Product Backlog Refinement Meeting Template

Date: [Insert Date]

Time: [Insert Time]

Location: [Insert Location]
Meeting Lead: [Insert Name]

Opening Section:

Welcome and Meeting Objectives:

Start by welcoming the team and outlining the specific objectives for this backlog
refinement session. This could include prioritizing new user stories, refining existing
tasks, or removing outdated items. Clearly stating the goals of the meeting helps
focus the discussion and ensures that the team is aligned on what needs to be
accomplished.

Quick Recap of Current Sprint:

Briefly review the progress of the current sprint to set the context for the backlog
discussion. Highlight any challenges that have arisen or any shifts in priorities that
might affect the backlog. This ensures that the refinement process is informed by
the most up-to-date project status.

Core Agenda Items:

Review New Backlog Items:

Begin by introducing any new user stories, features, or tasks that have been added to
the backlog since the last refinement session. Discuss the relevance of these items,
their alignment with the product strategy, and their potential impact on the project.
Decide whether these items should be prioritized, reworded, or removed.

Prioritization of Backlog Items:

Work together to prioritize the backlog items, starting with the highest-value tasks.
Discuss the criteria for prioritization, such as customer impact, business value, or
technical feasibility. Use this time to ensure that the most critical items are
positioned at the top of the backlog, ready for inclusion in the next sprint.

Detailed Refinement of Top Items:

For the highest-priority items, dive deeper into the details. Clarify the acceptance
criteria, break down large tasks into smaller, more manageable ones, and estimate
the effort required. This step ensures that when these items are pulled into a sprint,
the team has a clear understanding of what's required and can start working
immediately.

Dependency and Resource Review:
Identify any dependencies between backlog items and discuss resource availability.
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Ensure that tasks are sequenced correctly and that no item is blocked by another. If
certain tasks require specific resources or expertise, make note of this and plan
accordingly.

Feedback and Collaboration:

Team Input on Prioritization:

Open the floor for team members to provide input on the prioritization process. This
is an opportunity to leverage the team’s collective expertise, ensuring that important
considerations aren't overlooked. Encourage team members to voice concerns or
suggest adjustments to the backlog.

Discuss Any Proposed Changes:

If there have been any shifts in project scope or strategy that affect the backlog,
discuss these changes with the team. Ensure that everyone understands why certain
items are being reprioritized or redefined and how these changes impact the overall
project.

Closing Section:

Recap of Refinements:

Summarize the key changes made to the backlog during the meeting, including any
new priorities, refined tasks, or removed items. This recap ensures that everyone
leaves with a clear understanding of the updated backlog and next steps.

Preparation for the Next Sprint Planning:

Outline the steps needed to prepare the refined backlog for the next sprint planning
session. Ensure that any additional work, such as further refining or estimating items,
is assigned and will be completed before the planning meeting.

Next Meeting Details:

Confirm the date and time for the next backlog refinement session, ensuring that it's
scheduled in alignment with your sprint cycle.
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