
S C R U M
NOTES

SCRUM TEAM ROLES
    Product Owner: Build the right thing.

Manages the product backlog.
Responsible for maximizing the value of 
the product resulting from work of the 

Development Team.

    Development Team: Build the thing right.

Owns the build. 
Development Teams are structured and 

empowered by the organization to organize 
and manage their own work.  

    Scrum Master: Build it fast.

Owns the process. 
Servant leader responsible for 

promoting and supporting Scrum by 
helping everyone understand Scrum
theory, practices, rules, and values.

SCRUM P ILLARS
TRANSPARENCY

INSPECTION
ADAPTATION

EVENTS  /  CEREMONIES
DURATION ATTENDEES OUTPUTS

SPRINT a time-box of one month or less during which a 
“Done”, useable, and potentially releasable product Increment 
is created.

1-4 weeks, fixed
Team, SM, PO, 

SMEs Potentially shippable 
product increment

DAILY SCRUM Daily meeting to inspect progress towards the 
Sprint goal. Answer: What did I do yesterday?  What will I do 
today?  Are there any impediments?

15 minutes or less

SM (leader), 
team, optionally 
PO and Selected 

Stakeholders

Updated task board and 
burndown with updated 
list of blockers, action 
items and risk 

SPRINT PLANNING Team determines what can be delivered 
and how they will achieve it. 

Up to 2 hours per 
week of sprint

Team, PO, SM, 
SMEs

Sprint Backlog with 
estimated and prioritized 
user stories with refined 
story point estimates 

SPRINT REVIEW End of Sprint review  inspect the Increment 
and adapt the Product Backlog if needed. Not a status meeting 
- intended to elicit feedback and foster collaboration.

1 hr per Sprint 
week or less

Team, Product 
Owner, Stakeholders 

invited by PO

New features added and 
re-prioritized Product 
Backlog

SPRINT RETROSPECTIVE Meeting after the Sprint Review: 
• Inspect how the last Sprint went with regards to people, 

relationships, process, and tools;
• Identify and order the major items that went well and 

potential improvements; and,
• Create a plan for implementing improvements to the way 

the Scrum Team does its work

45 min per Sprint 
week or less

SM, Team

Process, project, or 
team structure revisions, 
long-term improvement 
items, and understanding 
of team member 
perspectives

*RELEASE PLANNING Project planning session to review 
initial Product Backlog and set production Release dates. <1 day PO (leader), SM, 

Team, SMEs

Refined product vision, 
Updated release plan 
and roadmap

*DISCOVERY SESSION Series of facilitated sessions to front 
load just enough planning and design. 1 day

PO (co- leader), SM 
(co- leader), SMEs, 
Key Stakeholders

Orient team to the 
project’s business value, 
the process, and one 
another.

STAKEHOLDERS

EXTENDED TEAM
SCRUM 
DEVELOPMENT
TEAM 
(3-9 people)

SCRUM
MASTERPRODUCT

OWNER

SCRUM VALUES
FOCUS

COURAGE
OPENNESS

COMMITMENT
RESPECT

S C R U M  T E A M
Consists of the 
Product Owner, Scrum 
Master, and Scrum 
Development Team

*Not part of core Scrum

Security, Enterprise Architecture, 
Legal, other... Advises team on feature 
implementation details as necessary.

Sales, Marketing, CRM, other
Ask for features to support their 

own efforts.

Quick notes from the Scrum Guide and Agile Manifesto.
Read more at scrumguides.org and agilemanifesto.org
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Start of Sprint Daily End of Sprint

PRODUCT
BACKLOG 

an ordered list of everything that is 
known to be needed in the product. It 
is the single source of requirements for 

any changes to be made to the product. 
The Product Owner is responsible for the 
Product Backlog, including its content, 

availability, and ordering.

TRACK
PROGRESS

SPRINT
BACKLOG

A set of Product Backlog items 
selected for the Sprint and made 

visible by the Dev team, that includes 
a plan for delivering the product 

Increment.
PRODUCT INCREMENT
The Increment is the sum of all the Product 
Backlog items completed during a Sprint 
and the value of the increments of all 
previous Sprints. An increment is a body 
of inspectable, done work that supports 
empiricism at the end of the Sprint. The 
increment is a step toward a vision or goal.

BURNDOWN, BURN-UP OR 
CUMULATIVE FLOW
Simple tools for the team to visualize 
progress against sprint and project goals. 

AGILE  MANIFESTO
Individuals and interactions over 

processes and tools 

Working software over comprehensive 
documentation 

Customer collaboration over contract 
negotiation 

Responding to change over following a 
plan

www.agilemanifesto.org

PRODUCT
BACKLOG

ACCEPTANCE CRITERIA*

USER STORIES*

FEATURES*

EPICS*

GOAL / OUTCOME*

VISION*

REFINEMENT

PR
IO

R
IT

IZ
A

TI
O

N

DEFINITION OF DONE
A shared understanding of what it 
means for work to be complete, to 

ensure transparency.

*Taxonomomy of these terms 
varies by organization.  

Determine the labels that work 
for you. 


