DEV TEAM OPERATION
HANDBOOK

(SO tay t6 chic & van hanh déi phat trién phdn mém - ban dung cho Wiki ndi bé / Markdown)

0. OUTLINE — KI?N TRUC T? CH?C &
CONG C?

0.1 H? sinh thai cong c?

e Jira / Issue Tracker: quan ly Bug / Feature / Task / Epic, Sprint, Roadmanp.

e Git (GitHub): ma nguon, Pull Request (PR), bdo vé nhanh, CI/CD.

Wiki (Confluence/Notion/GitLab Wiki): HLD/LLD, Release Notes, KB, Meeting notes.
Chat (Teams): daily standup, thdng bdao release, phéi hgp Dev-QA-Ops.

CI/CD (GitHub Actions): build, test, security scan, deploy.

Monitoring/Alerting: Sentry/Graylog/ELK + Prometheus/Grafana (log, APM, metric).

0.2 Lién k?t gi?a cac cong c?

o Méi issue Jira bat bubc cé Issue Key va dugc gan trong commit/PR ( [#ISSUE-123] ).

e PR phai lién két Issue va HLD/LLD (néu la feature/refactor).

e Pipeline ClI gui notification vé kénh #dev-release va cap nhat trang thai vao Issue
(transition tu dong khi pass).

o Release Notes moi version link danh sach PR/Issue d& merge va link tag.

1. T? CH?C WORKSPACE
1.1 Jira / Boards / Workflow

e Boards:
o Maintenance Board : Bug, Hotfix, Support.
o Development Board : Feature, Refactor, Improvement.



e Issue types: Epic, Story/Feature, Task, Bug, Sub-task.

o Workflow chuan: To Do - In Progress - In Review - In Test - Ready to Deploy - Done .

o Trudong bat budc: Assignee, Priority (P1/P2/P3), Estimate (SP/gi¥), Labels (module),
Sprint.

1.2 Wiki / C?u truc th? m?c

/wiki

I roadmap/

- release notes/
I design/

| F hld/

| L wd/

I processes/
 retro/

- templates/

1.3 Channel giao ti?p (vi d? Slack/Teams)

e #dev-daily : daily standup, blocker.

e #dev-general : trao d6i chung, théng béo.

e #dev-release : thong bdo CI/CD, tag, downtime, rollback.
e #ga-channel : Xac nhan test, ghi nhan bug.

e #dev-techup : N0i dung dao tao, tai liéu, lich.

2. QUY TRINH CHU?N ISSUE ?
DEPLOY (E2E)

Stage Muc tiéu Pau vao Pau ra Trach nhiém
1. Ti€p nhan Xac nhan pham vi & Yéu cau/bug report Issue hgp 1é PO/QA/Lead
dé uu tién
2. Design & Plan Thiét ké & udc luong Issue + HLD/LLD Plan + Estimate Lead/Dev
3. Development Thuc hién code Plan + branch PR hgp 1é Dev

4. Review Bao dam chat lugng PR PR dugc approve Reviewer/Lead
5. Testing X&c nhan chat lugng Build staging QA-PASS QA
6. Deployment bua |én moi trudng Tag/release Prod updated DevOps



Stage Muc tiéu Pau vao Pau ra Trach nhiém

7. Retrospective Cai tién lién tuc Sé liéu sprint Action items Toan team

3. CHECKLIST THEO GIAI ?0O?”N
3.1 Stage 1 — Ti?p nh?n

M6 ta ré What/Why/Expected Outcome.
Assignee, Priority (P1/P2/P3), Estimate (SP/gi0), Labels module.
Acceptance Criteria (AC) r6 rang.

Bug: moéi trudng, steps to reproduce, expected vs actual, logs/screenshot.

N I B B

Feature: link HLD (bat budc), LLD néu cham DB/API.

3.2 Stage 2 — Design & Plan

HLD/LLD cap nhat trong /wiki/design/ .
Phan tich rdi ro: d{r liéu, hiéu nang, bdo mat, tuong thich nguoc.

Chia nho thanh sub-task néu > 2-3 ngay.

0 I I I O

Gan Sprint/Milestone, xac nhan effort & dependency.

3.3 Stage 3 — Development

Tao branch ding format ( feature/, bugfix/, hotfix/, refactor/ ).
Commit message: [TYPE] short description (#ISSUE-ID) .
Khéng commit secret/.env/log/dump; .gitignore day da.

Cé unit test/fixture (khi &4p dung), script demo néu can.

I I I B

Update schema/API phai c6 migration va doc.

3.4 Stage 4 — Code Review

Reviewer kiém tra:

[] Dung convention (PEP8/0Odoo/ESLint), dé doc, tach ham.

[1 Khong duplicate logic, khéng magic number.



[1 X ly l6i/exception day du, timeout/transaction.

