
• Determine priority by 
ordering tickets in backlog 
from most important to least

Monday Tuesday Wednesday Thursday Friday

Backlog 
 Ideas not  
ready for 

development

To Do  
tickets/tasks 

ready for 
development

In 
Progress 
tasks  actively 

worked on

In Review 
• QA review 
• Developer Code 

review 
• Stake holder sign 

off

Done!  
Feature is 

available to 
users

Track the  progress of each ticket using a Kanban Board 

Stories 
(requirements)

Task / Ticket

Decomposed into discrete tasks

Sub tasks and 
dependancies

Work on Tickets tracked 
on Kanban Board

A task should take between 1 and 3 days, ideally

If a tasks will take longer than that, it is probably too big  
(Not discreet) and needs further decomposition. 

Definition of Ready

Definition of Done

Daily  
Status Meeting  

Developers answer: 
Doing, Done, 

Blocked?

Daily  
Status Meeting  

Developers answer: 
Doing, Done, 

Blocked?

Daily  
Status Meeting  

Developers answer: 
Doing, Done, 

Blocked?

Daily  
Status Meeting  

Developers answer: 
Doing, Done, 

Blocked?

Daily  
Status Meeting  

Developers answer: 
Doing, Done, 

Blocked?

Iterations

Management 
Investing in new tools 

Company Internal 

Client Company End Users

Client Company Admin and 
employee 

End Users

Stake Holders
The Business

Executives 
responsible for 

company performance 
and bottom line

Software Developers
Successful projects are our lifeblood

Task Tracking

"Board Grooming"

Each task/ticket has 
number of story 
points associated 
with it. This value is 
determined during 
board grooming

• Make sure tickets meet 
definition of ready & done.

• Determine level of effort for 
a task using story points 

• Make new tickets for any 
discoveries made during 
review. Place in backlog

• Track Velocity 

• Show stake holders what has 
been completed. 

• Solicit feedback on progress.

• Review items in backload to 
make sure their priority hasn't 
changed 

• Team Lunch (ideally)

Iteration ReviewIteration Planning 

Select Tasks by order 
in the backlog  

Select number of tasks 
based on story points 
completed previously 

Note story points completed  
compared with number of story 
points "taken in" at the start of the 
iteration.  

With practice the number of points 
taken in should match the number of 
points completed. Once this cadence 
has been achieved the amount of work 
that the team can complete in a fixed 
unit of time can be calculated and used 
for longer range planning and budget 
purposes. 

Use a burn down chart to graph 
story points completed over time. 

Colors denote which 
stake holders are 
required in each 

meeting
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