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Reaunch Preparation Cover Letter

Preparation for a relaunch workshop involves the following steps.

1. Check that all of the needed materials are on hand.  The materials you need are as follows

· Relaunch Checklist (Checklist PREPR or PREPRm)

· Workshop Schedule (Workshop Schedule or TSPm Workshop Schedule)

· Team Member Relaunch Preparation Package 

· Team Leader Relaunch Preparation Package 

· Other Member Relaunch Preparation Package

· Launch Notebooks

2. Tell the TSP coach that you have received the workshop materials.

3. The TSP launch notebooks should be on hand, but they are not needed until the opening day of the relaunch workshop.

4. Follow TSP/TSPm Relaunch Preparation Checklist PREPR/PREPRm for a relaunch. 

5. Make sure that all attendees are available for the workshop during the times specified on the checklist.

6. Make sure that all observers know they are only to attend the opening workshop meeting.  There are no observers for workshop meetings 2 through 7.

7. Distribute the appropriate preparation materials to the relaunch workshop attendees at least a week before the start of the workshop.

· Team Leader:  Relaunch Preparation Package Team Leader

· Team Member:  Relaunch Preparation Package Team Members

· Other participant:  Relaunch Preparation Package Other Attendee

8. Make sure that the meeting facilities and catering are arranged.

9. Inform the TSP coach that you are prepared for the workshop.

TSP Relaunch Preparation Checklist - PREPR

	Purpose
	Use this checklist to guide relaunch preparation activities

	Weeks Prior to Launch
	Step
	Description
	Completed

	6
	Project Identified
	The TSP project has been launched and is ready for relaunch.
	

	6
	Person Responsible Identified
	A person has been named as responsible for relaunch preparation for the project.
	

	4
	Team Ready
	The team members and team leader are identified and available for the entire relaunch period.
	

	4
	Postmortem Scheduled
	All team members and the team leader are scheduled to complete a Postmortem (script PM), for the current Launch/Phase, prior to the relaunch.
	

	2
	Relaunch Preparation Package Distributed
	All team members have received, reviewed, and distributed the relaunch preparation package(s).
	

	2
	Team Member Training Done
	-  All new software engineers have completed PSP training.

-  All other new members have completed team member training.
	

	2
	Management Training Done
	· The team leader has completed TSP or PSP management training.

· All involved managers and executives have completed TSP or PSP management training.
	

	2
	Attendance Confirmed
	All relaunch participants know the attendance guidelines and are scheduled to attend.

· The TSP team, management, marketing, and other interested parties attend relaunch meeting 1.

· Team members attend meetings 2 through 7, and the relaunch PM, with no observers.
	

	2
	Schedule Finalized
	All team members and the team leader are committed to attend relaunch meetings 1 through 7 and the relaunch postmortem.
	

	1
	Launch Notebooks Distributed
	The launch notebooks have been distributed to all team members and the team leader.
	

	1
	Team Preparation Package Distributed
	The team leader and all of the team's engineers have been given the team and team leader workshop preparation packages, respectively.
	

	1
	Other Attendee Preparation Package Distributed
	Any other attendees have been given the other attendee workshop preparation package.
	


(continued on next page)

TSP Relaunch Preparation Checklist - PREPR (continued)

	Weeks Prior to Launch
	Step
	Description
	Completed

	1
	Meeting 1 Facilities Confirmed
	· The room for relaunch meeting 1 is large enough to hold all team members, management representatives, TSP coach(es), and observers.

· A projector and screen are available.

· The room is available for the morning of day 1.
	

	1
	Facilities for Meetings 2 through 7 and Launch Postmortem Confirmed
	For days 1, 2, and 3 (if needed), the following facilities are available.

· a conference room with desk-size working space for each team member, the team leader, and TSP coaches

· one or more personal computers with the Microsoft Office 

· two flip-chart easels and a whiteboard with pads and markers

· a PC-compatible projector
	

	1
	Catering Confirmed

(optional)
	For days 1, 2, and 3 (if needed), the following are planned.

· refreshments at start and for a mid-morning break 

· soft drinks for a mid-afternoon break 

· working lunch 

· a working dinner (pizza?) may be needed for day 1
	

	1
	Final Report Completed
	The final project report (script PM) for the current launch/phase/cycle, has been completed and filed in the project notebook and a copy has been submitted to the process asset and data repository manager.
	


TSPm Relaunch Preparation Checklist - PREPRm

	Purpose
	To guide launch preparation activities

	Weeks Prior to Launch
	Step
	Description
	Completed

	6
	Project Identified
	The TSP project has been launched and is ready for relaunch.
	

	6
	Person Responsible
	A person has been named as responsible for relaunch preparation for the project.
	

	5
	Pre-Relaunch Preparation
	· The leadership team has been formed and the lead TSP coach has been identified.

· They all have copies of the PREP and PREPW scripts.
	