0 Truy van/IO t6i uu; khdng N+1; index phu hap.

[l Test/Cl pass; PR < 500 LOC (néu Ién: dé nghi tach PR).
[] Tailiéu cap nhat khi d6i hanh vi.

3.5 Stage 5 — Testing (QA)

[] Test case trong Jira/TestRail; mapping AC day du.
[] Testtrén staging véi dir liéu gan thuc té.
[] Kiém tra regression module lién quan.

[0 Gan nhan QA-PASS trudc khi deploy.

3.6 Stage 6 — Deployment

Merge develop - release/x.y; tag vX.Y.Z.
CI/CD: build, unit/integration test, security scan pass.
Maintenance window (20:00-22:00) + nguoi truc Dev & QA.

Post két qua/rollback (néu cd) vao #dev-release .

I B I B B

Cap nhat /wiki/release notes/ .

3.7 Stage 7 — Retrospective

[ ] Thong ké bug post-release, MTTR, ti |& pass pipeline.
[] Review estimate vs thuc t&, nguyén nhan chénh léch.

[] Chét action items + owner + ETA; luu /wiki/retro/ .

4. QU?N TR? MEETING & NGHI TH?C
LAM VI?C

4.1 L?ch & n?i dung chu?n

Meeting Tan suat Thanh phan Thoi lugng Noi dung/Checklist



Daily Standup

Sprint Planning

Sprint Review

Retrospective

Weekly Report

TechUp

1-1 Mentoring

Méi ngay

2 tuan/lan

Cudi sprint

Cudi sprint

Hang tuan

Hang tuan

Hang thang

Dev/QA/Lead

PM/Lead/Dev/QA

PM/Stakeholder/Dev/
QA

Toan team

Lead/PM

T&t ca dev

Lead + turng Dev

4.2 Quy t?c t? ch?c h?p

e Bat dau dung gio, két thac ding gio; facilitator ré rang.

15 phut

60-90 phut

45-60 phat

45-60 phut

30 phat

45-60 phut

30 phut/nguai

e Tat ca quyét dinh phai ghi log vao Wiki/Minutes & assign owner.

e Khong hop néu khéng cé agenda; agenda phai gui toi thi€u 2h trudc.

HO6m qua/Hom
nay/Blocker; cap nhat
Jira trudc hop

Chon scope,
estimate, assign, rai
ro, Definition of Done

Demo, két qua KPI,
quyét dinh release

What went
well/bad/learned;
action items

Velocity, bug ratio,
blockers, staffing

Chu dé, slide, demo,
KB; dang ky host luan
phién

Ky nang, muc tiéu, ké
hoach phat trién

5. CHI?N L??C BRANCH, PR, CI/CD

5.1 Branching

main (production — protected)

- release/x.y (stable for patch)

- develop (integration)

|- feature/<name>
I bugfix/<issue-id>-<slug>
- hotfix/<critical>

- refactor/<module>



e Chi PR méi dugc merge (cam push truc ti€p main, release/*, develop ).
e hotfix/* cO thé tUr main — PR vao main + develop (back-merge).

5.2 Commit & PR

e Commit: nhd, cé y nghia; [TYPE] msg (#ISSUE-ID) (TYPE:
FEATURE/BUGFIX/REFACTOR/CHORE/DOCS).

e PR template bat budéc (md ta, dnh hudng, risk, checklist, test plan).

e Reviewers: = 1 (PR > 500 LOC: = 2). SLA phan hoi: 24h.

5.3 CI/CD Pipeline (tham chi?u)

1. Lint + Unit Test —» 2) Build Image/Package — 3) Security Scan (SAST/Dependency) - 4)
Integration Test — 5) Staging Deploy = 6) Manual Gate = 7) Prod Deploy khi tag.

6. CODE REVIEW POLICY (TIEU CHi
& CH?M 21?7M)

6.1 Tiéu chi ?anh gia
e Dung: logic dung, AC dat, khéng phé backward compatibility.
e Sach: convention, cau trudc, tach Iép/service, log ré rang.
e Nhanh: truy van téi uu, han ché round-trip, batch/bulk hop ly.

e An toan: input validation, permission check, secret handling, rate limit.
o Kiém thu: c6 test/plan; QA c6 thé theo ddi va tai hién.

6.2 Thang ?i?m g?iy (0-2 ?i?m m?i tiéu chi; t?
ng 10)

e 0: thiéu/khbng dat; 1: chap nhan dugc; 2: tot.
e PR < 7 yéu cau chinh stra; = 8 cho phép merge.

/. WORKLOAD, KPI & N?NG L?C



7.1 Quy t?c phan b?

e MOi dev toi da 2 issue song song; uu tién dit diém.
e Task > 3 ngay — chia nhd; cap nhat estimate khi thay déi > 20%.

7.2 KPI ?? xu?t

Velocity: Story points/sprint.

