Sprint Planning Notes
	Team
	

	Sprint number and dates
	

	Date of planning meeting
	

	Facilitator (scrum master)
	

	Product owner
	

	Notes taken by
	

	Present
	

	Absent
	



1. Why this sprint
[The product owner explains what matters most right now and what the sprint should change for users or the business. Five minutes.]

2. Sprint goal
[One sentence the team writes together. If the goal needs three sentences, it is probably two goals.]
Sprint goal:

3. Capacity
[Working days per person minus leave, on-call, training and known meetings. Compare with the last three sprints' completed points or items before committing.]
Working days in sprint:
Per person (name, available days, notes):
Total available days:
Average completed last three sprints:
Planned capacity this sprint:

4. Items pulled into the sprint
[One line per item, in priority order: ID, title, estimate, and whether it serves the goal. Stop pulling when capacity is reached, not when the backlog runs out.]
ID:
Title:
Estimate:
Serves goal (yes / no):
Owner (if known):

5. Dependencies
[Anything an item needs from outside the team: an API, a design, a decision, access. Record who promised it and by when. An undated dependency is a risk, not a plan.]
Item:
Depends on:
Promised by (person / team):
Date:

6. Risks and assumptions
[What could make the goal miss, and what the team is assuming to be true. Keep to things that would change the plan if they turned out differently.]

7. Definition of done confirmed
[Read it out or paste it here. Note any change agreed for this sprint, for example a new accessibility check.]

8. Commitment and first steps
[Does the team agree the goal is achievable with this list? Record any item marked as a stretch. Note who starts on what tomorrow.]
Team commits (yes / with reservations):
Stretch items:
Day-one assignments:

Sprint backlog
	ID
	Item
	Estimate
	Serves goal
	Dependency

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Action items (pre-sprint and in-sprint)
	Action
	Owner
	Due
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