Agile Documents
Document 1: Definition of Done
In Agile, the Definition of Done (DoD) is an agreed set of criteria that must be completed before any backlog item (user story, sprint, or release) can be considered as finished. It ensures transparency, consistent quality, and a common understanding of “Done” across the Scrum Team. A backlog item is not marked complete unless it meets both the acceptance criteria (business needs) and the quality criteria (technical standards).
Purpose of DoD:
· To avoid ambiguity about when a task is complete.
· To maintain high quality of deliverables.
· To build trust with stakeholders by ensuring increments are potentially shippable.
Checklist for SD Testing Project:
A backlog item will be considered “Done” only when the following checklist items are satisfied:
· Produced code for presumed functionalities
→ The required functionality (feature or user story) is coded and implemented in the system.
· Assumptions of User Story met
→ All conditions and assumptions mentioned in the user story are fulfilled.
· Project builds without errors
→ The software compiles and runs successfully without any technical errors.
· Unit tests written and passing
→ Unit test cases are created for the feature, and all tests pass successfully.
· Project deployed on the test environment identical to production platform
→ The feature is deployed in a testing environment that matches the production setup.
· Tests on devices/browsers listed in the project assumptions passed
→ Cross-device and cross-browser testing has been done and all tests are passed.
· Feature ok-ed by UX designer
→ The User Experience (UX) designer has reviewed the feature for usability and approved it.
· QA performed & issues resolved
→ Quality Assurance testing is completed and all identified issues are fixed.
· Feature is tested against acceptance criteria
→ The feature is verified against the acceptance criteria defined in the user story.
· Feature ok-ed by Product Owner
→ The Product Owner reviews the feature and gives approval.
· Refactoring completed
→ The code is optimized, cleaned, and improved without changing its functionality.
· Any configuration or build changes documented
→ All changes related to build or configuration are properly documented.
· Documentation updated
→ User manuals, system documentation, or analyst guides are updated with the new changes.
· Peer Code Review performed
→ The code is reviewed by another developer for quality, correctness, and best practices.


Document 2: Product Vision
	Scrum Project Name:
	SD Testing

	Venue: 
	APT IT Solution

	Date: 11/09/2025
	Start Time: 10:00 AM
	End Time: 01:00 PM
	Duration: 3 Hours

	Client:
	SD Geotesting & Solutions 

	Stakeholder List: 
	Report Analyst, Inward Department, Quality Manager, Technical Manager, Senior Management

	Scrum Team

	Scrum Master:
	Mr. Karthik

	Product Owner:
	Mr. Chetan

	Scrum Developer 1:
	Mrs. Vaishnavi

	Scrum Developer 2:
	Mr. Rushikesh

	Scrum Developer 3:
	Mrs. Neha

	Scrum Tester 4:
	Mrs. Shreya

	Scrum Tester 5:
	Mr. Pratik




	Vision: What is your vision, your overarching goal for creating the product?

	Target Group
	Needs
	Product 
	Value

	
Market Segment: Geotechnical testing industry, construction and engineering companies needing certified test reports. 

Target Users: Report Analysts, Quality Managers, Inward Staff, Managers, and Customers.
	
Problem Solved: Manual reporting is repetitive, error-prone, time-consuming, and old reports are hard to find. 

Benefit Provided: Quick and accurate report generation, instant retrieval, bulk printing, real-time dashboards, and digital approval.
	
Product: Centralized SD Testing software to manage letters, inward entries, reports, approval, and dashboards. 

Special Features: Bulk printing, instant search, digital approval, eco-friendly operations, real-time dashboards. 

Feasibility: Technically feasible, Agile Scrum used, budget ₹45,00,000, timeline 5–6 months.
	
Company Benefit: Saves time and resources, improves efficiency, enables urgent report delivery, and enhances customer satisfaction. 

Business Goals: Increase productivity, reduce manual errors, go paperless, and deliver timely reports. 

