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Agile Documents

Document 1: Definition of Done
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)

Acceptance Criteria are predefined conditions that a product or feature must meet to be accepted by the product owner, stakeholders, or customer. They are specific, measurable, and testable statements that define what "done" means for a user story or task in Agile development. 

	
	Acceptance Criteria
	Context from Project (Mapped to CAMS Agile Goals)

	1
	Functionality implemented as per user story
	Features like agent onboarding, commission calculation, agent movement must reflect exact user story functionality.

	2
	Acceptance criteria defined in user stories are met
	Agent of Channel Type 3 should receive RYC as per X rate this should be verifiable.

	3
	Automated validations integrated
	KYC checks, onboarding verification, and training compliance must be system triggered.

	4
	Manual dependency eliminated or minimized
	Workflows like designation movement, reversal, and approvals should be automated or system-guided.

	5
	Integrated with existing CAMS modules
	Seamless data exchange with CAMS backend and its backward compatibility ensured.

	6
	Unit & integration testing passed
	Code for features like the commission engine, agent portal must pass all automated tests.

	7
	Tested across multiple browsers and devices
	As you conducted testing on Chrome, Edge, Firefox this ensures functionality works across supported environments.

	8
	Feature signed off by Product Owner
	After QA validation and demo to stakeholder’s sign-off confirms business alignment.

	9
	Configuration changes documented
	Commission slabs, onboarding rules, and training flows must be version controlled and documented.

	10
	Peer code review completed
	Code review ensures maintainability and adherence to coding standards.

	11
	Regression tested with no impact on other modules
	Onboarding automation must not break agent movement or RYC processing.

	12
	Feature deployed in UAT identical to production
	Deployment pipeline ensures QA/UAT mirrors production (CI/CD use).

	13
	System response time < 2 seconds for dashboards
	Performance benchmark defined in success criteria for stakeholder usage.

	14
	Dashboards and notifications function as expected
	Real-time dashboards for agents, ops, and sales show up-to-date status.

	15
	Stakeholder feedback addressed in sprint
	Retrospective feedback is reviewed and issues resolved in subsequent sprint.

	16
	Documentation updated
	Agent journey documentation, onboarding SOP, and FAQ need regular updates.

	17
	Security and compliance checks passed
	IRDAI compliance modules, sensitive data security validated.

	18
	Freelook reversal logic handled correctly per channel
	Rule engine handles reversal logic differently for each channel (Agency, Banka, CC).

	19
	Training conducted for Go-live readiness
	All ops/sales/HR teams trained during UAT phase as per Go-live dependency.

	20
	All post-deployment issues resolved within 48 hours
	Matches success metric for issue resolution in first 30 days.



· Quality criteria (to satisfy quality requirements for a product) 

Quality Criteria specific to the TATA AIA CAMS Agile Project, designed to ensure the product meets quality expectations for users, business stakeholders, compliance bodies (like IRDAI), and technical teams.

	
	Quality Criteria
	Explanation / Relevance to CAMS Project

	1
	Accuracy of Commission Calculations (≥95%)
	FYC, RYC, and reversal logic must produce correct outputs as per updated business rules across all channels (Agency LP, Banka HB, CC).

	2
	System Performance (<2 sec response time)
	Dashboards for agents, HR, and sales must load in under 2 seconds to ensure real-time usability.

	3
	Cross-Browser & Device Compatibility
	CAMS web modules and agent portals must be tested and functional on Chrome, Edge, Firefox, and major mobile browsers.

	4
	Zero Critical Defects in UAT & Production
	Before Go-live, the system should not have any open high/critical severity defects from QA or business teams.

	5
	Compliance Readiness (IRDAI Guidelines)
	All onboarding, training, and policy handling must follow IRDAI mandates (training status sync, agent eligibility rules).

	6
	Data Integrity and Accuracy
	Uploaded Excel files, agent details, and commission tables must retain data integrity throughout workflows (no corruption, duplication, or mis-mapping).

	7
	Automated Workflow Success Rate (≥98%)
	CRs for agent movement, training status update, and commission rollback should execute end-to-end without manual intervention.

	8
	Security & Privacy Compliance
	Agent personal and financial data must be protected through authentication, role-based access, and penetration-tested interfaces.

	9
	Audit Trails & Logging Available
	Every action such as onboarding approval, movement change, or commission update must be logged with timestamps and user details for audit readiness.

	10
	Stakeholder Satisfaction (≥90%)
	Internal users (sales, ops, HR) must report positive feedback in UAT surveys or feedback sessions.

	11
	Regression Stability
	New CRs or enhancements like onboarding automation or commission engine revamp must not break any existing features in CAMS.

	12
	Configurability of Rule Engine
	Commission logic must be rule-driven not hard-coded and allow quick updates per channel per designation without full redeployment.

	13
	Deployment Success with Zero Downtime
	CAMS enhancements must go live without business interruption, using blue, green or phased rollout via CI/CD.

	14
	Accessibility and Usability
	Screens and workflows must be designed to support easy navigation, including mobile friendly design for agents.

	15
	Training & Support Availability
	Proper user training and documentation must be provided to ensure successful post-deployment operations.