	4
	Team Ready
	The team members, team leaders, project manager, and TSP coaches are identified and available for the entire relaunch period.
	

	4
	Postmortem Scheduled
	All team members and the team leader are scheduled to complete a postmortem (script PM) for the current launch/phase/cycle prior to the relaunch.
	

	2
	Relaunch Preparation Package Distributed
	The team members have received, and reviewed the relaunch preparation package(s).
	

	2
	Team Member Training Done
	· All new software engineers have completed PSP training.

· All other new members have completed team member training.
	

	2
	Management Training Done
	· All new team leaders and managers have completed TSP or PSP management training.

· All other involved managers and executives have completed TSP management training.
	

	2
	Attendance Confirmed
	All relaunch participants know the attendance guidelines and are scheduled to attend.

· The TSP team, management, marketing, and other interested parties attend relaunch meetings 1 and 9.

· The team leader and team members attend meetings 2 through 8, and the relaunch postmortem, with no observers.
	

	2
	Schedule Confirmed
	All team members and the team leader are committed to attend relaunch meetings 1 through 9 and the relaunch postmortem, and management and marketing representatives are prepared and available for meetings 1 and 9.
	

	2
	Facilities Needed for Meetings 1 and 9 confirmed
	· The room for relaunch meetings 1, 1A, and 9 is large enough to hold all the local team members, managers, and observers.

· A projector and screen are available.

· For distributed teams, all remote locations participate in meetings 1, and 1A via videoconference.

· The room is available for the mornings of day 1.
	


(continued on next page)

TSPm Launch Preparation Checklist - PREPRm (continued)

	Weeks Prior to Launch
	Step
	Description
	Completed

	2
	Facilities for Meetings 2 through 8 and Launch Postmortem Confirmed
	For days 1, 2, 3, and 4 (if needed) the following facilities are available at each team location for each sub-team.

· a conference room with desk-size working space for each team member, the team leader, and TSP coaches

· one or more personal computers with the Microsoft Office.

· two flip-chart easels and a whiteboard with pads and markers

· a PC-compatible projector
	

	2
	Facilities Needed for Meetings 3A, 5A, 5B, 6A, 6B, and 7A Confirmed
	Rooms with the following facilities are needed on each relaunch day at each team location for the leadership and role manager team meetings (1 room on days 1 and 3 and 2 rooms on day 2).

· a conference room with desk-size working space for each team member, the team leader, and TSP coaches

· one or more personal computers with the Microsoft Office

· two flip-chart easels and a whiteboard with pads and markers

· a unit for projecting from a PC

· for distributed teams, a telephone or videoconference connection to each remote location
	

	2
	Team Preparation Package Distributed
	The project manager, team leaders, and all team members have been given the team and team leader workshop preparation packages.
	

	2
	Catering Confirmed

(optional)
	For days 1, 2, 3, and 4 (if needed), the following catering is planned.

· morning and mid morning break 

· working lunch 

· mid-afternoon break

· A working dinner may be needed for days 1, 2, or 3.
	

	2
	Launch Notebooks Distributed
	The TSPm launch and operations notebooks have been distributed to all new team members.
	

	1
	Final Report Completed
	The final project report (script PM) for the current launch/phase/cycle, has been completed and filed in the project notebook and a copy has been submitted to the process asset and data repository manager
	


Standard TSP Launch Workshop Schedule

	When
	What
	Topics and Attendees

	Day 1
	
	
	

	8:30
	10:00
	Meeting 1
	TSP and workshop overview

Senior management discussion of the business need for the project

Marketing discussion of the market need for the product 

Coach, team members, team leader, senior management

	10:00
	10:15
	Break
	

	10:15
	12:15
	Meeting 2
	Team roles and goals 

Coach, team members, team leader

	12:15
	1:00
	Lunch
	

	1:00
	3:00
	Meeting 2 (continued)
	Coach, team members, team leader

	3:00
	3:15
	Break
	

	3:15
	6:45
	Meeting 3
	Strategy, process, and support planning

Coach, team members, team leader

	
	
	
	

	Day 2
	
	
	

	8:00
	8:30
	Meeting 3 (continued)
	Coach, team members, team leader

	8:30
	10:00
	Meeting 4
	Overall project plan 

Coach, team members, team leader

	10:00
	10:15
	Break
	

	10:15
	12:15
	Meeting 4 (continued)
	Coach, team members, team leader

	12:15
	1:00
	Lunch
	

	1:00
	1:30
	Meeting 4 (continued)
	Coach, team members, team leader

	1:30
	2:30
	Meeting 5
	Quality plan

Coach, team members, team leader

	2:30
	2:45
	Break
	

	2:45
	5:00
	Meeting 6
	Detailed engineer and team next-phase plans, balanced plan

Coach, team members, team leader

	
	
