                                              Project: Audit Support Web Application
              Prepared By: Suman Samaiya (Business Analyst)
                                              Methodology: Agile Scrum

Purpose of DoD:
The Definition of Done ensures every deliverable meets agreed quality standards before being considered complete. It maintains transparency, consistency, and accountability across sprints.
· Levels of Done
1. User Story Level DoD
A user story is considered Done when:
· The user story is developed according to approved acceptance criteria.
· All unit tests and integration tests pass successfully.
· Peer code review is completed and approved.
· BA verifies functionality matches business expectations.
· Documentation and user story updates are completed in Jira (or equivalent).
· The story is demonstrated to the Product Owner during Sprint Review and accepted.

2. Sprint Level DoD
A sprint is considered Done when:
· All committed user stories are developed, tested, and accepted by the Product Owner.
· Regression testing is complete for new functionality.
· No critical bugs remain unresolved.
· Product Increment is stable and deployable to staging.
· Sprint Review and Retrospective are conducted.

3. Release Level DoD
A release is considered Done when:
· All planned sprints are completed and integrated successfully.
· End-to-end testing and UAT (User Acceptance Testing) are passed.
· Deployment documentation and user manuals are prepared.
· Stakeholders approve the release for production.
· Post-release support and feedback plan is in place.

Benefits of DoD
· Ensures consistent quality and clarity across all sprints.
· Avoids ambiguity in what “done” means for each deliverable.
· Builds trust with stakeholders through transparency.
· Enables reliable velocity and forecasting for future sprints.

 DoD Checklist
	#
	Criteria
	Description / Validation

	1
	Code Produced
	All functionalities outlined in the user story have been implemented.

	2
	Assumptions Met
	All assumptions and dependencies identified for the story are fulfilled.

	3
	Build Success
	The project builds successfully without compilation or runtime errors.

	4
	Unit Tests
	Unit tests have been written, executed, and all tests have passed.

	5
	Deployment on Test Environment
	The build has been deployed on a test environment identical to production.

	6
	Cross-Platform Testing
	Tests have been executed successfully on all targeted browsers and devices.

	7
	UX Review
	The feature has been reviewed and approved by the UX designer for usability.

	8
	QA Validation
	QA testing completed; all major and critical issues resolved.

	9
	Acceptance Criteria Validation
	The feature meets all acceptance criteria defined in the user story.

	10
	PO Approval
	Product Owner has reviewed and approved the functionality.

	11
	Refactoring
	Code refactored for efficiency and maintainability.

	12
	Configuration Documentation
	Any configuration or build changes have been documented.

	13
	Knowledge Documentation
	Technical and user documentation updated accordingly.

	14
	Peer Code Review
	Code reviewed and approved by at least one other developer.




Final Sign-off
The user story is considered “Done” only when all the above criteria are checked and approved by the Product Owner and Scrum Master.





Product Vision
	Scrum Project Name:
	Audit Support Web Application

	Venue:
	APT IT Solutions – Conference Room / MS Teams

	Date:
	27-Oct-2025

	Client:
	Ms. Girish (Audit Department Head)

	Stakeholder List:
	Mr. Henry (Product Owner), Suman Samaiya (Business Analyst), Kevin (Scrum Master), Peter (Backend Developer), Ben (Frontend Developer), APT QA Team

	
	Scrum Team

	Scrum Master:    
	Kevin

	Product owner:        
	Mr. Henry

	Scrum Developer 1:    
	Peter

	Scrum Developer 2:    
	Ben

	Scrum Developer 3
	QA Tester – APT IT Solutions

	Scrum Developer 4:    
	DevOps Engineer – APT IT Solutions

	Scrum Developer 5
	UX/UI Designer – APT IT Solutions














Vision: To build a centralized, secure, and user-friendly Audit Support Web Application that simplifies the process of managing audit data requests, enhances collaboration between auditors and departments, and ensures timely, transparent, and traceable audit responses.
	Target Group
	Needs
	Product
	Value



	Target group: Auditors, business departments, and compliance managers.
	Problem: Manual email-based audit requests lead to delays, missed follow-ups, and lack of visibility.
	Product: A secure, centralized web application for managing audit data requests and responses.
	Benefit: Speeds up audit cycles and reduces manual errors.