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 Status (Yes, No, WIP, NA, Rework, Review)
	
	DoD Item
	Checklist Description (TATA AIA CAMS Context)
	Status

	1
	Produced code for presumed functionalities
	Functionality implemented for FYC/RYC logic, onboarding, agent movement.
	Yes

	2
	Assumptions of User Story met
	All business rules, designations, and channel-specific logic validated as per story assumptions.
	Yes

	3
	Project builds without errors
	Build successful on CI/CD pipeline, no compile or integration errors in software.
	No

	4
	Unit tests written and passing
	Unit test coverage implemented for commission engine, onboarding workflows, movement rules.
	Review

	5
	Project deployed on the test environment identical to production platform
	UAT/test deployment mirrors production in terms of data, configuration, and environment settings.
	WIP

	6
	Tests on devices/browsers listed in the project assumptions passed
	CAMS tested across Chrome, Edge, Firefox and on mobile browser for agent portal.
	Yes

	7
	Feature ok-ed by UX designer
	UI/UX for agent onboarding, dashboards, and portals reviewed and approved by design team.
	Rework

	8
	QA performed & issues resolved
	QA has validated functionality all critical/major bugs are resolved before story closure.
	Yes

	9
	Feature is tested against acceptance criteria
	All acceptance criteria for the user story are covered and verified via functional and regression tests.
	Yes

	10
	Feature ok-ed by Product Owner
	Demoed to Product Owner and Product owner has approved the story during sprint review.
	No

	11
	Refactoring completed
	If any technical debt or clean-up is needed from legacy CAMS logic it is addressed during the sprint.
	Yes

	12
	Any configuration or build changes documented
	Config file changes, DB mapping changes, and build scripts updated in documentation.
	WIP

	13
	Documentation updated
	User manual, SOPs, onboarding steps, movement logic, and training process documentation revised.
	WIP

	14
	Peer Code Review performed
	Code reviewed and merge requests and approved by at least one team member.
	No





Document 2 Project Vision
A Project Vision Document is a high-level summary that defines the purpose, goals, and direction of a project. It acts as a guiding reference for all stakeholders by outlining what the project aims to achieve, who the target users are, what problems it solves, and how it adds business value. 
It typically includes key elements such as the product vision, target audience, market needs, benefits, and unique features of the solution.
In an Agile context, such as the TATA AIA CAMS project, the project vision document helps align the Scrum Team, Product Owner, and stakeholders on a shared understanding of the product goals such as automating agent onboarding, improving commission accuracy, or ensuring compliance with IRDAI regulations. 
It ensures that all development efforts contribute toward delivering value that meets business objectives and user needs. 
Scrum Project Name: TATA AIA Agent Onboarding & Commission Automation using Agile
	Field
	Details

	Scrum Project Name
	TATA AIA Agent Onboarding & Commission Automation using Agile

	Venue
	Mumbai

	Date
	07, July 2025 

	Start Time
	07, July 2025 10.00am

	End Time
	07, Oct 2025 18.00pm

	Duration
	3 Months

	Client
	TATA AIA Life Insurance Company Ltd.

	Stakeholder List
	· People – Project team members from client community and ITS
· Business Stakeholders: Sales Leaders, Operations Heads, Risk & Compliance Officers
· Technical Team (ITS): Scrum Master, Product Owner, Developers, QA Engineers, Data Analysts
· Support Roles: IRDAI Compliance SME, CAMS System Administrator, Training Coordinator
· Vendor Partner Team: Solution Architect, Implementation Consultant, Support Engineer






	
Vision: -To modernize and automate TATA AIA’s CAMS system to enhance agent onboarding, commission 
accuracy, agent movement, and regulatory compliance using Agile delivery.


	Target Group
	Needs
	Product 
	Value

	
Which market segment does the product address? 
Answer: - Indian Life Insurance Market (Private sector)
Insurance agency channels (Agency LP, Banka HB, Corporate CC)
	
What problem does the product solve? 
Answer: - Manual onboarding and commission processes are slow, error-prone, and not scalable. Lack of real-time visibility for agents and stakeholders.
	
What product is it? 
Answer: - Agile-enhanced Channel Administration & Management System (CAMS) with AI-enabled onboarding, rule-based commission engine, and real-time dashboards.
	
How is the product going to benefit the company? 
Answer: - Faster onboarding improves agent recruitment. Accurate commission boosts trust. Real-time dashboards improve decision-making and compliance alignment.

	
Who are the target users and customers? 
Answer: - Internal: Sales teams, Operations, HR, Compliance, CAMS Admins
External: Onboarded insurance agents across India
	
Which benefit does it provide? 
Answer: - Automation reduces errors and processing time, increases transparency, enables faster agent activation, and improves satisfaction across business units.
	
What makes it desirable and special? 
Answer: - Combines compliance (IRDAI-ready), automation, and user self-service features. Customizable rule engine and role-based access make it scalable and secure.
	
What are the business goals? 
Answer: - 
- 80% reduction in onboarding time
- 95% accuracy in commission
- 70% reduction in reversal errors
- Regulatory readiness
- Positive stakeholder feedback

	
	
	
Is it feasible to develop the product? 
Answer: - Yes, Backed by Agile delivery, cross-functional teams, sprint-based execution, and proven integration with legacy CAMS, IRDA, and internal systems.
	
