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Meeting Report - RTL Meeting 1

	Name
	
	Date
	

	Chairperson
	TSP Coach
	Location
	

	Meeting Date
	
	Time From:
	
	To:
	

	
	

	Subject/Purpose
	RTL Meeting 1: To overview the RTL process and to have the leadership team 

	provide guidance on what they want the role manager team to do

	

	Attendees
	

	Name
	Role

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Agenda
	

	Times (min.)
	Topics
	Discussion Leader

	Plan
	Start
	Stop
	
	

	5
	
	
	Agenda and meeting process
	TSP Coach

	20
	
	
	Launch overview
	TSP Coach

	30
	
	
	Leadership team’s goals and requirements
	Leadership Team

	30
	
	
	Goal questions
	Role Manager Team

	15
	
	
	Reporting questions
	Role Manager Team

	5
	
	
	Meeting wrap-up and report
	TSP Coach

	
	
	
	
	

	
	
	
	
	

	Decisions, Actions, and Key Information

	What
	Who
	When

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


(Use additional form copies if needed.)

	TSPm Role Manager Team Launch - Script RTL

	Purpose
	To guide role manager teams in conducting an RTL launch workshop

	Entry Criteria
	· The role manager team members have all completed a TSPm team launch.

· They all hold the same role manager position on their sub-teams.

· The leadership team is available for RTL meetings 1 and 7.

· All team members will attend meetings 1 through 7 and the postmortem.

· For distributed teams, the remote role managers participate in the entire launch either in person or via telephone or videoconference.

· An authorized TSP coach is on hand to lead the launch.

	General
	Timing

· RTL meetings 1 through 6 are held on the first launch day.

· Meeting 7 and the postmortem (RTLPM) are on day 2.

· Meetings 1 and 7 may be held simultaneously with the planning, process, quality, and support manager teams.

· A subsequent launch could also hold meetings 1 and 7 with the customer interface, design, implementation, and test manager teams.


	Step
	Activities
	Description

	1
	Leadership Team Objectives
	Hold launch meeting 1 (script RTL1).

· review the launch process and introduce team members

· discuss the team’s goals with the leadership team

	2
	Goals and Lead Role Manager Selection
	Hold launch meeting 2 (script RTL2).  The role manager team

· defines and documents its goals 

· selects the lead role manager

	3
	Products Produced and Processes Used
	Hold launch meeting 3 (script RTL3).

· define the products (processes, analyses, reports, judgments, and so forth) the team is to produce

· determine the frequency and content of the periodic products

· define the requirements and structure for the one-time products

· define the processes to produce these products

· assign documentation responsibility for these processes 

· list the processes on form INV and products on form SUMS

	4
	Produce the Overall Plan
	Hold launch meeting 4 (script RTL4).

· estimate the sizes or other workload measures for the intended products

· estimate the time to produce each product, either once or periodically

	5
	Team Member Plans
	Hold launch meeting 5 (script RTL5).

· assign the required work to groups of team members

· the team member groups make plans to produce the desired products

	6
	Report Preparation
	Hold launch meetings 6 (script RTL6).

· prepare a report of the launch results to the leadership team

	7
	Management Review
	Hold launch meeting 7 (script RTL7).

· review the role managers’ goals and plans with the leadership team

· answer questions and discuss issues and concerns

	PM
	Launch Postmortem
	Hold the launch postmortem meeting (script RTLPM).

· gather launch data and produce a launch report

· enter this report in the project notebook

· assess the launch process and prepare PIPs


	Exit Criteria
	· Launch completed with documented team and member plans

· Lead role manager selected

· Defined team goals, processes, plans, products, risks, and schedules

· Management agreement with the team plan 

· Resolution actions identified and responsibilities assigned

· Launch data filed in the project notebook (specification NOTEBOOK).


	TSPm RTL Launch Meeting 1 - Script RTL1

	Purpose
	To review the leadership team’s goals and requirements with the role manager team

	Entry Criteria
	· The leadership team and program manager are present and prepared.

· All participants are present (TSP coach and team members).