	Market segment: Internal audit and compliance teams of enterprises.
	Benefit: Ensures timely, organized, and trackable audit communications.
	Desirable because: It automates tracking, notifications, and reporting, reducing manual intervention.
	Business goals: Improve audit efficiency by 40%, enhance transparency, and ensure compliance documentation traceability.



	Users: Auditors, business units, and senior management.
	Pain points solved: Lack of a single source of truth for audit progress and document control.
	Feasibility: Technically and operationally feasible using web-based technologies and secure databases.
	Business model: Internal enterprise tool, managed by IT, scalable for future audits and compliance programs.




Document 3: User stories
User Story 1: Create Audit Request
	User story No: 1
	Tasks: 8
	Priority: high

	Value statement: As an auditor, I want to create a new audit request so that I can track and assign requests efficiently.

	BV: 100
	CP: 8

	Acceptance criteria:
1. Auditor can create a new request by entering mandatory fields (Title, Department, Due Date).
2. A unique Request ID is auto-generated.
3. Request is added to the “My Requests” list instantly.
4. Validation messages appear for missing fields.
5. Confirmation message: “Request created successfully.”

	User Story Id: 02
	Tasks: 6
	Priority: High

	VALUE STATEMENT: As an auditor, I want to view all my audit requests so that I can monitor their progress and track their current status.

	BV: 100
	CP: 5

	Acceptance Criteria:
·   Auditor can view a list of all assigned audit requests.
·   Each record displays key details — Request ID, Department, Due Date, and Status.
·   Auditor can filter requests by status, department, and date range.
·   Auditor can sort requests by title, date, or priority.
·   Auditor can open any request to view its full details.
·   Dashboard refreshes automatically to show real-time status updates.
·  Feature is validated by QA and approved by the Product Owner.



User Story 3: Edit or Close Audit Request
	User Story Id: 03
	Tasks: 7
	Priority: Medium

	VALUE STATEMENT: As an auditor, I want to edit or close an audit request so that I can update information and manage request statuses efficiently.

	BV: 50
	CP: 5

	Acceptance Criteria:
·   Auditor can open an existing audit request in “Open” or “In Progress” status.
·   Editable fields include: Title, Department, Due Date, and Description.
·   System prevents editing of closed requests.
·   Auditor receives a confirmation popup before closing a request.
·   Once closed, the request becomes read-only.
·   Status automatically updates to “Closed” and logs closure date/time.
·   QA testing completed, and Product Owner approved the feature.



User Story 4: Upload Audit Response Files
	User Story Id: 04
	Tasks: 6
	Priority: High

	VALUE STATEMENT: As a business user, I want to upload audit response files so that I can submit required information on time.

	BV: 100
	CP: 8

	Acceptance Criteria:
1. Business user can upload multiple file formats (PDF, XLSX, DOCX).
2. File size validation and secure upload are enforced.
3. Upload progress bar is visible.
4. Uploaded files stored in a secure location.
5. Confirmation message shown post-upload.




User Story 5: Dashboard for Managers
	User Story Id: 05
	Tasks: 8
	Priority: High

	VALUE STATEMENT: As a manager, I want to view a dashboard of all audit requests so that I can track departmental performance.

	BV: 100
	CP: 13

	Acceptance Criteria:
1. Dashboard shows KPIs — Open, Closed, Overdue requests.
2. Graphs and charts update in real-time.
3. Filters available by Date, Department, and User.
4. Data export to Excel/PDF works.
5. Dashboard auto-refreshes every 5 minutes.



User Story 6: Email Notifications
	User Story Id: 06
	Tasks: 5
	Priority: Medium

	VALUE STATEMENT: As a user, I want to receive email notifications for pending or overdue audit requests so that I can take timely action.

	BV: 50
	CP: 3

	Acceptance Criteria:
1. Email notification sent for new requests and updates.
2. Reminder emails for overdue requests trigger automatically.
3. Notification template includes request ID and due date.
4. Users can opt in/out of notifications.
5. All notifications logged in the system.




User Story 7: Generate Summary Reports
	User Story Id: 07
	Tasks: 8
	Priority: High

	VALUE STATEMENT: As an admin, I want to generate summary reports so that I can analyse audit performance.

	BV: 100
	CP: 13

	Acceptance Criteria:
1. Admin can generate reports by department, status, and period.
2. Report includes KPIs like total audits, completion rate, overdue count.
3. Export option available in PDF and Excel.
4. Reports stored securely for 6 months.
5. Report generation time ≤ 10 seconds.




