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Workshop Handouts - Meetings 5, 5A, 5B, and 5C
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Note: for meeting 5, the TSP and TSPm launch and relaunch processes are the same.

Meeting Report - Launch Meeting 5

	Name
	
	Date
	

	Chairperson
	TSP Coach
	Location
	

	Meeting Date
	
	Time From:
	
	To:
	

	
	

	Subject/Purpose
	TSP Launch Meeting 5: To produce the quality plan and schedule

	

	

	Attendees
	

	Name
	Role

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Agenda
	

	Times (min.)
	Topics
	Discussion Leader

	Plan
	Start
	Stop
	
	

	10
	
	
	Agenda and meeting process
	TSP Coach

	15
	
	
	Review quality goals
	Quality Manager

	10
	
	
	Estimate defects injected
	Quality Manager

	10
	
	
	Estimate defects removed
	Quality Manager

	10
	
	
	Produce the quality plan
	Quality Manager

	5
	
	
	Meeting wrap-up and report
	TSP Coach

	
	
	
	
	

	
	
	
	
	

	Decisions, Actions, and Key Information

	What
	Who
	When

	Quality plan (form SUMQ)
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


(Use additional form copies if needed.)

	TSP Launch Meeting 5 - Script LAU5

	Purpose
	To guide the team in producing the quality plan

	Entry Criteria
	· All participants are present (TSP coach, team members, team leader).

· Forms: ITL, MTG, PIP, SUMP, SUMQ, SUMS

· Guidelines: Planning, Quality

	General
	Meeting 5 generally takes about 1 hour, depending on team size, project status, product complexity, and the team’s TSP experience.


	Step
	Activities
	Description

	1
	Meeting Roles
	Select the meeting roles (specification ROLE).

· The TSP coach leads the meeting (script MTG).

· The timekeeper tracks time and keeps the meeting on schedule.

· The recorder notes meeting decisions and actions and writes the meeting report (form MTG).

	2
	Meeting Overview
	The TSP coach reviews the work to be done in this meeting and the products to be produced.

	3
	Quality Goals
	The quality manager leads a review of the team's quality goals (form GOAL).

· identifies quality data or uses Quality and Planning guidelines

· establishes the quality guidelines for the quality plan

	4
	Estimate Defects Injected
	Using the quality guidelines and historical data, the quality manager guides the team in estimating the defects to be injected by phase for each process identified in Meeting 3 (script LAU3).

· The planned defects injected for phase P are estimated as the planned hours for phase P times the hourly defect injection rate for phase P.  

Defects injectedp = Time in phasep* Defect injection ratep
· If phase injection rates are not available, the team makes a best estimate.

	5
	Estimate Defects Removed
	· Using the quality guidelines and historical data, the quality manager guides the team in estimating the defects to be removed by phase for each process identified in Meeting 3 (script LAU3).

The number of defects removed in a phase is the phase defect-removal yield times defects present at the phase divided by 100.

Defects removedp  = Defects present in phasep* Phase yieldp / 100
Defects present in phase are the total defects injected by the end of the phase less the total removed before phase entry.

Defects present in phasep = Defects injected(1…p) - Defects removed(1..p-1)
· If phase yields are not available, the team makes a best estimate.

	6
	Produce the Quality Plan
	The quality manager leads the team in calculating the remainder of the quality plan (form SUMQ), and in evaluating and adjusting the plan until the team’s quality goals and schedule are met.

· evaluating the resulting defect densities and removal rates

· making needed adjustments in phase times or yields if goals are not met

· recalculating the quality parameters and checking again

	7
	Launch Meeting Documentation
	The recorder completes form MTG.

· lists the attendees and the time spent by agenda item

· describes decisions made and by whom

· documents pending actions: what, when, and by whom

· verifies the meeting report with the meeting attendees and gives the completed form MTG to the planning manager


	Exit Criteria
	· Launch meeting 5 activities have been completed.

· Overall quality plan has been documented (forms SUMP, SUMQ).

· All issues have been recorded (form ITL).

· All process improvement suggestions have been recorded (form PIP). 

· The meeting report has been completed (form MTG and attachments).

