to CRM

	
	Business Analyst
	Review SME comments
	Support user story refinement
	Validate compliance coverage
	Assist Proposal Writer
	Prepare for sprint review demo
	

	
	Technical Architect
	Add annotations to design
	Document assumptions
	Share diagrams with Proposal Manager
	Provide technical responses for Q&A
	Review final draft technical accuracy
	

	What (if any) is blocking your progress?
	Proposal Writer
	
	None
	Waiting for SME feedback
	None
	None
	None

	
	Business Analyst
	Missing data from the client
	None
	Waiting for partner inputs
	None
	None
	

	
	Technical Architect
	Dependency on vendor specs
	None
	Permissions setup pending
	None
	None
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