AGILE DOCUMENTS

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:

Produced code for presumed functionalities

Code adheres to coding standards

Code follows best practices

Code is modular and maintainable

Assumptions of User Story met

User Story is well-defined and understood

Assumptions documented and validated

Project builds without errors

Build process is automated

Build artifacts are versioned and tagged

Unit tests written and passing

Code coverage meets project standards

Test cases cover edge cases and common scenarios

Project deployed on the test environment identical to the production platform

Configuration consistency between environments

Data in the test environment is representative of production data

Tests on devices/browsers listed in the project assumptions passed

Cross-browser testing performed

Compatibility with different devices and screen sizes ensured

Feature ok-ed by UX designer

Design consistency across the application

Usability testing conducted

QA performed & issues resolved

Comprehensive testing, including functional, performance, and security testing

All identified issues are documented and addressed

Feature is tested against acceptance criteria

Acceptance criteria are clear and met

Any deviations documented and justified

Feature OK-ed by Product Owner

Product Owner has reviewed and approved the implemented feature

Any feedback or changes addressed

Refactoring completed

Code refactoring adheres to coding standards

Refactoring improves code quality and maintainability

Any configuration or build changes documented

Changes to configuration files documented

Build process changes documented and communicated

Documentation updated

README files are updated

User documentation is revised

Peer Code Review performed

Code reviews are documented

Feedback addressed and acknowledged

Document 2- Product Vision

	Scrum Project Name:
	Customer Relationship Management

	Venue:
	Bangalore

	Date:
	Start time:

20-01-2024
	End time:

27-12-2024
	Duration:

1 year

	Client:
	ABC Company

	Stakeholder list:
	Project Stakeholders:
- BA
- Project manager
- Development team
- Tech expert
- Testing team
- Operations (Network, training)

-UI designer
	Business Stakeholders:  
- Project manager
- Business owner 
- Business Sponsor
- Operation team
- Subject Matter Expert
	3rd Party Stakeholders
-Auditors
- Legal team
- Outsource
- Vendor
- Manufacturer

	
	
	
	

	
	
	
	

	Scrum Team

	Scrum Master:
	Deep
	
	

	Product owner:
	Moon
	
	

	Scrum Developer 1:
	Sankha
	
	

	Scrum Developer 2:
	Raj
	
	

	Scrum Developer 3:
	Pitu
	
	

	Scrum Developer 4:
	Devi
	
	

	Scrum Developer 5:
	Rahul
	
	

	UI Designer:
	Rup
	
	

	Tester
	Reek
	
	

	Business Analyst:
	Sourav
	
	


	Vision: To empower sales and marketing teams with the tools and data they need to build stronger customer relationships and achieve business objectives

	Target group

To empower sales and marketing teams
	Needs

This presentation will demonstrate how implementing a CRM system can transform your customer interactions, streamline your business processes, and drive sustainable growth
	Product

leveraging the power of CRM

	Value

This presentation will outline the key benefits of a CRM implementation, including improved sales performance, enhanced marketing effectiveness, and a more efficient customer service operation.




Document 3: User stories

User Stories are short simple stories used to describe the functionality/requirements of the client from the user’s perspective. It shows the world on how the User’s side is and it simplifies the requirements description.

Business Value (BV)- BV is how important is this feature (User story) to the Business

Complexity Points (CP)- Complexity points are the efforts used for the developers to write the code and the time spent for the requirement. It is rated as per the CP points known as Poker cards.

Acceptance criteria- While User stories aim at describing what exactly the user wants the system to do, the goal of acceptance criteria is to explain the conditions that a specific user story must satisfy.

Acceptance criteria are the conditions that a software product must meet to be accepted by the user, a customer, or other systems. They are unique for each user story and define the feature’s behaviour from the end user’s perspective and how we can achieve it.

	User story No: 1
	Tasks: 1
	Priority: HIGH

	Value statement:

As a sales rep, I want to add new leads to the CRM

	BV: 100
	CP: 3

	Acceptance criteria:

- Form captures name, contact, company
- Lead is saved and viewable in the lead list



	User story No: 2
	Tasks: 2
	Priority: HIGH

	Value statement:

As a sales manager, I want to view my team's sales pipeline.

