TeamName ENGR 4580 Sprint Planning 1 (increment number each time)
Upload a digital copy of the sprint to the D2L dropbox (one per team).
1. Top 7-10 items planned for next sprint (~ 2 wk).  Fill out at team meeting.
	Goal
	Responsible Party

	1.
	

	2.
	

	3.
	

	4.
	

	5. 
	

	6.
	

	7.
	

	8.
	

	9.
	

	10.
	


2. Accomplishments: This is so team meeting times are productive and you are accountable to each other for the tasks you are doing. You are expected to work greater than 10 hrs/week each.  Round to the nearest 0.25 hour.
Group Meetings:                   Weekly hrs total: ________       Annual hrs total: ________

	Date & Hrs
	Attendees
	Topics Discussed
	Resolutions

	MM/DD/YY

X hrs
	Teammate 1, Teammate 2, Customer 1, etc.
	List major topics covered, activities done, roadblocks, etc.  Add more numbers if needed.
	List decisions, outcomes, results, solutions, etc.  Append images and graphs if helpful.

	
	
	
	

	
	
	
	


Individual Log: Each group member should provide his/her information. If none is provided, list “no report” for that person.
	Teammate
	Hours
	Contributions

	Name
Signature
	X hrs sprint
XX hrs year
	Brief bullet or paragraph summary of this person’s activities and progress on the project.  Specifically mention concrete contributions, findings, results, etc.  You may append images, calculations, graphs, etc. to the report.  State whether or not the assigned goals for the sprint were completed.  If hours are especially high or low, note why. 

	
	
	

	
	
	

	
	
	

	
	
	


3. Areas of difficulty or roadblocks - this week
a. Hopefully no more than one, if any.  Ask if you need help.  Mention if resolved.
4. Top feedback from your customer, design instructors, or other advisors
a. How will you incorporate this into your project? 

b. What was or will be the expected outcome?

5. New resources needed
a. First item, skill, etc. and how you will acquire it.

b. Add more if applicable.

6. Budget
	Item
	Cost
	Supplier
	Who Paid

	Part number and/or description
	$X.XX
	Vendor name
	Teammate, Sponsor, Department, etc.

	Add more rows as you buy more items.
	
	
	

	
	
	
	

	Total spent:
	$XX.XX
	Project max:
	$XXX.XX


7. Biggest discovery

a. What were the most interesting, surprising or unique items your group learned this week?
8. Appendices: include concept sketches, CAD images, building or testing photos, tables or graphs of results, calculations, research info and sources, etc. from the past week
