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Sprint Readiness Checklist
Items to verify before, during, and after a sprint. Customize this checklist to fit your organization’s needs.
	Sprint Name:
	
	
	Duration:
	

	Start Date:
	
	
	End Date:
	

	Goal:
	



Before Sprint Starts
	
	Item
	Details

	❒
	Incomplete items from the previous sprint are managed
	Determine whether to reschedule, abandon, or return incomplete work to the backlog.

	❒
	Top priority items are scoped, estimated, and understood
	All teams understand what to do and no questions remain.

	❒
	Scope of work is feasible for the time available
	Large items are broken down into small, manageable pieces.

	❒
	Important fields are filled
	E.g., Acceptance criteria, Definition of done, Story points or Original estimate fields

	❒
	Team capacity is calculated and resources are confirmed
	How many story points or hours can teams accommodate in the next sprint? Tip: Subtract holidays, vacation days, unplanned bugs, production support, technical dept, and other capacity-reducing activities.

	❒
	There are no blockers
	Dependencies (E.g., environments, access, vendors, libraries) are identified and related work items are linked. 

	❒
	Next sprint is created and dates are set
	On the Backlog page, click the “Create sprint” button. Click the ellipses and choose “Edit sprint” to set start and end dates.

	❒
	A sprint goal is defined
	The sprint goal is meaningful, specific, and measurable.

	❒
	Items are added to the sprint
	On the Backlog page, drag items that are ready to schedule to the sprint or set the sprint field in individual items or in bulk.

	❒
	Items in the sprint are ready to work
	Items have assignees, start dates, and due dates.


Morning of Sprint Start
	
	Item
	Details

	❒
	Previous sprint is complete
	On the last day of the previous sprint, click the “Complete sprint” button on the Active sprints page.

	❒
	Sprint is started
	On the Backlog page, click the “Start sprint” button.


Last Days of Sprint
	
	Item
	Details

	❒
	All items are verified
	All items fulfill testing, acceptance criteria, and definition of done requirements.

	❒
	All items are resolved
	Transition items to their final workflow status. Find unresolved work with a JQL query like: sprint in openSprints() and resolution is EMPTY.

	❒
	Sprint is complete
	On the last day of the sprint, click the “Complete sprint” button on the Active sprints page.
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