	BV: 200
	CP: 5

	Acceptance criteria:

- Pipeline shows stages
- Filter by rep
- Values are aggregated



	User story No: 3
	Tasks: 2
	Priority: HIGH

	Value statement:

As a sales rep, I want to receive follow-up reminders.

	BV: 200
	CP: 5

	Acceptance criteria:
- Reminders appear via notification/email
- Based on set dates


	User story No: 4
	Tasks: 2
	Priority: MEDIUM

	Value statement:

As a sales rep, I want to log communication with clients.

	BV: 50
	CP: 3

	Acceptance criteria:

- Can log calls, emails, notes

- Entries timestamped and linked to contact




	User story No: 5
	Tasks: 2
	Priority: MEDIUM

	Value statement:

As a sales manager, I want to set sales targets.

	BV: 50
	CP: 3

	Acceptance criteria:

- Targets assigned per user/month
- Dashboard reflects progress


	User story No: 6
	Tasks: 2
	Priority: HIGH

	Value statement:

As a marketer, I want to segment customers for campaigns.

	BV: 200
	CP: 5

	Acceptance criteria:

- Can filter by behavior, industry, etc.
- Save and apply segments


	User story No: 7
	Tasks: 2
	Priority: HIGH

	Value statement:

As a marketer, I want to track email opens/clicks.

	BV: 200
	CP: 5

	Acceptance criteria:

- Open/click data available per campaign

- Metrics displayed in dashboard



	User story No: 8
	Tasks: 2
	Priority: MEDIUM

	Value statement:

As a marketer, I want to automate email campaigns.

	BV: 50
	CP: 8

	Acceptance criteria:

- Schedule & trigger options
- Emails sent on trigger



	User story No: 9
	Tasks: 2
	Priority: MEDIUM

	Value statement:

As a marketer, I want to track lead source.

	BV: 50
	CP: 5

	Acceptance criteria:

- Source auto-captured on lead creation
- Filterable in lead list



	User story No: 10
	Tasks: 2
	Priority: High

	Value statement:

As a marketer, I want to score leads based on activity.

	BV: 200
	CP: 8

	Acceptance criteria:

- System auto-assigns score
- Visible on lead profile



	User story No: 11
	Tasks: 2
	Priority: HIGH

	Value statement:

As a support agent, I want to view customer history.

	BV: 100
	CP: 3

	Acceptance criteria:

- History shows tickets, emails, calls
- Ordered chronologically


	User story No: 12
	Tasks: 2
	Priority: MEDIUM

	Value statement:

As a support manager, I want to track ticket resolution time.


	BV: 50
	CP: 5

	Acceptance criteria:

- Average resolution time displayed
-Metrics tracked by ticket



	User story No: 13
	Tasks: 2
	Priority: HIGH

	Value statement:

As a customer, I want to submit a support request.

	BV: 200
	CP: 3

	Acceptance criteria:

- Form accessible from portal
- Confirmation sent to user


	User story No: 14
	Tasks: 2
	Priority: MEDIUM

	Value statement:

As a support agent, I want to assign tickets to departments.

	BV: 50
	CP: 3

	Acceptance criteria:

- Drop-down with departments
- Assignment reflected in dashboard



	User story No: 15
	Tasks: 2
	Priority: MEDIUM

	Value statement:

As a support agent, I want to send ticket status updates.

	BV: 50
	CP: 3

	Acceptance criteria:

- Status updates trigger notifications
- History of status changes logged


	User story No: 16
	Tasks: 2
	Priority: MEDIUM

	Value statement:

As an admin, I want to manage user accounts.


	BV: 50
	CP: 3

	Acceptance criteria:

- Create/edit/delete users
- Role assignment option


	User story No: 17
	Tasks: 2
	Priority: HIGH

	Value statement:

 As an admin, I want to set role-based access.

	BV: 100
	CP: 5

	Acceptance criteria:

- Roles define access to CRM sections
- Users limited by assigned roles

	User story No: 18
	Tasks: 2
	Priority: HIGH

	Value statement:

As an admin, I want to customize CRM fields.

	BV: 200
	CP: 8

	Acceptance criteria:

- Admin UI to add/edit/remove fields
- Changes reflected in forms

	User story No: 19
	Tasks: 2
	Priority: MEDIUM

	Value statement:

As an admin, I want to export performance reports.