· The planning manager has copies of all meeting products.


Meeting Report – TSPm Launch Meeting 5A

	Name
	
	Date
	

	Chairperson
	TSP Coach
	Location
	

	Meeting Date
	
	Time From:
	
	To:
	

	
	

	Subject/Purpose
	TSPm Launch Meeting 5A:  The leadership team meets to review launch status

	and resolve issues

	

	Attendees
	

	Name
	Role

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Agenda
	

	Times (min.)
	Topics
	Discussion Leader

	Plan
	Start
	Stop
	
	

	5
	
	
	Meeting roles and process
	TSP Coach

	5
	
	
	Meeting agenda
	Project Manager

	15
	
	
	Review launch status 
	Team Leaders

	20
	
	
	Review issues 
	Project Manager

	10
	
	
	Other items
	Project Manager

	5
	
	
	Launch meeting documentation
	Project Manager

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Decisions, Actions, and Key Information

	What
	Who
	When

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


(Use additional form copies if needed.)

Meeting Report – TSPm Launch Meeting 5B

	Name
	
	Date
	

	Chairperson
	TSP Coach
	Location
	

	Meeting Date
	
	Time From:
	
	To:
	

	
	

	Subject/Purpose
	TSPm Launch Meeting 5B:  Each TSPm planning role manager team meets to

	review and consolidate the team’s development plans

	

	Attendees
	

	Name
	Role

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Agenda
	

	Times (min.)
	Topics
	Discussion Leader

	Plan
	Start
	Stop
	
	

	5
	
	
	Meeting roles and process
	TSP Coach

	5
	
	
	Meeting agenda
	TSP Coach

	15
	
	
	Review and consolidate the team plans
	Lead Role Manager

	20
	
	
	Identify internal team dependencies
	Lead Role Manager

	10
	
	
	Identify external team dependencies
	Lead Role Manager

	30
	
	
	Decide on the report to the leadership team
	Lead Role Manager

	5
	
	
	Launch meeting documentation
	Lead Role Manager

	
	
	
	
	

	
	
	
	
	

	Decisions, Actions, and Key Information

	What
	Who
	When

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


(Use additional form copies if needed.)

	TSPm Launch Meeting 5B - Script LAU5B

	Purpose
	The planning manager team meets to

· conduct the initial planning manager team meeting

· produce a consolidated team plan and dependency issue list

	Entry Criteria
	· The planning managers have been selected for each team.

· The leadership team has named the leader for the planning manager team.

· For distributed teams, remote planning managers participate via telephone or videoconference.

· A TSP coach is available to guide the planning manager team meeting.

· Specifications PLAN and ROLE

· Forms: MTG, ITL

	General
	· Meeting 5B follows launch meeting 5, with the specific time depending on the availability of all team members and a TSP coach.

· Meeting 5B takes from 1 to 2 hours.


	Step
	Activities
	Description

	1
	Meeting Role Assignments
	Select the meeting roles (specification ROLE).

· The TSP coach leads the meeting (script MTG).

· The timekeeper tracks time and keeps the meeting on schedule.

· The recorder notes meeting decisions and actions and writes the meeting report (form MTG).

	2
	Meeting Overview
	The TSP coach reviews the purpose of the meeting and the results to be produced.

	3
	Consolidate the Team Plan
	The lead planning manager leads the team in 

· reviewing the plans for each sub-team

· deciding which plans should be consolidated into higher level plans

· assigning responsibility for producing these consolidations

	4
	Identifying Internal Team Dependencies
	The lead planning manager leads the team in 

· identifying the dependencies each sub-team has on other sub-teams

· determining when each item is required and when it is to be available

· assigning a person on each team to track that dependency

· listing the dependencies, dates, and responsibilities on the ITL

	5
	Identifying External Team Dependencies
	The lead planning manager leads the team in 

· identifying the dependencies each sub-team has on external groups

· determining when each item is required and when it is to be available

· assigning a person on the sub-team to track that dependency

· listing the dependencies, dates, and responsibilities on ITL forms

	6
	Reporting
	The lead planning manager leads the team in 

· deciding what items should be reported to the leadership team

· preparing the report

· deciding how and when to present the report

	7
	Launch Meeting Documentation
	The recorder gives the completed form MTG to the lead planning manager.

· lists the attendees and the time spent by agenda item

· describes decisions made and by whom

· documents pending actions: what, when, and by whom

· verifies the meeting report with the meeting attendees.