	
	

	Day 3
	
	
	

	8:30
	10:15
	Meeting 6 (continued)
	Coach, team members, team leader

	10:15
	10:30
	Break
	

	10:30
	12:00
	Meeting 7
	Team risk assessment

Coach, team members, team leader

	12:00
	1:00
	Lunch
	

	1:00
	2:30
	Meeting 8
	Management meeting planning

Coach, team members, team leader

	2:30
	2:45
	Break
	

	2:45
	5:30
	Work period
	Management meeting preparation

Team members, team leader

	
	
	
	

	Day 4
	
	
	

	8:30
	10:00
	Meeting 9
	Senior management reviews the launch results

Coach, team members, team leader, senior management

	10:00
	10:30
	Break
	

	10:30
	11:30
	Launch postmortem meeting
	Launch postmortem

Coach, team members, team leader

	11:30
	12:30
	Lunch
	

	12:30
	4:30
	TSP Process Review
	Coach and all new team members


TSP Relaunch Workshop Schedule

	When
	What
	Topics and Attendees

	Day 1
	
	
	

	8:30
	10:00
	Meeting 1
	Workshop overview

Team leader review of project status and any changes in business goals

Coach, team members, team leader, and other attendees as appropriate

	10:00
	10:15
	Break
	

	10:15
	12:15
	Meeting 2
	Team roles and goals 

Coach, team members, team leader

	12:15
	1:00
	Lunch
	

	1:00
	3:00
	Meeting 2 (continued)
	Coach, team members, team leader

	3:00
	3:15
	Break
	

	3:15
	5:00
	Meeting 3
	Strategy, process, and support planning

Coach, team members, team leader

	
	
	
	

	Day 2
	
	
	

	8:00
	10:15
	Meeting 3 (continued)
	Coach, team members, team leader

	10:15
	10:30
	Break
	

	10:30
	12:00
	Meeting 4
	Overall project plan 

Coach, team members, team leader

	12:00
	1:00
	Lunch
	

	1:00
	3:30
	Meeting 4 (continued)
	Coach, team members, team leader

	3:30
	3:45
	Break
	

	3:45
	4:45
	Meeting 5
	Quality plan

Coach, team members, team leader

	
	
	
	

	Day 3
	
	
	

	8:00
	10:00
	Meeting 6
	Detailed engineer and team next-phase plans, balanced plan

Coach, team members, team leader

	10:00
	10:15
	Break
	

	10:15
	12:15
	Meeting 6 (continued)
	Coach, team members, team leader

	12:15
	1:00
	Lunch
	

	1:00
	2:30
	Meeting 7
	Team risk assessment

Coach, team members, team leader

	2:30
	2:45
	Break
	

	2:45
	3:45
	Launch postmortem meeting
	Launch postmortem

Coach, team members, team leader


TSPm Launch Workshop Schedule

	When
	What
	Topics and Attendees

	Day 1
	
	
	

	8:30
	10:00
	Meeting 1
	Full team and senior management meeting

TSP and workshop overview

Marketing discussion of the needed product 

Senior management discussion of the business and project goals

For distributed teams, remote members participate via videoconference.

	10:00
	10:15
	Break
	

	10:15
	12:15
	Meeting 1A
	Common team meeting

Discussion of overall project strategy and team assignments

For distributed teams, remote members participate via telephone or videoconference.

	12:15
	1:00
	Lunch
	

	1:00
	3:00
	Meeting 2
	Sub-team meetings

Team goals and roles 

	3:00
	3:15
	Break
	

	3:15
	6:15
	Meeting 3
	Sub-team meetings

Strategy, process, and support planning

	
	
	
	

	6:15
	8:15
	Meeting 3A
	Leadership meeting - status and issues, select interim lead role managers

For distributed teams, remote members participate via telephone or videoconference

	Day 2
	
	
	

	8:00
	10:00
	Meeting 3 (continued)
	Coach, team members, team leader

	10:00
	10:15
	Break
	

	10:15
	12:15
	Meeting 4 
	Sub-team meetings

Overall project plan

	12:15
	1:00
	Lunch
	

	1:00
	3:00
	Meeting 4 (continued)
	Coach, team members, team leader

	3:00
	3:15
	Break
	

	3:15
	5:30
	Meeting 4 (continued)
	Coach, team members, team leader

	Day 3
	
	
	

	8:30
	10:00
	Meeting 4 (continued)
	Coach, team members, team leader

	10:00
	10:15
	Break
	

	10:15
	12:00
	Meeting 5
	Sub-team meetings

Quality plan

	12:00
	1:00
	Lunch
	

	1:00
	3:15
	Meeting 5 (continued)
	Coach, team members, team leader

	3:15
	3:30
	Break
	

	3:30
	5:30
	Meetings 5A, 5B, 5C
	Leadership meeting - status and issues

Planning managers - consolidated team plan

Quality managers – quality issues and consolidated quality plan

For distributed teams, remote members participate via telephone or videoconference