	BV: 50
	CP: 5

	Acceptance criteria:

- Reports exportable to CSV/PDF
- Include filters (date/user)

	User story No: 20
	Tasks: 2
	Priority: HIGH

	Value statement:

As an admin, I want to integrate with 3rd-party tools.


	BV: 200
	CP: 13

	Acceptance criteria:

- Connect to email/calendar apps
- Sync works both ways

	User story No: 21
	Tasks: 2
	Priority: LOW

	Value statement:

As a user, I want to search for contacts quickly.

	BV: 10
	CP: 2

	Acceptance criteria:

- Search by name, email, company
- Instant results with partial match

	User story No: 22
	Tasks: 2
	Priority: HIGH

	Value statement:

 As a user, I want to view dashboards and KPI

	BV: 100
	CP: 5

	Acceptance criteria:

- Customizable widgets
- Auto-refreshing data

	User story No: 23
	Tasks: 2
	Priority: MEDIUM

	Value statement:

As a user, I want to receive alerts for key events.

	BV: 50
	CP: 5

	Acceptance criteria:

- Alerts via in-app/email
- Configurable by user

	User story No: 24
	Tasks: 2
	Priority: MEDIUM

	Value statement:

As a user, I want to tag and categorize contacts.

	BV: 50
	CP: 3

	Acceptance criteria:

- Add/edit/delete tags
- Filter contacts by tags

	User story No: 25
	Tasks: 2
	Priority: HIGH

	Value statement:

As a user, I want mobile CRM access.


	BV: 100
	CP: 8

	Acceptance criteria:

- Mobile UI adapts to screen
- Key features accessible



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 - Market analysis is a detailed assessment of your business's target market and the competitive landscape within a specific industry. This analysis lets you project the success you can expect when you introduce your brand and its products to consumers within the market. 

➢ Enterprise Analysis - Enterprise Analysis is the identification of business opportunities, development and maintenance of a business architecture, and the determination of optimum project investment. The most significant result that can come from effective enterprise analysis would be a business meeting its strategic goals 

➢ Product Vision and Roadmap - “Product Vision specifies the What and Why of the product, while Product Strategy elaborates how to realize the vision with a specific approach, and provides a roadmap showing a timeline for executing the strategy.
➢ Managing Product Features 

Market research & user research.

Idea management.

Technical specifications.

Road mapping.

Prioritization.

Product development.

MVP release and customer feedback collection and iterations.

➢ Managing Product Backlog 

Review the backlog before the iteration planning meeting to ensure that the prioritization of tasks is correct and that the previous feedback has been implemented.

When the backlog gets larger, you must categorize the backlog items into short-term/ near-term and long-term.

Delete items that aren’t required and keep the ones that aren’t ready to be off the backlog.

Do not add tasks unless planned. 

Make prioritization of the backlog tasks a priority!



➢ Managing Overall Iteration Progress 

An iteration manager manages the work done by one team within an iteration, although there might be some coordination with other teams. An iteration manager helps to optimize the efficiency of the team. People on software development teams tend to like to focus on their tasks

Set iteration goals. The future iteration's goal or a new feature may come from a user request, from the customer, or a priority order/list. ...

Estimate user stories. ...

Establish capacity. ...

Planning steps – internal priority. ...

From stories to tasks.

❖ From this project I have learned how to handle sprint meetings such as 

➢ Sprint planning meeting - Which requirements to be undertaken and can be delivered withing the scrum time framework

➢ Daily scrum meeting - This usually lasts for less than 10 min where each team member informs what they did and what they are working on.
➢ Sprint review meeting - Finished work is shown to the stakeholders, customers and or the users who provide the feedback. Based on the response to the finished work, the product owner will add, remove or adjust prioritizes of product backlog items.

(Scrum master, Product owner, development team)

➢ Sprint retrospective meeting - Entire team gathers in a room and discusses the burn down chart and what went right and what went wrong

➢ Backlog refinement meeting - During this meeting, the product owner and the Scrum team look at the remaining product backlog items. The product owner may re-prioritize product backlog items. Scrum team members then plan a new sprint based on which item is at the top of the list.