	Exit Criteria
	· The consolidated plan prepared or assignments made to prepare it

· Team dependencies identified and responsibilities defined

· All issues and dependencies have been recorded (form ITL)

· The meeting report has been completed (form MTG and attachments).


Meeting Report – TSPm Launch Meeting 5C

	Name
	
	Date
	

	Chairperson
	TSP Coach
	Location
	

	Meeting Date
	
	Time From:
	
	To:
	

	
	

	Subject/Purpose
	TSPm Launch Meeting 5C:  Each TSPm quality role manager team meets to

	review and consolidate the team’s quality plans.

	

	Attendees
	

	Name
	Role

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Agenda
	

	Times (min.)
	Topics
	Discussion Leader

	Plan
	Start
	Stop
	
	

	5
	
	
	Meeting roles and process
	TSP Coach

	5
	
	
	Meeting agenda
	TSP Coach

	15
	
	
	Review team goals and identify differences 
	Lead Role Manager

	20
	
	
	Define a common set of team quality goals
	Lead Role Manager

	10
	
	
	Review and consolidate the team quality plans
	Lead Role Manager

	30
	
	
	Decide on the report to the leadership team
	Lead Role Manager

	5
	
	
	Launch meeting documentation
	Lead Role Manager

	
	
	
	
	

	
	
	
	
	

	Decisions, Actions, and Key Information

	What
	Who
	When

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


(Use additional form copies if needed.)

	TSPm Launch Meeting 5C - Script LAU5C

	Purpose
	The quality manager team meets to

· conduct the initial quality manager team meeting

· identify quality issues and produce a consolidated quality plan 

	Entry Criteria
	· The quality managers have been selected for each team.

· The leadership team has named the leader for the quality manager team.

· For distributed teams, remote quality managers participate via telephone or videoconference.

· A TSP coach is available to guide the quality manager team meeting.

· Specifications QUAL and ROLE

· Forms: MTG, ITL

	General
	· Meeting 5C follows launch meeting 5, with the specific time depending on the availability of all team members and the TSP coach.

· Meeting 5C takes from 1 to 2 hours.


	Step
	Activities
	Description

	1
	Meeting Role Assignments
	Select the meeting roles (specification ROLE).

· The TSP coach leads the meeting (script MTG).

· The timekeeper tracks time and keeps the meeting on schedule.

· The recorder notes meeting decisions and actions and writes the meeting report (form MTG).

	2
	Meeting Overview
	The TSP coach reviews the purpose of the meeting and the results to be produced.

	3
	Review Team Quality Plans
	The lead quality manager leads the team in 

· reviewing the quality plans for each sub-team

· identifying areas where the plans do not meet the team goals

· deciding where changes are required and the changes to recommend

· assigning responsibility for getting the changes made

· recording the item in the ITL as an issue to be tracked

	4
	Consolidate the Team Quality Plan
	The lead quality manager leads the team in 

· deciding which plans should be consolidated into higher level quality plans

· assigning responsibility for making these consolidations

	5
	Other Items
	The lead quality manager leads the team in 

· identifying any other issues that need attention across the teams

· deciding how to handle these issues

· assigning responsibilities for handling and tracking these issues

· recording each issue in the ITL

	6
	Reporting
	The lead quality manager leads the team in 

· deciding what items should be reported to the leadership team

· preparing the report

· deciding how and when to present the report

	7
	Launch Meeting Documentation
	The recorder gives the completed form MTG to the lead quality manager.

· lists the attendees and the time spent by agenda item

· describes decisions made and by whom

· documents pending actions: what, when, and by whom

· verifies the meeting report with the meeting attendees.


	Exit Criteria
	· Consolidated quality plan prepared or assignments made to prepare it.

· Quality issues identified and responsibilities defined for resolving.

· All quality issues have been recorded (form ITL).