User Story 8: Assign Requests to Users
	User Story Id: 08
	Tasks: 6
	Priority: Medium

	VALUE STATEMENT: As an auditor, I want to assign audit requests to specific business users so that accountability is clear.

	BV: 50
	CP: 5

	Acceptance Criteria:
1. Auditor can select a business user while creating or editing requests.
2. Assigned user receives notification.
3. Assignment details are editable before closure.
4. System logs assignment history.
5. Only active users can be assigned.



User Story 9: View Assigned Requests
	User Story Id: 09
	Tasks: 5
	Priority: Medium

	VALUE STATEMENT: As a business user, I want to view all my assigned audit requests so that I can manage them efficiently.

	BV: 50
	CP: 5

	Acceptance Criteria:
1. Assigned requests visible under “My Tasks” section.
2. Requests grouped by due date.
3. Overdue items highlighted in red.
4. User can filter by department or priority.
5. Clicking a request opens detailed view.



User Story 10: Add Comments or Notes
	User Story Id: 10
	Tasks: 4
	Priority: Low

	VALUE STATEMENT: As an auditor, I want to add comments or notes to each request so that I can document observations.

	BV: 20
	CP: 3

	Acceptance Criteria:
1. Users can add text notes to any active request.
2. Notes display with timestamp and username.
3. Notes editable by author only.
4. Deleted notes moved to system log.
5. Comments visible to assigned users and auditors.





User Story 11: Download Request Templates
	User Story Id: 11
	Tasks: 3
	Priority: low

	VALUE STATEMENT: As a business user, I want to download standard request templates so that I can prepare audit responses easily.

	BV: 10
	CP: 2

	Acceptance Criteria:
1. User can download templates in Word or Excel format.
2. Templates are version-controlled and updated by Admin.
3. Download log is maintained per user.
4. File name auto-formats with request ID.
5. Download button available on dashboard and request page.





User Story 12: View Overdue Requests
	User Story Id: 12
	Tasks: 5
	Priority: Medium

	VALUE STATEMENT: As a manager, I want to view overdue audit requests so that I can take timely corrective actions.

	BV: 50
	CP: 5

	Acceptance Criteria:
1. Overdue requests appear in red highlight.
2. Managers can sort by department and responsible user.
3. Dashboard widget shows overdue count summary.
4. Clicking record opens detailed request view.
5. Automatic reminder triggered every 24 hours until closure.


User Story 13: Manage Roles and Permissions
	User Story Id: 13
	Tasks: 7
	Priority: High

	VALUE STATEMENT: As an admin, I want to manage user roles and permissions so that data access remains secure.

	BV: 100
	CP: 8

	Acceptance Criteria:
1. Admin can create roles (Auditor, Manager, Business User).
2. Each role has specific access permissions.
3. System restricts actions based on role type.
4. Role changes logged in audit trail.
5. Permissions editable only by Admin.



User Story 14: Filter and Search Requests
	User Story Id: 14
	Tasks: 5
	Priority: Medium

	VALUE STATEMENT: As an auditor, I want to filter and search requests by department, date, and status so that I can find information quickly.

	BV: 20
	CP: 5

	Acceptance Criteria:
1. Filters available for Department, Request Status, and Date.
2. Search bar accepts Request ID and keywords.
3. Combined filters work correctly together.
4. Reset filter button clears all filters instantly.
5. Results refresh dynamically without page reload.



User Story 15: Confirmation after Review
	User Story Id: 15
	Tasks: 3
	Priority: low

	VALUE STATEMENT: As a business user, I want to receive confirmation once my response has been reviewed by an auditor so that I know it’s accepted.

	BV: 10
	CP: 3

	Acceptance Criteria:
1. System sends email confirmation post-review.
2. Request status updates to “Reviewed.”
3. Confirmation includes Request ID and Date.
4. Notification visible on user dashboard.
5. Status change recorded in activity log.















Document 4: Agile PO Experience
Product Owner (PO)
Represents the business stakeholders and end users, responsible for defining product vision, prioritizing backlog items, and ensuring the product delivers maximum value.