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

· Forms: MTG, ITL, PIP

	General
	· Meeting 1 takes from 1 to 2 hours.

· Meeting 1 may cover the goals and requirements for several role manager teams at the same time.


	Step
	Activities
	Description

	1
	TSP and Launch Overview

Meeting Role Assignments
	The TSP coach leads the meeting (script MTG). The TSP coach

· describes the RTL launch process and the launch products

· reviews the meeting roles and assigns a timekeeper and recorder (specification ROLE)

· discusses the work to be done in this meeting

	2
	Leadership Team’s Goals and Requirements
	The program manager or designee

· describes the leadership team’s goals for this role manager team

· defines the immediate needs

· describes periodic reporting requirements and frequency

· discusses the need for early warning of potential problems

· outlines the need for managing key project risks

· answers the team's questions

	3
	Goal Questions
	The team members should satisfy themselves that they understand the leadership team’s goals and requirements.

· the reasons for each goal and requirement

· how the leadership team will determine of their needs are met

	4
	Reporting Questions
	The team members should satisfy themselves that they understand the reports the leadership team is requesting.

· specific content of the reports 

· and special format needs of constraints

· how the reports are to be used

· when and how frequently the reports are needed

	5
	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 saves the completed form MTG to give to the lead role manager 


	Exit Criteria
	· Launch meeting 1 activities have been completed.

· The role manager team understands the leadership team’s needs and goals.

· All of the team's questions have been answered, or actions are planned to get the answers.

· All risks and 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 lead role manager has copies of all meeting products.


Meeting Report - RTL Meeting 2

	Name
	
	Date
	

	Chairperson
	TSP Coach
	Location
	

	Meeting Date
	
	Time From:
	
	To:
	

	
	

	Subject/Purpose
	RTL Meeting 2: To review managements goals and define the role manager 

	team’s goals

	

	Attendees
	

	Name
	Role

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Agenda
	

	Times (min.)
	Topics
	Discussion Leader

	Plan
	Start
	Stop
	
	

	5
	
	
	Agenda and meeting process
	TSP Coach

	10
	
	
	Review management’s stated goals
	TSP Coach

	30
	
	
	Identify management’s implied goals
	TSP Coach

	25
	
	
	Define the role manager team’s goals
	TSP Coach

	15
	
	
	Assign responsibility for goal tracking
	TSP Coach

	15
	
	
	Select the role manager team leader
	TSP Coach

	5
	
	
	Meeting wrap-up and report
	TSP Coach

	
	
	
	
	

	Decisions, Actions, and Key Information

	What
	Who
	When

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


(Use additional form copies if needed.)

	TSPm RTL Launch Meeting 2 - Script RTL2

	Purpose
	To guide the role manage team in setting goals and selecting the lead role manager

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

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

· Forms: GOAL, ITL, MTG, PIP

	General
	Meeting 2 generally takes 1 to 2 hours.


	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
	Review Management's Stated Goals
	The TSP coach leads the team in reviewing management's goals to

· get agreement on what management stated as the role manager team’s goals

· identify one or more measure for the key management goals

· recording results on form GOAL.

	4
	Implied Goals
	The TSP coach leads the team in defining the goals that are implied by management's stated goals. Considerations include team productivity, quality performance, risk analysis, and process improvement (see TSPm Role Manager Team Responsibilities).

	5
	Team Goals
	The TSP coach leads the team in 

· establishing team goals to meet management's stated and implied goals

· identifying one or more measures for each team goal

· recording results on form GOAL

	6
	Goal Tracking
	The TSP coach leads the team in 

· assigning team-member tracking responsibility for each goal 

· recording the assignments on form GOAL

· establishing a tracking schedule for each goal

	7
	Role Team Leader Selection
	The TSP coach leads the team’s selection of the lead role manager (see TSPm Lead Role Manager Responsibilities).

· Each team member first makes whatever comments he or she chooses.

· All members then write their selections and give them to the TSP coach.

· The TSP coach tallies the votes and announces the selection.

	8
	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 

· gives the completed form MTG to the lead role manager.