What is the business model? 
Answer: - Enterprise / service type model: Productivity improvement, compliance assurance, and operational efficiency gains with measurable ROI through cost/time savings.








Document No 3 User stories
A user story is a short, simple description of a feature or functionality from the end user's point of view, used in Agile development to define requirements.
In Agile projects of TATA AIA CAMS, user story priority is set by the Product Owner, based on business value, urgency, stakeholder input, dependencies, and technical effort. 
Common prioritization methods include the MoSCoW method (Must, Should, Could, Won’t) and BV Business value vs CP Complexity point / SP (Story point), where stories with high value and low effort are given top priority. Stakeholders provide input, while the Scrum Team offers technical insight, but the final decision lies with the Product Owner. Priorities are regularly reviewed during backlog grooming or sprint planning to ensure alignment with business goals.
Business Value (BV) in Agile represents the importance or impact a user story has on achieving business goals such as efficiency, compliance, revenue, or user satisfaction. BV is primarily set by the Product Owner, often in consultation with stakeholders like Sales, Operations, HR, or Compliance, who understand the business priorities. It is typically assigned using methods like currency note technique (10,20,50,100,200,500,2000 Rs). The chosen method depends on the project context. In the TATA AIA CAMS project, for example, automating agent onboarding might have a high BV due to its direct impact on reducing errors and accelerating activation, whereas cosmetic UI changes may have low BV. Setting BV correctly helps the team prioritize the most valuable features during sprint planning.
In the TATA AIA CAMS Agile project, Story Points (or Complexity Points) are used by the Scrum Team to estimate the effort and complexity involved in completing each user story. These points reflect not just development time, but also the level of logic, integration, testing, and uncertainty involved. For example, automating agent onboarding might be assigned 5 story points due to moderate effort and known integrations, while implementing the commission rule engine may be rated 13 points because of its complex business logic and channel-wise rules. The development team assigns these points during backlog refinement or sprint planning using methods such as Planning Poker, Fibonacci scale like 1, 2, 3, 5, 8, 13 where each member selects a point value and then discusses to reach consensus. This collaborative estimation process ensures the team shares a common understanding of the work, while the Product Owner helps clarify business context but does not influence the estimate directly.
User story: -1
	User Story No: US-001
	Tasks: Design onboarding form, integrate with database, implement form validation
	Priority: High

	Value Statement:
As a User (Manager HR),
I want to onboard agents through an automated form,
so that I can reduce manual errors and processing time.

	BV:200
	CP:3

	Acceptance Criteria:
1. Form captures required agent fields
2. Fields validated before submission
3. Successful submission stores agent record
4. Onboarding confirmation message sent





User story: -2
	User Story No: US-002
	Tasks: Integrate KYC API, handle failure scenarios, update onboarding logic
	Priority: High

	Value Statement:
As a System,
I want to validate agent KYC using an external API,
so that only compliant agents are onboarded.

	BV:500
	CP:8

	Acceptance Criteria:
1. API successfully called during onboarding
2. KYC response is logged
3. Agent status marked as "KYC Passed/Failed"
4. Failure blocks onboarding continuation



User story: -3
	User Story No: US-003
	Tasks: Create rule engine, fetch channel logic, auto-assign designations
	Priority: High

	Value Statement:
As a CAMS admin,
I want to assign channel-specific designations automatically,
so that mapping rules are followed correctly.

	BV:2000
	CP:5

	Acceptance Criteria:
1. Channel rules defined in backend
2. Designation auto-populated during onboarding
3. Admin overrides available
4. Error logged if mapping fails



User story: -4
	User Story No: US-004
	Tasks: Design dashboard UI, fetch status updates, implement filters
	Priority: Medium

	Value Statement:
As an OP Manager,
I want to view an agent's onboarding status on a dashboard,
so that I can monitor progress in real time.

	BV:500
	CP:3

	Acceptance Criteria:
1. Dashboard loads in under 2 seconds
2. Onboarding status shown per agent
3. Search/filter by zone, channel, name
4. Auto-refresh every 30 seconds




User story: -5
	User Story No: US-005
	Tasks: Configure commission slabs, integrate with policy DB, calculate FYC
	Priority: High

	Value Statement:
As a Sales Head,
I want to calculate First Year Commission (FYC) based on updated slab rules,
so that agents are paid correctly.

	BV:200
	CP:5

	Acceptance Criteria:
1. FYC rules configured per channel/designation
2. Calculations are accurate to 2 decimal points
3. Outputs match backend Excel audit
4. Viewable in agent ledger




User story: -6
	User Story No: US-006
	Tasks: Add RYC logic, define rules per channel, integrate into playouts
	Priority: High

	Value Statement:
As a System,
I want to handle Renewal Year Commission (RYC) playouts,
so that business logic is consistent.

	BV:500
	CP:5

	Acceptance Criteria:
1. RYC rules set per channel
2. Matches product tenure and renewal type
3. Passed QA test cases
4. Agent ledger updates correctly



User story: -7
	User Story No: US-007
	Tasks: Implement reversal triggers, validate policy status, update commission record
	Priority: Medium

	Value Statement:
As a Finance Officer,
I want to reverse commissions during freelook period,
so that compliance and accounting accuracy is maintained.