Business Model: Initially in-house use for SD Geotesting; scalable for other testing labs 





Document 3: User Stories

	User Story No.: 1
	Tasks: 2
	Priority: High

	Value Statement:
As a Staff, 
I want to create quotations after receiving letters 
so that I can record and track customer requests properly.

	BV: 15
	CP: 3

	Acceptance Criteria:
System should allow creating quotations linked with letters, store details correctly, and make them accessible for tracking and approval.



	User Story No.: 2
	Tasks: 2
	Priority: High

	Value Statement:
As an Inward Staff,
I want to record customer letter details once 
so that I can avoid repetitive manual entries.

	BV: 20
	CP: 4

	Acceptance Criteria:
Inward entry must capture project, client, and letter details; generate unique inward number; and display data to Report Analysts instantly.



	User Story No.: 3
	Tasks: 2
	Priority: High

	Value Statement:
As a Report Analyst, 
I want to generate reports by entering only readings 
so that I can save time and improve accuracy.

	BV: 20
	CP: 5

	Acceptance Criteria:
Report must be generated with correct client, project, and inward details; show accurate results; and save without needing repeated data entry.



	User Story No.: 4
	Tasks: 2
	Priority: High

	Value Statement:
As a Quality Manager, 
I want to digitally approve or reject reports 
so that I can avoid draft prints and speed up approval.

	BV: 15
	CP: 4

	Acceptance Criteria:
Report must allow digital approval or rejection, save comments, update status instantly, and restrict further steps until approved.




	User Story No.: 5
	Tasks: 3
	Priority: Medium

	Value Statement:
As a Report Analyst,
I want bulk printing 
so that I can save time and reduce paper usage.

	BV: 10
	CP: 3

	Acceptance Criteria:
Bulk printing must allow selecting multiple approved reports, generate them on official letterheads, and print successfully without manual repetition.



	User Story No.: 6
	Tasks: 3
	Priority: Medium

	Value Statement:
As a Staff/Manager, 
I want to search and retrieve reports 
so that I can fulfil urgent requests quickly.

	BV: 10
	CP: 2

	Acceptance Criteria:
System must allow searching by inward number, client, or date; display results within seconds; and open/download reports instantly.



	User Story No.: 7
	Tasks: 3
	Priority: Medium

	Value Statement:
As a Manager, 
I want a real-time dashboard 
so that I can monitor workload, productivity, and pending reports easily.

	BV: 10
	CP: 4

	Acceptance Criteria:
Dashboard must display real-time data on letters, reports, pending work, and analyst productivity with clear visual charts and filters.











Document 4: Agile PO Experience
· Market Analysis
The Product Owner performs market analysis to identify the current market demand and customer needs. This involves understanding industry trends, analyzing the availability of similar products, and recognizing potential gaps that the product can fulfill. The PO ensures that the product being developed will stay competitive in the market and provide real business value.
· Enterprise Analysis
The PO also engages in enterprise analysis by conducting due diligence on the market opportunity. This includes validating whether the business opportunity is worth pursuing, estimating potential revenue, and aligning the product with organizational strategy. This step helps to confirm that the product is not only technically feasible but also financially and strategically viable.
· Product Vision and Roadmap
A critical responsibility of the Product Owner is to define the Product Vision. The vision is created by keeping in mind the results of market and enterprise analysis. It outlines the overarching goal and the purpose of the product. Along with vision, the PO also creates the Product Roadmap, which provides a high-level timeline and lists the key features and milestones of the product. This roadmap acts as a guiding document for the team and stakeholders.
· Managing Product Features
The PO is responsible for managing stakeholder expectations and ensuring that the right features are developed in the right order. Since not all features can be delivered at once, the PO prioritizes epics, features, and user stories based on business criticality, customer importance, and Return on Investment (ROI). This ensures that the Scrum Team works on the highest-value features first, maximizing the benefit to the business.
· Managing the Product Backlog
The Product Backlog is the heart of Agile development, and the PO has complete responsibility for it. The PO manages the backlog by:
· Adding new user stories as requirements emerge.
· Prioritizing stories based on business value.
· Re-prioritizing items when stakeholder needs or market conditions change.
· Planning epics and breaking them down into smaller, manageable user stories.
This continuous backlog refinement ensures that the Scrum Team always has a clear and prioritized list of work.
· Managing Overall Iteration Progress
The PO is actively involved in monitoring and guiding the progress of the team during sprints. This includes:
· Sprint Progress Review: Tracking the work completed during the sprint and checking alignment with the sprint goal.
· Re-prioritization of Sprints/Epics: If stakeholder needs change or urgent requirements arise, the PO may re-prioritize backlog items even during the project.
· Sprint Retrospectives with the Business Analyst: Working closely with the BA to capture lessons learned, identify improvements, and ensure continuous improvement in the next sprint.