	Exit Criteria
	· Launch meeting 2 activities have been completed.

· The lead role manager has been selected.

· Role manager team goals are documented (form GOAL).

· All risks and 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 lead role manager has copies of all meeting products.


Meeting Report - RTL Meeting 3

	Name
	
	Date
	

	Chairperson
	TSP Coach
	Location
	

	Meeting Date
	
	Time From:
	
	To:
	

	
	

	Subject/Purpose
	RTL Meeting 3: To guide the role manager team in defining the products it will 

	produce and the processes it will use

	

	Attendees
	

	Name
	Role

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Agenda
	

	Times (min.)
	Topics
	Discussion Leader

	Plan
	Start
	Stop
	
	

	5
	
	
	Agenda and meeting process
	TSP Coach

	60
	
	
	Define the products to be produced
	Lead Role Manager

	30
	
	
	Define the processes the team will use
	Lead Role Manager

	5
	
	
	Meeting wrap-up and report
	TSP Coach

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Decisions, Actions, and Key Information

	What
	Who
	When

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


(Use additional form copies if needed.)

	TSPm RTL Launch Meeting 3 - Script RTL3

	Purpose
	To guide the role manager team in defining the products to be produced and the processes to be used

	Entry Criteria
	· All participants are present (TSP coach, team members, lead role manager).

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

· The documented team goals are available.

· Forms: INV, ITL, MTG, PIP, SUMS 

	General
	Meeting 3 generally takes from 1 to 2 hours.


	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
	Products Produced
	· The lead role manager leads the team in defining the products the team is to produce either once or periodically. 

· These products may be processes, analyses, reports, judgments, or anything else the leadership team requested. 

	4
	Development Process
	The lead role manager leads the team in 

· defining the processes to be used

· recording the results on form INV

· making a plan to document each process 

· deciding who will document each process

	5
	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 

· gives the completed form MTG to the lead role manager


	Exit Criteria
	· Launch meeting 3 activities have been completed.

· List of products to be produced has been recorded (form SUMS).

· Overall and detailed development process steps are documented.

· Process plan and support plan are documented (form INV).

· All risks and 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 lead role manager has copies of all meeting products.


Meeting Report - RTL Meeting 4

	Name
	
	Date
	

	Chairperson
	TSP Coach
	Location
	

	Meeting Date
	
	Time From:
	
	To:
	

	
	

	Subject/Purpose
	RTL Meeting 4: To guide the role manager team in producing a plan for its work

	

	

	Attendees
	

	Name
	Role

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Agenda
	

	Times (min.)
	Topics
	Discussion Leader

	Plan
	Start
	Stop
	
	

	5
	
	
	Agenda and meeting process
	TSP Coach

	15
	
	
	Estimate the sizes of the products to be produced
	Lead Role Manager

	30
	
	
	Determine the required project tasks
	Lead Role Manager

	30
	
	
	Estimate the time each task will require
	Lead Role Manager

	15
	
	
	Estimate the time the team will have available
	Lead Role Manager

	5
	
	
	Meeting wrap-up and report
	TSP Coach

	
	
	
	
	

	
	
	
	
	

	Decisions, Actions, and Key Information

	What
	Who
	When

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


(Use additional form copies if needed.)

	TSPm RTL Launch Meeting 4 - Script RTL4

	Purpose
	To guide the role manager team in producing a plan for its work

	Entry Criteria
	· All participants are present (TSP coach, team members, lead role manager).

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

· A list of the products to be produced

· The defined processes to produce these products.

· Forms: ITL, MTG, PIP, SCHED, SUMS, TASK 

	General
	Meeting 4 generally takes 1 to 2 hours.


	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
	Size Estimate
	The lead role manager leads the team in 

· estimating the sizes of the products the role manager team will produce

· recording these estimates on form SUMS 

	4
	Determine Project Tasks


	The lead role manager leader leads the team in producing a detailed task plan for the required work.

· Use the team’s processes defined in meeting 3.

· The plan tasks are each 10 hours or less per team member.