	BV:200
	CP:3

	Acceptance Criteria:
1. Reversal logic activates on cancellation
2. Valid across all channels
3. Amount updated in ledger and report
4. Triggered only during valid freelook window



User story: -8
	User Story No: US-008
	Tasks: Build transfer workflow, add approval flow, update records
	Priority: High

	Value Statement:
As a Regional Manager,
I want to approve agent transfers between channels,
so that proper hierarchy is preserved.

	BV:500
	CP:5

	Acceptance Criteria:
1. Transfer form available
2. Approvals logged
3. Designation & region updated post-transfer
4. Notifications sent to relevant users




User story: -9
	User Story No: US-009
	Tasks: Design self-service portal, secure login, display commission data
	Priority: High

	Value Statement:
As an Agent,
I want to view my commission statement via a self-service portal,
so that I can track my earnings transparently.

	BV:500
	CP:5

	Acceptance Criteria:
1. Login secured via OTP/email
2. Monthly/weekly commission visible
3. Export to PDF/Excel available
4. Error handled if no data found




User story: -10
	User Story No: US-010
	Tasks: Link IRDA training API, block non-compliant onboarding, update logs
	Priority: High

	Value Statement:
As a Compliance Officer,
I want to verify IRDAI training status before agent activation,
so that regulatory standards are met.

	BV:500
	CP:8

	Acceptance Criteria:
1. Training data synced
2. Onboarding blocked if training incomplete
3. Logs created with timestamp
4. Dashboard viewable for compliance team



User story: -11
	User Story No: US-011
	Tasks: Set inactivity check logic, mark agent as terminated, update status
	Priority: High

	Value Statement:
As an Admin,
I want to terminate inactive agents automatically after a period of inactivity,
so that records remain current.

	BV:200
	CP:5

	Acceptance Criteria:
1. Inactivity period configurable
2. Termination triggers after threshold
3. Agent notified
4. Status updated in CAMS and reports



User story: -12
	User Story No: US-012
	Tasks: Design Excel upload template, validate rows, update training status
	Priority: Low

	Value Statement:
As an HR user,
I want to upload training status for multiple agents via Excel,
so that I can manage batches efficiently.

	BV:100
	CP:2

	Acceptance Criteria:
1. Excel format predefined
2. Invalid rows flagged
3. Status updated on success
4. Summary log shown post-upload



User story: -13
	User Story No: US-013
	Tasks: Define rule parameters, build rule management screen, store rules
	Priority: Medium

	Value Statement:
As a Product Owner,
I want to define onboarding rules per channel (LP, HB, CC),
so that role logic is configurable.

	BV:200
	CP:5

	Acceptance Criteria:
1. Rules stored in a config table
2. Applied during onboarding
3. Admin can modify rules without code change
4. All changes logged




User story: -14
	User Story No: US-014
	Tasks: Create unit and integration test cases, run tests, track defects
	Priority: Medium

	Value Statement:
As a QA Engineer,
I want to run automated tests for agent onboarding flow,
so that deployment is stable.

	BV:200
	CP:3

	Acceptance Criteria:
1. Unit tests cover 100% onboarding logic
2. Pass rate ≥ 95%
3. Test results viewable in CI tool
4. Bugs logged in JIRA




User story: -15
	User Story No: US-015
	Tasks: Implement activity logger, define event types, secure logs
	Priority: High

	Value Statement:
As a Team,
I want to log all agent activity (onboarding, movement, termination),
so that actions are auditable.

	BV:500
	CP:8

	Acceptance Criteria:
1. All actions logged with user, timestamp
2. Searchable by user or event
3. Only admin can access logs
4. Export option for compliance team




User story: -16
	User Story No: US-016
	Tasks: Create promotion request form, configure approval flow, update record
	Priority: High

	Value Statement:
As a Branch Manager,
I want to request agent promotions via a workflow,
so that growth is well documented.

	BV:200
	CP:3

	Acceptance Criteria:
1. Form includes justification and new designation
2. Multi-level approval supported
3. Status tracking available
4. Auto-notification sent post-approval




User story: -17
	User Story No: US-017
	Tasks: Add resend email button, fetch last email log, send notification
	Priority: Medium

	Value Statement:
As a Support User,
I want to resend onboarding confirmation emails to agents,
so that communication is ensured.

	BV:100
	CP:3

	Acceptance Criteria:
1. Button available on agent profile
2. Sends most recent template
3. Logs timestamp and user
4. Bounce/failure shown if email fails





User story: -18
	User Story No: US-018
	Tasks: Fetch onboarding timestamps, compute duration, build chart
	Priority: Low

	Value Statement:
As a Stakeholder,
I want to see onboarding cycle time metrics on a dashboard,
so that performance can be measured.

	BV:100
	CP:1

	Acceptance Criteria:
1. Displays avg, min, max onboarding time
2. Filters by date, channel, region
3. Data auto-refreshes
4. Export to Excel/PDF enabled




User story: -19
	User Story No: US-019
	Tasks: Create validation rules for KYC & training, block flow if unmet
	Priority: Medium

	Value Statement:
As a Compliance SME,
I want the system to auto-block onboarding if KYC or training is incomplete,
so that no non-compliant agents enter the system.