❖ Also, User stories creation and what things will be included in user stories such as 

User Story

As a [type of user], I want [an action or feature] , So that [benefit or value].

For example:

As a website visitor,I want to be able to reset my password, So that I can regain access to my account.

Tasks

List of specific tasks required to complete the user story. These are the individual steps or actions that need to be taken to implement the feature.

For example:

Implement "Forgot Password" button on login page , Create a secure password reset mechanism ,Send confirmation email to the user

Priority

Indicates the importance or urgency of the user story in the context of the overall project. Priorities are usually categorized as high, medium, or low.

For example:

High priority: Critical for the next release

Medium priority: Important but can wait for the next iteration

Low priority: Nice to have, can be considered later

Acceptance Criteria

A set of conditions or criteria that must be met for the user story to be considered complete. These criteria help ensure that the implemented feature meets the user's expectations.


For example:

User receives a password reset email

Clicking the reset link takes the user to a secure page

User can successfully set a new password

Business Value

Describes the value that the user story brings to the business or end-user. It helps prioritize features based on their impact.

For example:

High business value: Increases user engagement and satisfaction

Medium business value: Adds a useful feature but not critical

Low business value: Nice-to-have, minimal impact on users

Complexity Points

An estimation of the complexity or difficulty of implementing the user story. Complexity points are often used in Agile methodologies for capacity planning and sprint commitments.


For example:

1-3 points: Low complexity, straightforward implementation

5-8 points: Medium complexity, may require some effort

13+ points: High complexity, may involve significant challenges

❖ In Scrum, a product owner serves as the liaison between multiple areas of an organization. This person communicates with business stakeholders and collaborates closely with Scrum teams to keep all areas of the business informed on a project's development. 

❖ The product owner develops a vision of a product's function and operation, which in turn allows this Scrum team member to define product features and break those features into product backlog items.



Document 5: 

Product and sprint backlog and product and sprint burn-down charts 

Product backlog:

A product backlog is a list of the new features, changes to existing features, bug fixes, infrastructure changes, or other activities that a team may deliver in order to achieve a specific outcome.

It should be cheap and fast to add a product backlog item to the product backlog, and it should be equally as easy to remove a product backlog item that does not result in direct progress to achieving the desired outcome or enable progress toward the outcome.

Product backlog items take a variety of formats, with user stories being the most common. The team using the product backlog determines the format they chose to use and looks to the backlog items as reminders of the aspects of a solution they may work on.

	User story ID
	User story
	Tasks
	Priority
	BV
	CP
	Sprint

	US001
	As a sales rep, I want to add a new lead
	Design form, Back end API, Validation
	High
	100
	5
	1

	US002
	As a manager, I want to view sales reports
	Report UI, Data aggregation, Export to PDF
	Medium
	50
	8
	2

	US003
	As a user, I want to receive email notifications
	Email template, Notification system
	MEDIUM
	50
	5
	1

	US004
	As admin, I want to manage user roles
	Role UI, Role DB setup, Permissions config
	LOW
	10
	7
	3

	US005
	As a user, I want to search leads by name and email
	Search bar, Backend filter, Indexing
	High
	200
	6
	2


Sprint backlog:

The Sprint Backlog is composed of the Sprint Goal (why), the set of Product Backlog items selected for the Sprint (what), as well as an actionable plan for delivering the Increment (how).

The Sprint Backlog is a plan by and for the Developers. It is a highly visible, real-time picture of the work that the Developers plan to accomplish during the Sprint in order to achieve the Sprint Goal. Consequently, the Sprint Backlog is updated throughout the Sprint as more is learned. It should have enough detail that they can inspect their progress in the Daily Scrum.

	User story ID
	User story
	Tasks
	Owner
	Status
	Estimated effort

	US001
	Add a new lead
	Design form
Backend API
Validation

	Moon
Rup
Reek
	In Progress
Not started
Not started
	4
6
2

	US003
	Email notifications
	Email template
Notification system

	Sankha
Raj
	Completed
In Progress
	3
5



Product burndown Chart

A product burn-down chart shows how much work remains for the entire project, whereas a sprint burn-down chart shows how much work remains in a specific iteration. A product burndown chart collects a larger amount of data.
Sprint burndown Chart