The Audit Support Web Application project was executed using the Agile Scrum framework, where the Business Analyst (BA) collaborated closely with the Product Owner (PO), Scrum Master, and Development Team to ensure that all user needs were accurately captured, prioritized, and delivered through iterative sprints.
As the BA, I worked alongside the PO to define the product vision, maintain a refined backlog, and ensure that each sprint delivered measurable business value.
At the start, the PO conducted a market and enterprise analysis to understand the gap — many organizations were still using emails and spreadsheets to manage audit requests. He benchmarked similar audit management tools and concluded that there was a strong need for a centralized, web-based solution that ensured transparency and speed in audit response tracking.
Together, we defined the product vision —
“To create a secure, collaborative platform where auditors and departments can manage, track, and close audit requests efficiently.”
The PO then worked on a product roadmap, identifying key milestones like:
· Phase 1: Request Creation and Tracking
· Phase 2: Document Upload and Notifications
· Phase 3: Reporting Dashboard
During backlog creation, I helped him translate those high-level features into Epics and User Stories.
We both used the MoSCoW technique to prioritize — Must-Haves were Request management and file upload, while Could-Haves were analytics and SLA tracking.
The PO was deeply involved in backlog refinement sessions. For example, in Sprint 1, when we realized that auditors needed custom request categories, he quickly reprioritized that story from Sprint 3 to Sprint 1 because it impacted usability.
He also managed iteration progress effectively — during sprint reviews, he validated deliverables against business goals and provided constructive feedback.
If a story didn’t meet user expectations, he guided the team by explaining the business reasoning behind the need rather than just rejecting the story. That approach kept morale high.
As the BA, I partnered with him in all Agile ceremonies:
· During Sprint Planning, I helped break down user stories into tasks and ensure acceptance criteria were clear.
· In Daily Scrums, we synced on blockers — like when the API dependency delayed testing.
· In Sprint Reviews, we demonstrated completed stories together to stakeholders.
· During Retrospectives, he encouraged open feedback and suggested improvements in backlog clarity and sprint velocity.
From this project, I learned how a PO constantly balances business value and technical feasibility.
He didn’t just set direction; he actively guided the team with clear priorities, ROI-based decisions, and consistent stakeholder communication.
For example, when management asked for a dashboard mid-sprint, instead of allowing scope creep, the PO discussed with me and the Scrum Master and agreed to push it to Sprint 3 — demonstrating strong Agile discipline.

Summary of Product Owner Responsibilities in This Project
	Responsibility Area
	PO’s Contribution in the Project

	Market Analysis
	Assessed existing tools and identified gaps in audit tracking solutions.

	Enterprise Analysis
	Evaluated feasibility and ROI of building an internal web app.

	Product Vision & Roadmap
	Defined vision and outlined the 3-phase delivery roadmap.

	Managing Product Features
	Prioritized features based on business criticality and user impact.

	Managing Product Backlog
	Reviewed and refined backlog with BA weekly; reprioritized as needed.

	Iteration Progress Management
	Monitored sprint burndown charts, reviewed sprint outcomes, and participated in retrospectives.


             

· 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
	As an auditor, I want to create a new audit request so that I can track and assign requests efficiently.
	8
	High
	10
	5
	Sprint 1

	US02
	As an auditor, I want to view all my audit requests so that I can monitor their progress.
	7
	High
	9
	3
	Sprint 1

	US03
	As an auditor, I want to edit or close a request so that I can manage them easily.
	7
	Medium
	8
	5
	Sprint 2

	US04

	As a business user, I want to upload audit response files so that I can submit required information on time.
	6
	High
	9
	8
	Sprint 2

	US05
	As a manager, I want to view a dashboard of all audit requests so that I can track departmental performance.
	8
	Medium
	8
	8
	Sprint 3

	US06
	As a user, I want to receive alerts for pending tasks so that I can take timely action.
	5
	Medium
	7
	6
	Sprint 3

	US07
	As an admin, I want to generate summary reports so that I can analyse audit performance.
	7
	High
	8
	9
	Sprint 4




Sprint backlog
	User story ID
	User story
	Tasks
	Owner
	Status
	Estimated effort

	US01
	As an auditor, I want to create a new audit request so that I can track and assign requests efficiently.
	8
	Dev 1
	Completed
	12 hrs

	US02
	As an auditor, I want to view all my audit requests so that I can monitor their progress.
	7
	Dev 2
	In progress
	10 hrs