· The meeting report has been completed (form MTG and attachments).


TSP Quality Summary - Form SUMQ

	Name
	
	Date
	

	Project
	
	Launch/Phase
	

	Part/Assembly
	
	Assembly Level
	


	Percent Defect Free
	Plan
	
	Actual

	  In compile
	
	
	

	  In unit test
	
	
	

	  In integration test
	
	
	

	  In system test
	
	
	

	  In acceptance test
	
	
	

	  In one year of use
	
	
	

	  In product life
	
	
	

	Defect/Page
	
	
	

	  Requirements inspection
	
	
	

	  HLD review
	
	
	

	  HLD inspection
	
	
	

	Defects/KLOC
	
	
	

	  DLD review
	
	
	

	  DLD inspection
	
	
	

	  Code review
	
	
	

	  Compile
	
	
	

	  Code inspection
	
	
	

	  Unit test
	
	
	

	  Build and integration 
	
	
	

	  System test
	
	
	

	    Total development
	
	
	

	  Acceptance test
	
	
	

	  Product life
	
	
	

	    Total
	
	
	

	Defect Ratios
	
	
	

	  Code review/Compile
	
	
	

	  DLD review/Unit test
	
	
	

	Development Time Ratios (%)
	
	
	

	  Requirements inspection/Req. time
	
	
	

	  HLD inspection/HLD time
	
	
	

	  DLD/code
	
	
	

	  DLD review/design
	
	
	

	  Code review/code
	
	
	

	A/FR
	
	
	

	Personal Review Rates
	
	
	

	  DLD lines/hour
	
	
	

	  Code LOC/hour
	
	
	

	Inspection Rates
	
	
	

	  Requirement pages/hour
	
	
	

	  HLD pages/hour
	
	
	

	  DLD lines/hour
	
	
	

	  Code LOC/hour
	
	
	


(continued on next page)

TSP Quality Summary - Form SUMQ (continued)

	Part/Assembly
	
	Date
	


	Defect Injection Rates
	Plan
	
	Actual

	  Requirements
	
	
	

	  HLD 
	
	
	

	  DLD
	
	
	

	  Coding
	
	
	

	  Compile
	
	
	

	  Unit test
	
	
	

	  Build and integration 
	
	
	

	  System test
	
	
	

	
	
	
	

	Defect Removal Rates
	Plan
	
	Actual

	  Requirements 
	
	
	

	  System test planning
	
	
	

	  Requirements inspection
	
	
	

	  HLD 
	
	
	

	  Integration test planning
	
	
	

	  HLD inspection
	
	
	

	  DLD review 
	
	
	

	  Test development
	
	
	

	  DLD inspection
	
	
	

	  Code 
	
	
	

	  Code review
	
	
	

	  Compile
	
	
	

	  Code inspection
	
	
	

	  Unit test
	
	
	

	  Build and integration 
	
	
	

	  System test
	
	
	

	
	
	
	

	Phase Yields
	Plan
	
	Actual

	  Requirements inspection
	
	
	

	  HLD inspection
	
	
	

	  DLD review
	
	
	

	  DLD inspection 
	
	
	

	  Code review
	
	
	

	  Compile
	
	
	

	  Code inspection
	
	
	

	  Unit test
	
	
	

	  Build and integration 
	
	
	

	  System test
	
	
	

	
	
	
	

	Process Yields
	Plan
	
	Actual

	  % before compile
	
	
	

	  % before unit test 
	
	
	

	  % before build and integration 
	
	
	

	  % before system test
	
	
	

	  % before system delivery
	
	
	


TSP Quality Summary Instructions – Form SUMQ

	Purpose
	· This form holds plan and actual quality data for parts or assemblies.

· An assembly could be a system with multiple products, a product with multiple components, or a component with multiple modules.

· A part could be a module, component, or product.

· Note: the lowest-level parts or modules typically have no system-level data (i.e., requirements, high-level design, or system test).

	General
	· Where possible, establish goals based on your own historical data.

· Where data are not available, use the QUAL standard for guidance.

· In planning, follow script LAU5 to make the quality plan.

· This form is used only when a tool with equivalent functionality, features, or purpose is not available.

