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Generic Definition of Ready / Done Template — applicable across industries and product types


1. Purpose & Overview
The Definition of Ready (DoR) and Definition of Done (DoD) are the team's shared quality gates. DoR is the bar a Product Backlog item must clear before it can enter Sprint Planning. DoD is the bar an item must clear before it counts as part of the Increment. Both are agreed upon by the whole team, not set unilaterally by the Product Owner or Scrum Master.
[Enter any product-specific framing for why these criteria matter to this team]
2. Definition of Ready
A Product Backlog item is Ready for Sprint Planning when ALL of the following are true:
☐  The user story follows the standard format (As a [role], I want [goal], so that [benefit])
☐  Acceptance criteria are written and understood by the team
☐  The item has been estimated (story points) by the Developers
☐  The item is small enough to be completed within a single Sprint
☐  Dependencies on other teams/systems are identified and not blocking
☐  Necessary designs, mockups, or technical specs are available (if applicable)
☐  The Product Owner has clarified any open questions with the team
☐  [Add any project-specific criteria]
3. Definition of Done
A Product Backlog item is Done when ALL of the following are true. This bar applies to every item, regardless of size or type, and is defined once for the whole team — not negotiated per item.
☐  Code is written and complete for the acceptance criteria
☐  Code has been peer-reviewed
☐  Unit tests written and passing
☐  Integration/regression tests passing
☐  Acceptance criteria verified against the working software
☐  Documentation updated (user-facing and/or technical, as applicable)
☐  Deployed to the target environment (e.g., staging/production, per team practice)
☐  No known critical or high-severity defects outstanding
☐  Product Owner has reviewed and accepted the item
☐  [Add any project-specific criteria]


4. Definition of Done by Level
Some teams define Done at multiple levels — an item-level bar, plus additional criteria that only apply at the Sprint or Release level. Complete this section if your team uses tiered done criteria; otherwise, Section 3 alone may be sufficient.
	Level
	Additional Criteria (beyond item-level DoD)

	Sprint-level
	[e.g., All committed items meet DoD; Sprint Goal achieved; Sprint Review conducted]

	Release-level
	[e.g., Full regression suite passed; release notes published; rollback plan tested — see the Release Plan]


5. Roles & Responsibilities
Define who is responsible for checking and upholding each definition.
	Role
	Responsibility

	Product Owner
	[Confirms items meet DoR before Sprint Planning; accepts items against DoD at Sprint Review]

	Developers
	[Confirm technical criteria in DoD are met before marking an item complete]

	Scrum Master
	[Facilitates the team's agreement on DoR/DoD and ensures they are consistently applied]


6. Exceptions Process
Define how the team handles a rare case where an item must be pulled into a Sprint without fully meeting the Definition of Ready, or accepted without fully meeting the Definition of Done.
[e.g., Requires explicit team agreement in Sprint Planning/Review, with the gap and risk documented; exceptions should be rare, not routine]
7. Approval Signatures
Because DoR/DoD should be a team agreement, consider having the whole Developers team sign, not just leadership roles.
	Name / Role
	Signature
	Date

	[Product Owner]
	
	

	[Scrum Master]
	
	

	[Developer 1]
	
	

	[Developer 2]
	
	





8. Version / Revision History
Revisit these definitions periodically (e.g., at Retrospectives) — they should evolve as the team matures, but changes should be deliberate and agreed upon by the whole team.
	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 template. Remove before final distribution if not needed.
Before you start:
•  This document should be created collaboratively with the whole Developers team, ideally in a workshop format — DoR/DoD only work if the team that has to apply them actually agreed to them.
•  Keep both checklists short enough to actually be checked every time — a 20-item Definition of Done gets skipped; a 6-8 item one gets used.
Section-by-section guidance:
	Section
	How to Fill It

	1. Purpose & Overview
	Keep to 2-3 sentences. No need to justify the general concept — just note anything specific to why this team needs these gates.

	2. Definition of Ready
	Remove any checklist item that isn't actually enforced today — an unenforced criterion just erodes trust in the rest of the list. Add project-specific items (e.g., 'legal review complete' for regulated industries).

	3. Definition of Done
	This list applies to every single item, no exceptions, no matter how small the story. If the team finds itself routinely skipping an item on this list, either enforce it or remove it — don't let it become theoretical.

	4. Definition of Done by Level
	Only fill this in if your team actually distinguishes Sprint-level and Release-level completeness from item-level completeness. Many teams don't need this section — skip it if Section 3 already covers everything relevant.

	5. Roles & Responsibilities
	Keep this to actual practice — if the whole team collectively confirms DoD rather than one person 'owning' it, say so rather than assigning ownership that doesn't reflect reality.

	6. Exceptions Process
	Be honest that exceptions will occasionally happen — a process that pretends they never will just gets bypassed silently instead of documented.

	7. Approval Signatures
	Consider having every Developer sign, not just the PO and Scrum Master — the whole point is that Developers are the ones applying DoD to their own work.



Common mistakes to avoid:
•  Having the Product Owner or Scrum Master write this alone and hand it to the Developers — reduces buy-in and makes the checklist easy to ignore.
•  Confusing Definition of Ready with acceptance criteria for a specific story — DoR is the same bar applied to every item; acceptance criteria are unique to each one.
•  Letting the Definition of Done grow indefinitely over time without ever removing anything — periodically prune it at Retrospectives just as deliberately as you add to it.
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