	5
	Overall Resource Estimate
	The lead role manager leads the team in estimating the resources required for each task defined in step 4 (form TASK).

	6
	Resource Availability
	The lead role manager leads the team in 

· estimating the team’s task hours to be used for each project week (form SCHED)

· determining the work schedule

	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 

· gives the completed form MTG to the lead role manager


	Exit Criteria
	· Launch meeting 4 activities have been completed.

· The role manager team plan has been documented.

· All risks and 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 lead role manager has copies of all meeting products.


Meeting Report - RTL Meeting 5

	Name
	
	Date
	

	Chairperson
	TSP Coach
	Location
	

	Meeting Date
	
	Time From:
	
	To:
	

	
	

	Subject/Purpose
	RTL Meeting 5: To guide the role manager team in producing a balanced plan 

	

	

	Attendees
	

	Name
	Role

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Agenda
	

	Times (min.)
	Topics
	Discussion Leader

	Plan
	Start
	Stop
	
	

	5
	
	
	Agenda and meeting process
	TSP Coach

	15
	
	
	Allocate tasks to team members
	Lead Role Manager

	30
	
	
	Assess the plan
	Lead Role Manager

	30
	
	
	Resolve plan issues
	Lead Role Manager

	15
	
	
	Review the plan
	Lead Role Manager

	5
	
	
	Meeting wrap-up and report
	TSP Coach

	
	
	
	
	

	
	
	
	
	

	Decisions, Actions, and Key Information

	What
	Who
	When

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


(Use additional form copies if needed.)

	TSPm RTL Launch Meeting 5 - Script RTL5

	Purpose
	To guide the role manager team in producing a balanced plan

	Entry Criteria
	· All participants are present (TSP coach, team members, lead role manager).

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

· Documented process, quality, and support plans are available.

· Documented overall plan has been prepared.

· Overall and next-phase effort estimates are available.

· Forms: SCHED, TASK, INV, ITL, MTG, PIP, SUMS

	General
	Meeting 5 generally takes 1 to 2 hours.


	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
	Allocate Tasks to Team Members
	The lead role manager leads the team in 

· allocating the plan tasks to individual team members

· maintaining a balanced workload among the team members

	4
	Assess the Plan
	Each role manager team member 

· determines the impact of the role manager work on his or her other commitments

· attempts to resolve any issues with the role manager team

	5
	Resolve Plan Issues
	Where issues cannot be resolved with the role manager team, each role manager team member 

· negotiates the impact with his or her team leader and team

· where possible, resolves conflicts with the team leader and lead role manager

· takes unresolved conflicts to the leadership team (along with the lead role manager)

	6
	Review the Plan
	The team leader leads the team in reviewing the plan to ensure that it

· produces the required products

· meets the established team goals

· equitably balances the role manager team’s workload

	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 

· gives the completed form MTG to the planning manager


	Exit Criteria
	· Launch meeting 5 activities have been completed.

· Detailed next-phase plans for each team member and the team are documented (forms INV, SUMP, SUMQ, TASK, SCHED).

· All risks and 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 lead role manger has copies of all meeting products.


Meeting Report - RTL Meeting 6

	Name
	
	Date
	

	Chairperson
	TSP Coach
	Location
	

	Meeting Date
	
	Time From:
	
	To:
	

	
	

	Subject/Purpose
	RTL Meeting 6: To guide the role manager team in preparing to review its plan 

	with the leadership team

	

	Attendees
	

	Name
	Role

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Agenda
	

	Times (min.)
	Topics
	Discussion Leader

	Plan
	Start
	Stop
	
	

	5
	
	
	Agenda and meeting process
	TSP Coach

	30
	
	
	Review the material to be presented
	Lead Role Manager

	15
	
	
	Decide what to present and who will do it
	Lead Role Manager

	15
	
	
	Define the required preparation work
	Lead Role Manager

	5
	
	
	Assign preparation tasks
	Lead Role Manager

	5
	
	
	Meeting wrap-up and report
	TSP Coach

	
	
	
	
	

	
	
	
	
	

	Decisions, Actions, and Key Information

	What
	Who
	When

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


(Use additional form copies if needed.)