	BV:200
	CP:3

	Acceptance Criteria:
1. System blocks progress if validations fail
2. Clear error shown to user
3. Validation logic configurable
4. Admin override with logging (optional)




User story: -20
	User Story No: US-020
	Tasks: Aggregate data monthly, generate MIS template, send email alerts
	Priority: Medium

	Value Statement:
As an Executive,
I want a monthly MIS report summarizing agent movement and commission stats,
so that strategic decisions can be made.

	BV:200
	CP:3

	Acceptance Criteria:
1. Report includes commission totals, agent status changes
2. Auto-generated on 1st of every month
3. Sent to stakeholders via email
4. Manual download option available





Document 4: Agile PO Experience 
Agile Product Owner (PO) Experience – TATA AIA CAMS Project
The Product Owner (PO) plays a central role in an Agile Scrum team, acting as the bridge between business stakeholders and the development team. Their primary responsibility is to define and communicate the product vision, ensuring that the team delivers maximum value to the business. 
The PO gathers requirements from stakeholders such as sales, operations, compliance, and HR, and translates them into clear, actionable user stories with defined priorities. They manage the product backlog, continuously refining and reprioritizing it based on changing business needs, customer feedback, and sprint progress. 
The Product Owner also participates in all key Scrum ceremonies, including sprint planning, daily stand-ups, sprint reviews, retrospectives, and backlog refinement, to provide direction, answer queries, and ensure alignment with business goals. 
In the context of the TATA AIA CAMS Agile project, the PO ensures that critical features like agent onboarding automation, commission calculation, and movement workflows are developed efficiently and in line with compliance requirements. Ultimately, the Product Owner is responsible for maximizing product value and ensuring that the right features are delivered at the right time.
Key Responsibilities of the PO:
	Area
	Activities

	Market Analysis
	Analyse agent servicing and commission automation needs in the life insurance domain- Benchmark similar tools used in the industry

	Enterprise Analysis
	Evaluate TATA AIA’s opportunity to automate CAMS features like onboarding, FYC/RYC, movement workflows

	Product Vision & Roadmap
	Define clear vision aligned with business goals (80% reduction in onboarding time) Build a release roadmap with key modules and timelines

	Managing Product Features
	Gather stakeholder requirements from HR, Sales, Ops, and Compliance, prioritize features like agent movement, dashboards, and reversals based on ROI and urgency

	Managing Product Backlog
	Break down features into user stories and epics, continuously prioritize and reprioritize stories based on stakeholder input and sprint performance

	Iteration Management
	Monitor sprint progress via burndown charts and reviews, participate in retrospectives to refine process- Adjust priorities and sprint backlog as needed



Scrum Ceremonies participated in:
	Meeting Type
	Purpose

	Sprint Planning
	Select stories, define sprint goals, and estimate efforts

	Daily Scrum
	Monitor progress and remove blockers

	Sprint Review
	Demonstrate completed work and get feedback

	Sprint Retrospective
	Reflect and improve the process

	Backlog Refinement
	Groom stories, clarify requirements, and update priorities




User Story Structure Used in This Project:
Each user story included the following:
User Story No
Tasks
Priority
Business Value (BV)
Complexity Points (CP)
Acceptance Criteria
Collaborative Responsibilities:
As the PO, I worked as the liaison between business stakeholders and the Scrum team, ensuring:
· Clear understanding of business needs
· Transparent communication across departments
· Timely delivery of high-priority features
What I Learned:
· How to define a product vision based on market and enterprise analysis
· Hands-on experience in user story creation, backlog management, and sprint planning
· Leading Scrum ceremonies and driving value-based delivery
· Ensuring stakeholder alignment while keeping the Scrum team focused on sprint goals



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

Product backlog:
A Product Backlog is a prioritized list of features, enhancements, fixes, and technical tasks that represent the work required to improve or develop a product. Managed by the Product Owner, it evolves throughout the project and serves as the single source of truth for all requirements in an Agile environment. 
Each item in the backlog is typically written as a user story with associated details like priority, business value, complexity points, and acceptance criteria. 
In the TATA AIA CAMS project, the product backlog includes stories related to agent onboarding, commission logic, compliance checks, and reporting features ensuring that development is aligned with business goals.

	User Story ID
	User Story
	Tasks
	Priority
	BV
	CP
	Sprint

	US-001
	HR onboarding form automation
	Design form, DB integration, validation
	High
	200
	3
	Sprint 1

	US-002
	KYC API validation
	Integrate API, handle errors
	High
	500
	8
	Sprint 1

	US-003
	Auto designation mapping
	Create rule engine, fetch logic
	High
	2000
	5
	Sprint 1

	US-004
	Agent status dashboard
	Design UI, implement filters
	Medium
	500
	3
	Sprint 2

	US-005
	First Year Commission (FYC)
	Configure slabs, integrate DB
	High
	200
	5
	Sprint 2

	US-006
	Renewal Year Commission (RYC)
	Add logic, integrate playouts
	High
	500
	5
	Sprint 2

	US-007
	Freelook reversal logic
	Triggers, policy validation
	Medium
	200
	3
	Sprint 3

	US-008
	Agent channel transfer
	Workflow, approval logic
	High
	500
	5
	Sprint 3

	US-009
	Agent commission portal
	Portal design, secure login
	High
	500
	5
	Sprint 3

