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[ORGANIZATION NAME]
RELEASE PLAN
[Product / Project Name] — Release [#]
	Product Owner
	[Name]

	Scrum Master
	[Name]

	Target Release Date
	[Date]

	Prepared By
	[Name / Role]

	Version
	[1.0]


Generic Release Plan Template — applicable across industries and product types


1. Purpose & Overview
The Release Plan maps the Product Backlog's epics/themes to target Sprints, building toward a release date. It works together with the companion Release Roadmap (a separate spreadsheet), which visualizes which epics are planned for which Sprint.
[Enter any release-specific framing — e.g., is this a major version, a minor update, a hotfix release?]

2. Release Goal / Objective
State the specific objective this release is meant to achieve — the 'why' behind bundling these particular epics together.
[Enter the release goal — what customer/business outcome this release delivers]
3. Release Scope
List the epics/themes included in this release, and be explicit about what is deliberately excluded.
In Scope:
	Epic / Theme
	Target Sprint(s)
	Priority

	[Epic 1]
	[Sprint 1-2]
	[Must/Should/Could]

	[Epic 2]
	[Sprint 2-3]
	[Must/Should/Could]

	[Epic 3]
	[Sprint 3]
	[Must/Should/Could]



Out of Scope (deferred to a future release):
[List epics/themes explicitly deferred, and why]
4. Dependencies
Identify dependencies that could affect this release — technical, cross-team, third-party, or external.
	Dependency
	Type
	Owner
	Status

	[Dependency 1]
	[Technical/External/Cross-team]
	[Owner]
	[Status]

	[Dependency 2]
	[Technical/External/Cross-team]
	[Owner]
	[Status]






5. Risks
Identify risks specific to hitting this release's scope and date. For project-wide risks, refer to the Risk Register.
	Risk Description
	Likelihood
	Impact
	Mitigation

	[Risk 1]
	[Low/Med/High]
	[Low/Med/High]
	[Mitigation approach]

	[Risk 2]
	[Low/Med/High]
	[Low/Med/High]
	[Mitigation approach]


6. Definition of Done for the Release
Define the criteria that must be met before this release is considered ready to ship — beyond the standard Sprint-level Definition of Done.
[e.g., All in-scope epics meet the team's Definition of Done; regression testing complete; release notes published; rollback plan documented and tested]
7. Rollout / Deployment Plan
Describe how this release will be deployed — phased rollout, feature flags, full release, etc. — and the rollback plan if issues are found.
	Step
	Description
	Owner
	Target Date

	1. Pre-release checks
	[Description]
	[Owner]
	[Date]

	2. Deployment
	[Description]
	[Owner]
	[Date]

	3. Post-release monitoring
	[Description]
	[Owner]
	[Date]

	4. Rollback (if needed)
	[Description / trigger condition]
	[Owner]
	[N/A unless triggered]


8. Stakeholder Communication for the Release
Describe how this release will be communicated to stakeholders and customers. For the project's broader communication cadence, refer to the Communications Management Plan.
	Audience
	Message
	Channel
	Timing

	[Internal stakeholders]
	[Release summary]
	[Email / Meeting]
	[Before release]

	[Customers / End users]
	[Release notes]
	[In-app / Email]
	[At release]




9. Approval Signatures
	Name / Role
	Signature
	Date

	[Product Owner]
	
	

	[Sponsor]
	
	

	[Scrum Master]
	
	


10. Version / Revision History
	Version
	Date
	Author
	Change Description

	1.0
	[Date]
	[Name]
	Initial draft




Appendix A: How to Fill Out This Template
This appendix is for reference only — it explains how to complete each section of this plan. Remove before final distribution if not needed.
Before you start:
•  Have the Product Backlog and Product Vision Statement on hand — the release's scope should trace back to backlog epics, and the release goal should support the product vision.
•  This plan defines the goal, scope, and rollout approach; the companion Release Roadmap (Excel) is where the epic-to-Sprint mapping actually lives and gets updated Sprint by Sprint.
Section-by-section guidance:
	Section
	How to Fill It

	1. Purpose & Overview
	Keep to 2-3 sentences. Note what kind of release this is (major, minor, hotfix) since that changes how much rigor the rest of the sections need.

	2. Release Goal
	State a single, clear outcome — if you can't summarize the goal in one sentence, the release may be trying to do too much.

	3. Release Scope
	List epics, not individual backlog items — the Release Roadmap spreadsheet is where item-level detail lives. Always fill in 'Out of Scope' explicitly; an unstated exclusion becomes a scope argument later.

	4. Dependencies
	Include cross-team and third-party dependencies specifically — these are the ones most likely to be forgotten and most likely to slip the release date.

	5. Risks
	Only list risks specific to this release's scope/timeline; project-wide risks belong in the Risk Register, not duplicated here.

	6. Definition of Done for the Release
	This is different from the Sprint-level Definition of Done — it should cover release-specific criteria like regression testing and release notes, not just 'code is done.'

	7. Rollout / Deployment Plan
	Always fill in the rollback row, even if you expect not to need it — a release plan without a rollback trigger condition is a release plan without a safety net.

	8. Stakeholder Communication for the Release
	Distinguish between internal audiences (who need advance notice) and external/customer audiences (who typically need release notes at or after launch).

	9. Approval Signatures
	Typically the Product Owner and Sponsor at minimum.



Common mistakes to avoid:
•  Locking the Sprint-to-epic mapping too rigidly — Scrum backlogs are emergent, so expect the Release Roadmap to shift as Sprints progress, and revisit this plan accordingly.
•  Treating the release date as fixed while scope is also fixed — in agile delivery, if the date is fixed, scope should flex (and vice versa); both being fixed removes the team's ability to respond to new information.
•  Skipping the rollback plan because the team is confident — the plan matters precisely for the cases where confidence turns out to be wrong.
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