It can be used to track the total work remaining in the sprint, and to project the likelihood of achieving the sprint goal. By tracking the remaining work throughout the sprint, a team can manage its progress, and respond to trends accordingly.
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                    Burnup Report
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Sprint Burndown Report
Document 6: Sprint meetings

The Sprint Planning meeting is a key Scrum event that kicks off a new sprint. It sets the direction for the team’s work over the upcoming sprint (typically 1–4 weeks long). Here's a summary of what happens:

Purpose:

To define what will be delivered in the upcoming sprint and how it will be done

Participants:

Product Owner (PO) – clarifies and prioritizes the backlog.
Scrum Team (Developers) – selects and commits to the work.
Scrum Master – facilitates the meeting and ensures Scrum practices are followed.

Inputs:

Product Backlog (ordered list of work)
Team capacity for the sprint
Past performance (velocity), if known.

What Happens:

Define the Sprint Goal
Select Backlog Items
Create a Plan
Team Commitment

Time-box
Maximum of 8 hours for a 1-month sprint.
Typically shorter for shorter sprints (2–4 hours for a 2-week sprint).


Output:

Sprint Goal
Sprint Backlog (list of tasks/user stories)
Initial plan for delivering the work.


Sprint Planning meeting

	Date
	27-12-2024

	Time
	11.00 am to 01.00 pm

	Location
	Begur, Bangalore

	Prepared By
	Sourav

	Attendees
	Deep
	Scrum Master

	
	Moon
	Product Owner

	
	Sankha
	Dev 1

	
	Raj
	Dev 2

	
	Sourav
	BA

	
	Rup
	UI Designer

	
	Reek
	Tester


Agenda Topics

	Topic
	Presenter
	Time allotted

	Scopes
	Sourav
	11.00 am to 11.15 am

	Strategy & planning 
	SM, BA, PO
	11.15 am to 11.30 am

	Resource Management
	Scrum Master
	11.30 am to 11.50 pm

	Billing & in voices
	BA
	11.50 am to 12.00 pm

	GD
	Product Owner
	12.00 pm to 01.00 pm



Other Information

	Observers
	Tester team, SME

	Resources
	Manpower: business stakeholder from XYZ, BA, developer & developer & another project team

Time: 1 year

Budget: Rs. 1cr

Other: Database, Internet, Past transaction History, Reports

	Special Notes
	Clients would be on boarded virtually from the Legacy tool


Sprint review meeting

	Date
	20th Oct 2024

	Time
	11.00 am to 1.00 pm

	Location
	Begur, Bangalore

	Prepared By
	Sourav

	Attendees
	Deep
	SM

	
	Moon
	PO

	
	Sankha
	Dev 1

	
	Raj
	Dev 2

	
	Pitu
	Dev 3

	
	Reek
	Tester

	
	Rup
	Tester


	Sprint status
	Things to demo
	Quick updates
	What’s next

	Sprint 1: Done 
	Login screen for CRM
	All features enable
	Deploy in live environment



Sprint retrospective meeting

	Date
	20th Oct 2024

	Time
	11.00 am to 1.00 pm

	Location
	Begur, Bangalore

	Prepared By
	Sourav

	Attendees
	Deep
	SM

	
	Moon
	PO

	
	Sankha
	Dev 1

	
	Raj
	Dev 2

	
	Pitu
	Dev 3

	
	Reek
	Tester

	
	Rup
	Tester


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

	Sprints analysis
	All the sprint backlog covered in time.

Sign-off taken for first iteration


	Had issue while approval module code
	UAT, and unit testing has to complete
	SME, PO





Daily Stand-up meeting

	Question
	Name/Role
	Week “X” (from dd-mm-yyyy to dd-mm-yyyy)

	
	
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Sunday

	What did you do yesterday?
	Developer 1

Developer 2

Developer 3


	Have worked in login page
	Completed login page
	Login page completed
	Completed searching page
	Search option completed
	NA


	NA



	What will you do today?
	Developer 1

Developer 2

Developer 3


	Have to complete by today
	Re coding login has some errors
	Code on searching train
	Recoding error codes
	Booking tickets option
	NA


	NA



	What (if any) is blocking your progress?
	Developer 1

Developer 2

Developer 3


	Few bugs
	Nope
	Few bugs
	Nope
	Few bugs
	NA


	NA