	US-010
	IRDA training verification
	API sync, logs, block flow
	High
	500
	8
	Sprint 4

	US-011
	Auto termination (inactivity)
	Logic, status update
	High
	200
	5
	Sprint 4

	US-012
	Bulk training status upload
	Excel validation, upload logic
	Low
	100
	2
	Sprint 4

	US-013
	Configurable onboarding rules
	Rule screen, backend storage
	Medium
	200
	5
	Sprint 5

	US-014
	Automated testing framework
	Write & run test cases
	Medium
	200
	3
	Sprint 5

	US-015
	Agent activity logging
	Define events, secure logs
	High
	500
	8
	Sprint 5

	US-016
	Promotion workflow
	Request form, status update
	High
	200
	3
	Sprint 6

	US-017
	Resend confirmation email
	UI button, send logic
	Medium
	100
	3
	Sprint 6

	US-018
	Onboarding duration metrics
	Timestamp tracking, chart
	Low
	100
	1
	Sprint 6

	US-019
	KYC/training validation rules
	Logic, error handling
	Medium
	200
	3
	Sprint 6

	US-020
	Monthly MIS report
	Data aggregation, email alerts
	Medium
	200
	3
	Sprint 6



Sprint backlog:
A Sprint Backlog is a subset of the Product Backlog that contains the specific user stories, tasks, and goals selected for a particular Sprint (iteration). It represents the team's commitment to deliver a set of features during the sprint, usually within 1–4 weeks. Managed by the Scrum Team, each item in the sprint backlog includes details like task breakdown, ownership, status, and estimated effort. 
In the TATA AIA CAMS project, the sprint backlog includes items like agent onboarding, KYC integration, and dashboard updates allowing the team to focus on delivering incremental value in each sprint cycle.

Sprint Backlog Table (Example: Sprint 1)
	User Story ID
	User Story
	Tasks
	Owner
	Status
	Estimated Effort (CP)

	US-001
	HR onboarding form automation
	Form UI, DB integration, validation
	Rahul
	In Progress
	3

	US-002
	KYC API validation
	API call, error handling, testing
	Raviraj
	Not Started
	8

	US-003
	Auto designation mapping
	Rule engine, admin override
	Danish
	In Progress
	5


Sprint 2 Backlog
	User Story ID
	User Story
	Tasks
	Owner
	Status
	Estimated Effort (CP)

	US-004
	Agent status dashboard
	Design dashboard UI, implement filters
	Amol
	In Progress
	3

	US-005
	FYC calculation
	Configure slabs, integrate with policy DB
	Danish
	Not Started
	5

	US-006
	RYC logic
	Define rules, integrate into payout module
	Bharat
	Not Started
	5



Sprint 3 Backlog
	User Story ID
	User Story
	Tasks
	Owner
	Status
	Estimated Effort (CP)

	US-007
	Freelook reversal logic
	Implement triggers, update ledger
	Raviraj
	In Progress
	3

	US-008
	Agent transfer approval
	Build workflow, update records
	Rahul
	Not Started
	5

	US-009
	Self-service commission portal
	Portal UI, secure login, export features
	Amol
	Not Started
	5



Sprint 4 Backlog
	User Story ID
	User Story
	Tasks
	Owner
	Status
	Estimated Effort (CP)

	US-010
	IRDA training API validation
	API integration, logs, block onboarding
	Danish
	In Progress
	8

	US-011
	Auto termination of agents
	Inactivity logic, update CAMS status
	Bharat
	Not Started
	5

	US-012
	Bulk Excel upload for training
	Excel validation, summary log
	Suyash
	In Progress
	2



Sprint 5 Backlog
	User Story ID
	User Story
	Tasks
	Owner
	Status
	Estimated Effort (CP)

	US-013
	Onboarding rule config
	Create rule screen, backend config
	Rahul
	In Progress
	5

	US-014
	Automated onboarding testing
	Write unit & integration tests
	Raviraj
	Not Started
	3

	US-015
	Activity logging system
	Define event types, create export logs
	Danish
	Not Started
	8



Sprint 6 Backlog
	User Story ID
	User Story
	Tasks
	Owner
	Status
	Estimated Effort (CP)

	US-016
	Agent promotion workflow
	Design form, set approval flow
	Amol
	Not Started
	3

	US-017
	Resend confirmation email
	Add button, fetch last sent logs
	Suyash
	In Progress
	3

	US-018
	Onboarding duration dashboard
	Track timestamps, build chart
	Bharat
	Not Started
	1

	US-019
	KYC/training validation rules
	Create logic, configure admin override
	Danish
	In Progress
	3

	US-020
	Monthly MIS reporting
	Aggregate data, auto-email reports
	Rahul
	Not Started
	3