From this project, as a Product Owner, I have learned how to handle and participate effectively in all the major Scrum meetings. Each meeting has a clear purpose and helps ensure transparency, collaboration, and continuous improvement. Below is a detailed explanation:
1. Sprint Planning Meeting
· Purpose: To define the Sprint Goal and decide which Product Backlog items should be selected for the sprint.
· PO’s Role:
· Explain the prioritized backlog items and their business value.
· Clarify doubts from the Development Team regarding scope or acceptance criteria.
· Collaborate with the team to break user stories into tasks.
· Learning: I learned how to balance business priorities with team capacity, ensuring that realistic commitments are made.
2. Daily Scrum Meeting (Daily Stand-up)
· Purpose: A short 15-minute meeting held daily to align the team and identify obstacles.
· PO’s Role: Normally the PO does not lead the meeting, but when invited, the PO listens to team updates and clarifies requirements if needed.
· Three Key Questions asked by each team member:
1. What did you do yesterday?
2. What will you do today?
3. Are there any impediments blocking your progress?
· Learning: I understood the importance of short, focused communication and how daily updates help in early identification of risks or blockers.
3. Sprint Review Meeting
· Purpose: To demonstrate the working product increment to stakeholders and collect feedback.
· PO’s Role:
· Accept or reject completed backlog items based on the Definition of Done and acceptance criteria.
· Facilitate stakeholder feedback and ensure that new requirements are added to the Product Backlog.
· Learning: I learned how to evaluate increments, engage stakeholders, and ensure the product is moving in the right direction.
4. Sprint Retrospective Meeting
· Purpose: To reflect on the sprint and identify improvements for the next sprint.
· PO’s Role:
· Collaborate with the Scrum Master and team to analyze what went well and what needs improvement.
· Support action items for process improvements.
· Learning: I experienced how retrospectives build a culture of openness, continuous learning, and teamwork.



5. Backlog Refinement Meeting
· Purpose: To prepare and refine the Product Backlog for future sprints.
· PO’s Role:
· Break down epics into smaller user stories.
· Add acceptance criteria and clarify details for each item.
· Prioritize items by business value, ROI, and stakeholder needs.
· Learning: I learned that continuous refinement keeps the backlog updated, reduces uncertainty, and ensures the team always has clear and well-defined stories to work on.
User Stories Creation
As a Product Owner, one of the most important responsibilities is the creation and management of User Stories. User Stories are the smallest units of work in Agile-Scrum, which describe a requirement from the perspective of the end-user. They follow the format:
“As a [user], I want to [do something], so that [I get benefit].”
Each User Story is detailed enough to give clarity to the Development Team, but flexible enough to allow collaboration and discussion.
Key Elements Included in User Stories
· Story Number
· Each story is given a unique identifier (e.g., US-01, US-02).
· This makes tracking, referencing, and backlog management easier.
· Tasks
· Each User Story is broken down into smaller technical or functional tasks.
· These tasks describe how the story will be implemented during the sprint.
· Priority
· Every User Story is assigned a priority based on business needs and customer urgency.
· High-priority stories are taken in earlier sprints to deliver maximum value quickly.
· Acceptance Criteria
· Clearly defined conditions that must be satisfied for the story to be considered complete.
· It ensures transparency between Product Owner, team, and stakeholders.
· BV (Business Value) and CP (Complexity Points)
· BV (Business Value): Assigned using techniques like the 100$ allocation method to indicate the relative importance of each story.
· CP (Complexity Points): Assigned using estimation techniques like Planning Poker to measure the effort and complexity of completing the story.