	US03
	As an auditor, I want to edit or close a request so that I can manage them easily.
	7
	Dev 3
	Testing
	5 hrs



Meeting Type 1: Sprint Planning 
	Date  
	10th Oct 2025

	Time  
	10:00 AM – 11:30 AM

	Location  
	Microsoft Teams / Conference Room A

	Prepared By  
	Suman Samaiya (Business Analyst)

	Attendees
	Product Owner 
Scrum Master 
Developers – 1,2,3
QA 
BA – Suman



Agenda Topics
	Topic
	Presenter
	Time Allotted

	Review of Product Backlog and Sprint Goals
	Scrum Master
	20 mins

	Discussion of Sprint Scope and Prioritization
	Product Owner
	25 mins

	Task Breakdown and Effort Estimation 
	Developers & QA
	25 mins

	Confirmation of Sprint Backlog
	BA (Suman)
	10 mins

	Final Approval & Sprint Kick-off
	Scrum Master
	10 mins



Other Information
	Observers
	Internal QA Auditor

	Resources
	Product Backlog Document, Jira Sprint Board, Team Velocity Report, Sprint Planning Poker Cards

	Special Notes
	Sprint goal finalized: Complete development and testing of “Audit Request Creation” (US01) and “Audit Request View” (US02). Dependencies noted for database schema setup. All team members confirmed task ownership and committed to sprint capacity.


Meeting Type 2: Sprint Review Meeting
	Field
	Details

	Date
	24th Oct 2025

	Time
	3:00 PM – 4:00 PM

	Location
	Microsoft Teams / Conference Room A

	Prepared By
	Suman Samaiya (Business Analyst)

	Attendees
	Product Owner 
Scrum Master 
Developers – 1,2,3
QA 
BA – Suman



	Sprint Status
	Things to Demo
	Quick Updates
	What’s Next

	Sprint 1 Completed – All committed stories delivered and tested successfully.
	1. Audit Request Creation (US01)
2. Audit Request View (US02)
	• Minor UI issues fixed
• Backend APIs integrated with DB
• User validation improvements done
	Sprint 2 will include:
• Edit/Close Request (US03)
• Upload Audit Response (US04)
• Email notification setup

















Meeting Type 3: Sprint retrospective meeting
	Field
	Details

	Date
	25th Oct 2025

	Time
	10:00 AM – 11:00 AM

	Location
	Microsoft Teams / Conference Room A

	Prepared By
	Suman Samaiya (Business Analyst)

	Attendees
	Product Owner 
Scrum Master 
Developers –
QA – 
BA – Suman



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

	Sprint 1 Review & Lessons Learned
	• All sprint stories (US01, US02) completed on time.
• Collaboration between BA, QA, and Dev was effective.
• Demo received positive feedback from PO.
	• Initial environment setup took longer than expected.
• Minor API response delays due to backend configuration.
	• Can we automate some test cases to save QA time?
• How can we reduce dependency on manual DB checks?
	Action items to be documented for Sprint 2 improvement. 
Scrum Master to monitor setup delays in future sprints.















Meeting Type 4: Daily Stand-up Meeting
Week 1 (from 20-10-2025 to 26-10-2025)
	Question
	Name/Role
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	What did you do yesterday?
	 (Developer 1)
	Completed backend API for audit request creation
	Worked on database schema
	API testing
	Fixed validation bugs
	Deployed build to test environment

	
	(Developer 2)
	Designed UI for audit request form
	Integrated frontend with backend API
	Validated field errors
	Reviewed peer code
	Updated frontend logic post-testing

	
	(Developer 3)
	Setup QA test plan
	Performed functional testing
	Logged bugs in Jira
	Retested fixes
	Confirmed story closure

	What will you do today?
	 (Developer 1)
	Prepare documentation
	Support QA testing
	Work on enhancements
	—
	—

	
	 (Developer 2)
	Review UI alignment
	Fix feedback items
	Prepare for demo
	—
	—

	
	 (Developer 3)
	Run regression suite
	Update test cases
	Support sprint demo
	—
	—

	What (if any) is blocking your progress?
	 (Developer 1)
	None
	Database access delay
	None
	None
	None

	
	 (Developer 2)
	Delay in API testing
	None
	None
	None
	None

	
	 (Developer 3)
	Environment setup delay
	Resolved
	None
	None
	None