A Product Burndown Chart is a visual tool used in Agile project management to track the amount of work remaining in the product backlog over time. It helps the team and stakeholders monitor overall project progress toward the final goal. 
The vertical axis typically represents the total remaining efforts in story points, while the horizontal axis shows the timeline in sprints or days. 
An ideal burndown line shows a smooth, steady path to completion, while the actual line reflects real progress. In the TATA AIA CAMS project, the product burndown chart helps visualize how quickly key features like agent onboarding, commission calculation, and dashboards are being delivered, ensuring the team stays aligned with the project timeline and business expectations.
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A Sprint Burndown Chart is a visual representation used in Agile to track the amount of work remaining in a sprint over time. It helps the Scrum Team monitor daily progress toward completing all sprint backlog items. The chart typically shows the total estimated effort (in story points or hours) on the vertical axis and sprint days on the horizontal axis. 
The ideal burndown line shows the expected pace of work, while the actual burndown line reflects real progress. In the TATA AIA CAMS Agile Project, this chart helps identify whether stories like KYC integration or onboarding features are on track, delayed, or at risk, supporting better sprint reviews and retrospectives.
A Product Burndown Chart and a Sprint Burndown Chart are both visual tools used in Agile, but they serve different purposes. The Product Burndown Chart tracks the overall progress of the entire project across multiple sprints by showing how much work remains in the product backlog. It provides a high-level view for the Product Owner and stakeholders to monitor the delivery of key features over time, such as agent onboarding or commission logic in the TATA AIA CAMS project. In contrast, the Sprint Burndown Chart focuses on a single sprint, helping the Scrum Team track daily progress toward completing the sprint backlog. 
A Burn-Up Chart is an Agile project tracking tool that shows how much work has been completed over time, compared to the total scope of the project or sprint. Unlike a burndown chart (which shows work remaining), a burn-up chart displays progress by tracking completed work moving upward toward a fixed goal.
Velocity in Agile refers to the amount of work a Scrum Team completes during a sprint, usually measured in story points. It provides a clear picture of the team’s capacity and helps in forecasting future sprints.In the TATA AIA CAMS Agile project, velocity helps determine how quickly features like agent onboarding, commission calculation, or dashboard modules can be completed. It also allows the Product Owner and Scrum Team to plan realistically and adjust scope or timelines based on actual performance.
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Document 6: Sprint meetings
Meeting Type 1: 
Sprint Planning meeting
A Sprint Planning Meeting is a key Agile ceremony held at the beginning of each sprint where the Scrum Team, Product Owner, and Scrum Master come together to define the work that will be completed during the sprint. The main goal is to establish a clear Sprint Goal, select prioritized user stories from the product backlog, and break them into manageable tasks. The Product Owner presents the highest-value items, and the development team estimates the effort and commits to what they can deliver based on their capacity. In the TATA AIA CAMS Agile project, for example, sprint planning may involve selecting stories like agent onboarding automation or KYC API integration, ensuring the team has a shared understanding of the work before the sprint begins. This meeting sets the foundation for focused, value-driven development throughout the sprint.
	Field
	Details

	Meeting Type
	Sprint Planning Meeting

	Date
	July 15, 2025

	Time
	10:00 AM – 11:30 AM

	Location
	TATA AIA Pune Office / Microsoft Teams

	Prepared By
	Dinesh Kulkarni (Product Owner)

	Attendees
	Varsha Patil (Scrum Master), Rahul Mehta, Raviraj Singh, Danish Shaikh, Amol Deshmukh, Bharat Jadhav, Suyash (Scrum Developers), Stakeholders (optional)



Agenda Topic
	Topic
	Presenter
	Time Allotted

	Sprint Goal Definition
	Product Owner
	10 mins

	Review Product Backlog
	Product Owner
	15 mins

	Task Estimation (Story Points)
	Scrum Team
	20 mins

	Sprint Backlog Finalization
	Scrum Master
	15 mins

	Capacity Planning
	Scrum Master
	10 mins

	Risk Discussion & Dependencies
	Developers
	10 mins

	Sprint Commitment Confirmation
	Entire Team
	10 mins



Other Information
	Observers
	Stakeholders from Sales, Compliance, or HR (optional)

	Resources
	Jira Board, Sprint Velocity Chart, Story Cards, Team Calendar

	Special Notes
	Sprint 4 focuses on onboarding enhancements, IRDA training sync, and agent auto-termination logic. PO to clarify updated training rules before backlog finalization.





Meeting Type 2: 
Sprint review meeting
A Sprint Review Meeting is an important Agile event held at the end of each sprint where the Scrum Team demonstrates the work completed to the Product Owner and stakeholders. The main purpose is to inspect the increment and gather feedback to adapt the product backlog if needed. During the meeting, completed user stories are showcased, updates are shared, and business stakeholders provide input on the delivered features. This helps ensure the product is evolving in the right direction. In the TATA AIA CAMS Agile project, a sprint review includes a demo of features like the agent onboarding flow, commission dashboard, or IRDA compliance validation. The meeting promotes transparency, alignment, and helps the team and stakeholders collaboratively decide what to work on next.
	Field
	Details

	Meeting Type
	Sprint Review Meeting

	Date
	July 25, 2025

	Time
	4:00 PM – 5:00 PM

	Location
	TATA AIA Pune Office / Microsoft Teams

	Prepared By
	Dinesh Kulkarni (Product Owner)

	Attendees
	Varsha Patil (Scrum Master), Scrum Developers (Rahul, Raviraj, Danish, Amol, Bharat, Suyash), Stakeholders from HR, Sales, Compliance


Sprint Status
	Sprint Number
	Sprint Duration
	Completion Status

	Sprint 4
	July 15 – July 25, 2025
	100% Completed (6 user stories)