	Header
	· Enter your name, project name, part or assembly name, launch phase, and date.

· Assembly level specifies the level of this part: module, component, product, sub-system, or system.

	Percent Defect Free (PDF)
	· Set the percent defect free (PDF) plan values in the project launch.

· At phase completion, enter the actual PDF values.

· PDF does not apply to modules or lowest-level parts.

· For program assemblies, compute PDF from form SUMDR.

	Defects/page and Defects/KLOC
	· Set the defect/page and defect/KLOC plan values in the launch.

· After development, calculate the actual values. For modules, calculate directly; for assemblies, calculate from the forms  SUMS and SUMDR.

	Defect Ratios
	· From the defects/KLOC values, calculate the defect ratios.

· When compile or unit test defects are 0, enter "inf."

	%Development Time Ratios
	· Calculate the planned and actual ratios from form SUMP.

· During development, monitor these planned and actual ratios to ensure the work meets the team quality goals.

	A/FR
	· For A/FR, use detailed design and code review and inspection times divided by compile and unit test times.

· Use the sum of personal review and team inspection times.

	Review and Inspection Rates 
	· From forms SUMT and SUMS, calculate the indicated planned or actual review and inspection rates.

· During development, monitor these planned and actual rates to ensure that the work meets the team quality goals.

	Defect Injection and Removal Rates
	· Based on the quality plan, establish standard team rates.

· As you gather actual data, compute the actual defect injection and removal rates for each phase.

· For modules, compute the values directly.

· For larger program assemblies, compute the values from the forms SUMT, SUMDI, and SUMDR.

	Yield
	· In planning, use historical data to estimate the yield values needed for each defect-removal phase. 

· After each phase, calculate the estimated yield values.

· Update these values as development progresses.

· For modules, compute the yield values directly.

· For larger program assemblies, compute the yield values from SUMDI and SUMDR.


TSP Quality Guidelines

	General
	· If your team does not have historical data, use these guidelines as standard planning factors.

· Use these initial criteria until you have historical TSP data and can develop your own.

· In all cases, use your judgement.  If some guideline does not fit your case, use your best estimate instead.

	Measure
	Goal
	Comments

	Percent Defect Free (PDF)
	
	

	   Compile
	> 10%
	

	   Unit Test
	> 50%
	

	   Integration Test
	> 70%
	

	   System Test
	> 90%
	

	Defects/KLOC:
	
	

	   Total defects injected
	75 - 150
	If not PSP-trained, use 100 to 200. 

	   Compile
	< 10
	All defects

	   Unit Test
	< 5
	All major defects (in source LOC)

	   Integration Test
	< 0.5
	All major defects (in source LOC)

	   System Test
	< 0.2
	All major defects (in source LOC)

	Defect Ratios
	
	

	   Detailed design review defects /unit test defects
	> 2.0
	All major defects (in source LOC)

	   Code review defects/compile defects
	> 2.0
	All major defects (in source LOC)

	Development Time Ratios
	
	

	   Requirements inspection/requirements time
	> 0.25
	Elicitation in requirements time

	   High-level design inspection/high-level design time
	> 0.5
	Design work only, not studies

	   Detailed design/coding time
	> 1.00
	

	   Detailed design review/detailed design time
	> 0.5
	

	   Code review/code time
	> 0.5
	

	Review and Inspection Rates
	
	

	   Requirements pages/hour
	< 2
	Single-spaced text pages

	   High-level design pages/hour
	< 5
	Formatted design logic

	   Detailed design text lines/hour
	< 100
	Pseudocode ~ equal to 3 LOC

	   Code LOC/hour
	< 200
	Logical LOC

	Defect Injection and Removal Rates
	
	

	   Requirements defects injected/hour
	0.25
	Only major defects 

	   Requirements inspection defects removed/hour
	0.5
	Only major defects 

	   High-level design defects injected/hour
	0.25
	Only major defects

	   High-level design inspection defects removed/hour
	0.5
	Only major defects

	   Detailed design defects injected/hour
	0.75
	Only design defects

	   Detailed design review defects removed/hour
	1.5
	Only design defects

	   Detailed design inspection defects removed/hour
	0.5
	Only design defects

	   Code defects injected/hour
	2.0
	All defects

	   Code review defects removed/hour
	4.0
	All defects in source LOC

	   Compile defects injected/hour
	0.3
	Any defects

	   Code inspection defects removed/hour
	1.0
	All defects in source LOC

	   Unit test defects injected/hour
	0.067
	Any defects


(continued on next page)