(continued)

TSPm Launch Workshop Schedule (continued)

	When
	What
	Topics and Attendees

	Day 4
	
	
	

	8:00
	10:00
	Meeting 6
	Sub-team meetings

Detailed team and engineer next-phase plans, balanced plan

	10:00
	10:15
	Break
	

	10:15
	12:00
	Meeting 6 (continued)
	Coach, team members, team leader

	12:00
	1:00
	Lunch
	

	1:00
	2:00
	Meetings 6A, 6B
	Leadership meeting - status and issues

Planning managers meeting - balanced next-phase team plan

For distributed teams, remote members participate via telephone or videoconference

	2:00
	3:15
	Meeting 7
	Sub-team meetings

Team risk assessment

	3:15
	3:30
	Break
	

	3:30
	4:30
	Meeting 7A
	Leadership meeting – status and issues

Plan for management presentation

For distributed teams, remote members participate via telephone or videoconference

	4:30
	6:00
	Meeting 8
	Sub-team meetings

Management meeting planning

	Day 5
	
	
	

	8:00
	9:00
	Meeting 8 (continued)
	Coach, team members, team leader

	9:00
	10:30
	Meeting 9
	Full team and senior management meeting

Leadership team presents launch results to senior management and the entire team

For distributed teams, remote members participate via videoconference.

	10:30
	10:45
	Break
	

	10:45
	12:15
	Postmortem meetings 
	Leadership team postmortem meeting

For distributed teams, remote team leaders participate via telephone or videoconference

Sub-team postmortem meetings


TSPm Relaunch Workshop Schedule

	When
	What
	Topics and Attendees

	Day 1
	
	
	

	8:30
	10:00
	Meeting 1A
	Common team meeting

Discussion of overall project strategy and team assignments

For distributed teams, remote members participate via videoconference.

	10:00
	10:15
	Break
	

	10:15
	11:00
	Meeting 2
	Sub-team meetings

Team roles and goals

	11:00
	12:15
	Meeting 3
	Sub-team meetings

Strategy, process, and support planning

	12:15
	1:00
	Lunch
	

	1:00
	3:00
	Meeting 3 (continued)
	Coach, team members, team leader

	3:00
	3:15
	Break
	

	3:15
	5:00
	Meeting 3A
	Leadership meeting - status and issues, select interim lead role managers

For distributed teams, remote members participate via telephone or videoconference

	
	
	
	

	Day 2
	
	
	

	8:00
	10:00
	Meeting 4
	Overall project plan 

Coach, team members, team leader

	10:15
	10:30
	Break
	

	10:30
	12:00
	Meeting 4 (continued)
	Coach, team members, team leader

	12:00
	1:00
	Lunch
	

	1:00
	3:00
	Meeting 5
	Quality plan

Coach, team members, team leader

	3:00
	3:15
	Break
	

	3:15
	5:00
	Meetings 5A, 5B, 5C
	Leadership meeting - status and issues

Planning managers - consolidated team plan

Quality managers – quality issues and consolidated quality plan

For distributed teams, remote members participate via telephone or videoconference


(continued)

TSPm Relaunch Workshop Schedule (continued)

	When
	What
	Topics and Attendees

	Day 3
	
	
	

	8:00
	10:00
	Meeting 6
	Detailed engineer and team next-phase plans, balanced plan

Coach, team members, team leader

	10:00
	10:15
	Break
	

	10:15
	12:15
	Meeting 6 (continued)
	Coach, team members, team leader

	12:15
	1:00
	Lunch
	

	1:00
	2:00
	Meetings 6A, 6B
	Leadership meeting - status and issues

Planning managers meeting - balanced next-phase team plan

For distributed teams, remote members participate via telephone or videoconference

	2:00
	3:15
	Meeting 7
	Sub-team meetings

Team risk assessment

	3:15
	3:30
	Break
	

	3:30
	4:30
	Meeting 7A
	Leadership meeting – status and issues

Plan for management presentation

For distributed teams, remote members participate via telephone or videoconference

	4:30
	6:00
	Meeting 8
	Sub-team meetings

Management meeting planning

	Day 4
	
	
	

	8:00
	9:00
	Meeting 8 (continued)
	Coach, team members, team leader

	9:00
	10:15
	Meeting 9
	Full team and senior management meeting

Leadership team presents launch results to senior management and the entire team

For distributed teams, remote members participate via videoconference.

	10:15
	10:30
	Break
	

	10:30
	12:00
	Postmortem meeting 
	Sub-team meetings

Launch postmortem


� Notional schedule; it can be compressed or extended to meet scope of launch.


� Notional schedule; it can be compressed or extended to meet scope of launch.
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