Lead Time: Issue created - Done.

PR Throughput: s6 PR/tuan; Review Time trung binh.
Bug Ratio: (Bug post-release)/(Feature release).
TechUp Contribution: sé budi host/bai KB/quy.

7.3 N?ng |?c & mentoring

e Ma tran nang luc: Domain (Odoo/Backend/Frontend/DevOps), Coding, Review, Testing,
Communication.
e 1-1 hang thang: muc tiéu 3 thang, ké hoach hoc tap, shadowing/mentoring.

8. VAl TRO & RACI

Hang muc

Tiép nhan yéu
cau

Thiét ké
(HLD/LLD)

Phat trién
Code Review
Kiém thtr
Trién khai
Release Notes

Retro/Improve
ment

(A: Accountable, R: Responsible, C: Consulted)

PO

PM

Dev

A/R

QA

Dev Lead

DevOps

A/R



9. TEMPLATES (RAW MD)

9.1 Pull Request Template

## Description

[Feature/Bug/Refactor] ..

## Related Issue
Fixes #ISSUE-ID

## Impact/Risk
- Module [Onh hu[ng: ..
- Migration: C6/Khong (m6 t[J)

## Test Plan
- Case 1: ..

- Case 2: ..

## Checklist

- [ ] bé test local

- [ ] Pass CI

- [ ] Cap nhat wiki/doc

- [ 1 Khong commit file rdc/secret

9.2 Weekly Report Template

# Weekly Report — [Tén Dev] — Tu[n [XX]
## Done

- [x] ..

## In Progress

-0 ] .-
## Blockers

## Next Week Plan

9.3 TechUp Note Template



# TechUp — [Ngay]l — [Ch[ d[]
**Host:** ..

*ATOM L[t ** ..
**Demo/Repo:** ..

**Bai hoc:** ..

**Tai 1iéu tham Kh[jo:** ..

10. PH? L?C — CHECKLIST T?NG H?P
THEO LO?I TASK

10.1 BUG / HOTFIX

e Tiép nhan: [ ] Steps to reproduce; [ 1 Env; [ ] Logs; [ ] Priority P1/P2/P3.

e Dev: [ ] Branch bugfix/ hodc hotfix/ ;[ ] Test local; [ ] PR lién két issue.

e Review: [ ] RCA ngan; [ ] Khéng anh hudng chirc nang khac; [ 1 Pipeline pass.
e Test: [ ] QA regression; [ ] Tag QA-PASS .

e Deploy: [ ] Néu P1: theo quy trinh hotfix (ctra s6 khan).

10.2 FEATURE

e Tiép nhan: [ ] AC; [ ] HLD; [ ] Estimate; [ ] Labels module.

e Dev: [ ] Branch feature/ ; [ ] Unit test (néu cd); [ ] Doc cép nhat.

e Review: [ ] Design alignment; [ ] Security/permission; [ ] Performance.
e Test: [ ] UAT trén staging véi dit liéu mau.

e Deploy: [ ] Tag version; [ ] Release note.

10.3 REFACTOR / IMPROVEMENT

e Tiép nhan: [ ] Pham vi; [ ] Chi s6 ky vong (perf/memory/complexity).
e Dev: [ ] Benchmark truéc/sau; [ ] Khong d6i behavior (hodc cé doc).
e Review: [ ] Code smell gidm; [ ] Test coverage khéng giam.

e Test: [ ] Regression lan can; [ ] So sanh benchmark.

10.4 INFRA / MAINTENANCE

e Ké hoach: [ ] Thoi gian; [ 1 Anh hudng; [ 1 Rollback plan.
e Thuc thi: [ ] Script/laC; [ ] Change log.
e Sau tri€n khai: [ ] Health check; [ ] Post-mortem néu su cé.



11. MEETING AGENDA — SUMMARY

Daily: Yesterday/Today/Blocker (<= 60s/ngugi). Cap nhat Jira truéc hop.
Planning: muc tiéu sprint, scope, estimate, risk, DoR/DoD, capacity, dependency.
Review: demo; KPI sprint; quyét dinh release.

Retro: keep/try/stop; 3 hanh dong uu tién + owner + ETA.

TechUp: 1 chu dé/tuan; slide + demo; KB sau budi.

12. ??NH NGH?A — DoR & DoD

o Definition of Ready (DoR): Issue cé mé6 tad + AC + estimate + assignee + tai liéu kem.
e Definition of Done (DoD): Code + Review + Test pass + Doc/Release note +
Deploy/Verify.

13. B?0 M?T & TUAN TH?

Khong luu secret trong repo; dung Vault/Cl variables.
Log khéng chira dit liéu nhay cam; an Pll theo quy dinh.
Bat branch protection, 2FA, review bat budc.

Dinh ky security scan dependency & SAST.
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