TSP Quality Guidelines (continued)

	Measure
	Goal
	Comments

	Phase Yields
	
	

	   Team requirements inspections
	~ 70%
	Not counting editorial comments

	   Design reviews and inspections
	~ 70%
	Using state analysis, trace tables

	   Code reviews and inspections
	~ 70%
	Using personal checklists

	   Compiling
	~ 50%
	90+ % of syntax defects

	   Unit test at 5 or less defects/KLOC
	~ 90%
	If high defects/KLOC use 50-75%

	   Integration and system test at < 1.0 defects/KLOC
	~ 80%
	If high defects/KLOC use 30-65%

	   Before compile
	>75%
	Assuming sound design methods

	   Before unit test
	> 85%
	Assuming logic checks in reviews

	   Before integration test
	> 97.5%
	For small products, 1 defect max.

	   Before system test
	> 99%
	For small products, 1 defect max.


TSP Issue and Risk Tracking Log - Form ITL

	Name
	
	Date
	

	Project
	
	Launch/Phase
	


	No.
	Date
	Personal/Team
	Risk/Issue
	Impact
	Likelihood
	Source
	Owner

	
	
	
	
	
	
	
	

	Description
	
	Follow-up Date

	
	

	
	Resolved Date

	
	

	

	No.
	Date
	Personal/Team
	Risk/Issue
	Impact
	Likelihood
	Source
	Owner

	
	
	
	
	
	
	
	

	Description
	
	Follow-up Date

	
	

	
	Resolved Date

	
	

	

	No.
	Date
	Personal/Team
	Risk/Issue
	Impact
	Likelihood
	Source
	Owner

	
	
	
	
	
	
	
	

	Description
	
	Follow-up Date

	
	

	
	Resolved Date

	
	

	

	No.
	Date
	Personal/Team
	Risk/Issue
	Impact
	Likelihood
	Source
	Owner

	
	
	
	
	
	
	
	

	Description
	
	Follow-up Date

	
	

	
	Resolved Date

	
	

	

	No.
	Date
	Personal/Team
	Risk/Issue
	Impact
	Likelihood
	Source
	Owner

	
	
	
	
	
	
	
	

	Description
	
	Follow-up Date

	
	

	
	Resolved Date

	
	

	

	No.
	Date
	Personal/Team
	Risk/Issue
	Impact
	Likelihood
	Source
	Owner

	
	
	
	
	
	
	
	

	Description
	
	Follow-up Date

	
	

	
	Resolved Date

	
	

	

	No.
	Date
	Personal/Team
	Risk/Issue
	Impact
	Likelihood
	Source
	Owner

	
	
	
	
	
	
	
	

	Description
	
	Follow-up Date

	
	

	
	Resolved Date

	
	

	


TSP Process Improvement Proposal - Form PIP

	Name
	
	Date
	

	E-mail
	
	Organization
	

	Project
	
	Launch/Phase
	


	PIP Number
	
	Priority
	

	PIP Title
	

	

	Improvement Description

	Briefly describe the improvement you suggest.

	

	

	

	

	

	

	

	

	

	

	

	Process Elements Impacted

	If you know them, list the process elements that must be added, changed, or deleted.

	

	

	

	

	

	Improvement Benefits (check one)

	Improved Quality _______   Reduced Cycle Time ________  Reduced Risk ________

	Describe the likely benefits of the suggested change.

	

	

	

	

	

	

	

	

	

	When completed and reviewed, submit to the Process Manager and keep a copy.

	Do not write below this line.

	PIP Control No.
	
	Accepted
	

	Received
	
	Returned
	

	Evaluated
	
	Deferred
	

	Effort Involved
	
	Date Done
	

	Author Notified
	

	Reasons
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