Daily Standup Notes
	Team
	

	Date
	

	Time started / time ended
	

	Facilitator (rotating)
	

	Present
	

	Absent (and whether they posted an async update)
	

	Sprint / iteration and day number
	

	Sprint goal (one line, copied from sprint planning)
	



1. Goal check
[Read the sprint goal aloud or paste it at the top. Thirty seconds. The updates that follow are about progress toward it, not about being busy.]

2. Updates, one block per person
[Keep each person to a minute. Mention work by its ticket or item name so the board and the notes match.]
Name:
Yesterday:
Today:
Blockers:

3. Board walk (optional)
[Some teams walk the board right to left instead of going person by person: anything stuck in review, anything in progress for more than two days.]

4. New blockers raised today
[Anything someone cannot move forward on without help. Give each one an owner for the unblocking, who is often not the person blocked.]
Blocker:
Who is blocked:
Who will unblock:
By when:

5. Parking lot
[Topics that came up and need a longer conversation. Note who needs to be in it and when it will happen. The standup ends on time regardless.]

6. Announcements
[Absences, release times, a demo this afternoon. Facts only; questions go to the parking lot.]

Blockers register (carried day to day)
[One row per open blocker, copied forward until it is cleared. If a row survives a week, it belongs in the retrospective.]
Raised on:
Blocker:
Owner:
Status:
Cleared on:

Blockers register
	Raised
	Blocker
	Blocked
	Owner
	Status

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Parking lot
	Topic
	Who needs to be there
	When
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