In Scrum, the Product Owner (PO) plays a crucial role as the liaison between different areas of the organization. The PO ensures smooth communication and alignment across all stakeholders, management, and the Scrum Team.
· Liaison Between Business Stakeholders and Scrum Team
· The Product Owner continuously communicates with business stakeholders such as managers, customers, and end-users to understand their requirements, pain points, and priorities.
· At the same time, the PO works closely with the Scrum Team, including Developers, Testers, and the Scrum Master, to clarify requirements, answer questions, and ensure that the team is always working on the most valuable items.
· By acting as the single point of contact, the PO keeps all areas of the business informed about the project’s progress, upcoming releases, and product roadmap.
· This bridging role reduces misunderstandings, aligns business goals with technical implementation, and ensures transparency throughout the project.
· Developing Vision of the Product
· Another important responsibility of the Product Owner is to develop a clear vision of the product’s function, purpose, and operation.
· The vision serves as the guiding principle for the Scrum Team and helps them understand why a feature is being built, not just what needs to be built.
· A well-defined vision also inspires the team and keeps stakeholders aligned with long-term objectives.
· Defining Product Features and Creating Product Backlog Items
· Based on the product vision and stakeholder input, the PO defines high-level product features.
· These features are then broken down into smaller, actionable Product Backlog Items (PBIs) such as epics and user stories.
· Each backlog item is prioritized based on business value, urgency, and technical feasibility, ensuring that the most important features are delivered first.
· The PO also ensures that backlog items are refined with acceptance criteria, estimated effort (CP), and clear definition of done.








Document 5: Product and sprint backlog and product and sprint burndown charts
Product Backlog:
	User Story ID
	User Story
	Tasks
	Priority
	BV
	CP 
	Sprint

	US01
	Create Quotation from customer letter
	Create quotation form, link with letter
	High
	15
	3
	Sprint 1

	US02
	Inward Entry
	Record client/project details, generate inward number
	High
	20
	4
	Sprint 1

	US03
	Report Generation
	Enter readings, auto-generate report
	High
	20
	5
	Sprint 1

	US04
	Digital Approval
	Approve/reject report with comments
	High
	15
	4
	Sprint 2

	US05
	Bulk Printing
	Print multiple approved reports together
	Medium
	10
	3
	Sprint 2

	US06
	Search Reports
	Search by inward no., client, or date
	Medium
	10
	2
	Sprint 3

	US07
	Dashboard
	Show productivity, pending work, reports
	Medium
	10
	4
	Sprint 3












Sprint Backlog:
	User Story ID
	User Story
	Tasks
	Owner
	Status
	Estimated Effort

	US01
	Create Quotation from customer letter
	Create quotation form, link with letter
	Mr. Rushikesh
	In Progress
	8 Hrs.

	US02
	Inward Entry
	Record client/project details, generate inward number
	Mrs. Neha
	Done
	12 Hrs.

	US03
	Report Generation
	Enter readings, auto-generate report
	Mrs. Vaishanavi
	Pending
	16 Hrs.
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Document 6: Sprint Meetings
Meeting type 1: Sprint planning meeting
	Date 
	11/09/2025

	Time 
	10:00 AM - 12:00 PM

	Location
	Conference room (APT IT Solution)

	Prepared By
	Scrum Master

	Attendees
	Product owner, Scrum master, Development team



Agenda Topics
	Topic
	Presenter
	Time Alloted

	Introduction & Sprint Goal Discussion
	Product Owner
	15 Min.