Things to Demo
	Feature
	Description

	IRDA Training Validation
	Live API integration with compliance alerts

	Auto Termination Workflow
	Logic to flag and deactivate inactive agents

	Training Status Upload
	Excel-based bulk upload functionality with validation

	Updated Dashboards
	Agent status views with filter by channel & status



Quick Updates
	Update
	Remarks

	2 Bugs Resolved
	Related to training upload and status sync

	Stakeholder Feedback
	Positive on dashboard responsiveness and API validation

	Team Velocity
	23 Story Points achieved in Sprint 4



What is Next?
	Planned for Sprint 5
	Notes

	Onboarding Rule Configuration
	Priority feature for Sales & HR

	Automated Testing Framework
	Improve QA efficiency

	Activity Logging
	For agent onboarding and movement audit readiness




Meeting Type 3: 
Sprint retrospective meeting
A Sprint Retrospective Meeting is held at the end of each sprint, after the Sprint Review, and is focused on helping the Scrum Team reflect on how they worked during the sprint. The purpose is to identify what went well, what didn’t go well, and what improvements can be made in the next sprint. Unlike the Sprint Review, which focuses on the product, the retrospective focuses on the process and team collaboration. In the TATA AIA CAMS Agile project, for example, the team might discuss delays in KYC integration, successful delivery of onboarding features, or miscommunication during backlog refinement. The goal is continuous improvement, so the team can become more efficient, reduce blockers, and enhance teamwork in future sprints.
	Field
	Details

	Meeting Type
	Sprint Retrospective Meeting

	Date
	July 26, 2025

	Time
	3:00 PM – 4:00 PM

	Location
	TATA AIA Pune Office / Microsoft Teams

	Prepared By
	Varsha Patil (Scrum Master)

	Attendees
	Dinesh Kulkarni (PO), Rahul, Raviraj, Danish, Amol, Bharat, Suyash (Scrum Developers)



Agenda
	Topic
	Purpose

	Sprint Recap
	Review completed stories and velocity

	Team Reflection
	Discuss what worked and what didn’t

	Process Improvement
	Identify action items for next sprint

	Team Feedback
	Share open feedback and suggestions



What went well?
	Item
	Remarks

	Completed all sprint goals
	6 user stories delivered as planned

	Good coordination
	Smooth collaboration across dev and QA

	Training validation API
	Successfully integrated and approved by compliance





What didn’t go well
	Item
	Remarks

	Mid-sprint scope clarification
	KYC rule update came late from business

	Task allocation imbalance
	Two team members overloaded during bug fixes



Question’s Raised
	Question
	Raised By

	Can backlog grooming be scheduled earlier next time?
	Danish

	Can we automate the Excel validation logic?
	Suyash

	Can daily stand-up be 15 mins max?
	Amol



Reference
	Document
	Link/Note

	Sprint 4 Backlog
	Jira Sprint 4 board

	Review Meeting Notes
	Sprint Review July 25, 2025

	Story Points Log
	Team Velocity Tracker (Sprint 1–4)




Meeting Type 4:
Daily Stand-up meeting
A Daily Stand-up Meeting, also known as the Daily Scrum, is a short, time-boxed meeting (usually 15 minutes) held every day of the sprint. It allows the Scrum Team to quickly synchronize, track progress, and identify any roadblocks. Each team member answers three key questions: What did I do yesterday? What will I do today? Is there anything blocking my progress? This meeting helps maintain transparency, promotes accountability, and enables the team to stay aligned on sprint goals. In the TATA AIA CAMS Agile project, for instance, developers might share updates on agent onboarding tasks, report issues with API integration, or ask for support on UI fixes. The stand-up ensures daily visibility and helps the team make real-time adjustments.
	
	
	Week 4 (22-07-2025 to 28-07-2025)

	Question
	Name / Role
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Sunday

	What did you do yesterday?
	Developer 1 (Rahul)
	Finalized dashboard filters
	Fixed API bug
	Reviewed UX feedback
	Peer code review
	Wrote unit tests
	—
	—

	
	Developer 2 (Raviraj)
	Completed IRDA validation
	Integrated API logs
	Attended UAT call
	Fixed Excel import bug
	Updated Jira
	—
	—

	
	Developer 3 (Danish)
	Defined onboarding rules
	Designed config screen
	Supported QA
	Helped in review
	Shared walkthrough
	—
	—

	What will you do today?
	Developer 1 (Rahul)
	Review QA cases
	Refactor code
	Fix UI issues
	Merge changes
	Update docs
	—
	—

	
	Developer 2 (Raviraj)
	Test integration
	Demo prep
	Fix API timeouts
	Code review
	Finish stories
	—
	—

	
	Developer 3 (Danish)
	UI integration
	Jira updates
	Sprint 5 planning
	Final tests
	Archive branch
	—
	—

	What (if any) is blocking your progress?
	Developer 1 (Rahul)
	None
	UI conflict
	None
	None
	None
	—
	—

	
	Developer 2 (Raviraj)
	API delay
	None
	UAT feedback pending
	None
	None
	—
	—

	
	Developer 3 (Danish)
	Rule clarification
	—
	Env sync delay
	Resolved
	None
	—
	—
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