	Review of Product Backlog Items
	Product Owner
	30 Min.

	Estimation of User Stories
	Development Team 
	30 Min.

	Task Breakdown and Assignment 
	Development Team
	20 Min.

	Capacity Planning and Final Commitment
	Scrum Master 
	20 Min.



Other Information
	Observer
	Stakeholders

	Resources
	Product Backlog, Estimation Card, Sprint Board

	Special Notes
	Team committed to 6 backlog items, Sprint goal finalized and agreed by all




Meeting Type 2: Sprint review meeting
	Date 
	25/09/2025

	Time 
	03:00 PM – 4:30 PM

	Location
	Conference room/Zoom (APT IT Solution)

	Prepared By
	Product Owner

	Attendees
	Product Owner, Scrum Master, Development Team, Key Stakeholders, QA



	Sprint Status
	Things to Demo
	Quick Updates
	What’s Next

	3 out of 7 backlog items completed, 4 carried forward to next sprint
	· Generate Quotation functionality
· Demonstration of new Reporting Feature
· Inward Entry Module
	Stakeholders suggested adding export-to-PDF option; minor UI changes required
	Add pending backlog item to Sprint 2; prioritize export-to-PDF feature; backlog reprioritization planned




Meeting Type 3: Sprint retrospective meeting
	Date 
	27/09/2025

	Time 
	04:00 PM – 5:00 PM

	Location
	Conference room/Zoom (APT IT Solution)

	Prepared By
	Scrum Master

	Attendees
	Product Owner, Scrum Master, Development Team, QA




	Agenda
	What went well
	What didn’t go well
	Questions
	Reference

	Sprint Reflection & Process Improvement
	3 out of 7 user stories completed successfully Team collaboration was good Communication with PO was clear and timely
	1 story (Report Generation ) carried forward Testing faced delays due to environment issues  
	1. How can we plan better for complex stories like report generation? 
2. How to ensure test environment is stable from day one?
	Action items noted in Confluence; Environment fixes assigned to QA Re-estimation process improved for Sprint 2















[bookmark: _GoBack]Meeting Type 4: Daily Stand-up Meeting
	Question
	Name/Role
	Week 1 (01/09/2025 to 07/09/2025)

	
	
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Sunday

	What did you do yesterday?
	Mr. Rushikesh(Developer
	Completed quotation form design
	Linked quotation with letter
	Fixed quotation validation errors
	Updated UI for quotation
	Reviewed completed stories
	-
	-

	
	Mrs. Neha(Developer)
	Entered inward details for 3 clients
	Generated inward numbers
	Validated client/project entries
	Updated inward module
	Peer tested inward entries
	-
	-

	
	Mr. Pratik(Developer)
	Created draft report template
	Entered test readings
	Auto-generated sample report
	Fixed formatting issues
	Coordinated with QA for review
	-
	-

	What will you do today?
	Mr. Rushikesh(Developer
	Link quotation with inward module
	Test quotation workflow
	Finalize quotation feature
	Support QA in testing
	Close pending quotation story
	-
	-

	
	Mrs. Neha(Developer)
	Validate inward entries
	Prepare inward test data
	Document inward workflow
	Assist QA for defects
	Close inward module
	-
	-

	
	Mrs. Shreya(Developer)
	Refine report template
	Add approval option
	Integrate with dashboard
	Prepare for demo
	Support sprint review
	-
	-

	What(if any) is blocking your progress
	Mr. Rushikesh(Developer
	None
	Testing environment issue
	Resolved environment issue
	None
	None
	-
	-

	
	Mrs. Neha(Developer)
	Waiting for test data
	Dependency on report module
	None
	None
	None
	-
	-

	
	Mrs. Vaishnavi(Developer)
	Dependency on QA test environment
	Delay in sample data
	Fixed data issue
	None
	None
	-
	-
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