	TSPm RTL Launch Meeting 6 - Script RTL6

	Purpose
	To guide the team in preparing for the leadership team meeting (RTL7)

	Entry Criteria
	· All participants are present (TSP coach, team members, lead role manager).

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

· Forms: ITL, MTG, PIP

· Specifications: NOTEBOOK and STATUS

	General
	In the leadership team meeting (meeting 7) the role manager team will

· review the team’s goals

· review the project plan and any questions or issues with this plan

Meeting 6 generally takes 1 to 2 hours.


	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 objectives and procedure for the meeting, and describes the example contents of the management presentation.

	3
	Planning for the Leadership Team Meeting 
	The lead role manager leads the team in 

· discussing the material to be covered

· deciding what to present and who will present it

· assigning the preparation work to one or more team members

	4
	Meeting Preparation


	The lead role manager summarizes 

· the work to be done 

· who will produce each item

· the times when the items will be completed

· who will present each item

	5
	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 

· gives the completed form MTG to the planning manager


	Exit Criteria
	· Launch meeting 6 activities have been completed.

· The leadership team meeting topics are decided and the preparation work planned.

· All risks and 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 lead role manger has copies of all meeting products.


Meeting Report - RTL Meeting 7

	Name
	
	Date
	

	Chairperson
	TSP Coach
	Location
	

	Meeting Date
	
	Time From:
	
	To:
	

	
	

	Subject/Purpose
	RTL Meeting 7: To guide the role manager team through the final launch 

	meeting with the leadership team

	

	Attendees
	

	Name
	Role

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Agenda
	

	Times (min.)
	Topics
	Discussion Leader

	Plan
	Start
	Stop
	
	

	5
	
	
	Meeting roles
	TSP Coach

	10
	
	
	Agenda and meeting objectives
	Lead Role Manager

	30
	
	
	Review of team goals
	Lead Role Manager

	15
	
	
	Compare the team plan with management’s goals
	Lead Role Manager

	15
	
	
	Discussion
	Lead Role Manager

	5
	
	
	Meeting wrap-up and report
	TSP Coach

	
	
	
	
	

	
	
	
	
	

	Decisions, Actions, and Key Information

	What
	Who
	When

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


(Use additional form copies if needed.)

	TSPm RTL Launch Meeting 7 - Script RTL7

	Purpose
	To guide the team through the final launch leadership team meeting

	Entry Criteria
	· All participants are present (TSP coach, team members, lead role manager, and the leadership team).

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

· The management briefing guidelines have been reviewed.

· Copies of the team presentation are available. 

· Forms: ITL, MTG, PIP

	General
	· In the leadership team meeting, the team reviews with management its plan and any questions or issues regarding the plan.

· Meeting 7 generally takes 1 to 2 hours.


	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
	Agenda and Objectives
	The lead role manager reviews the meeting agenda and objectives. 

	3
	Team Goal and Plan Comparison
	The lead role manager or other team member summarizes the 

· leadership team’s stated goals 

· the team's plan and goals

· how the team's plan and goals compare with management’s goals

· the products the role manager team will produce, their characteristics, and their schedules

	4
	Discussion
	The lead role manager asks for any questions and closes the meeting.

	5
	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 

· gives the completed form MTG to the planning manager


	Exit Criteria
	· The leadership team agrees with the team plan or identifies resolution actions and assigns responsibilities.

· All risks and 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 lead role manger has copies of all meeting products.


Meeting Report - RTL Postmortem Meeting 

	Name
	
	Date
	

	Chairperson
	TSP Coach
	Location
	

	Meeting Date
	
	Time From:
	
	To:
	

	
	

	Subject/Purpose
	RTL Meeting 5: To guide the role manager team through the launch postmortem

	

	

	Attendees
	

	Name
	Role

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Agenda
	

	Times (min.)
	Topics
	Discussion Leader

	Plan
	Start
	Stop
	
	

	5
	
	
	Agenda and meeting process
	TSP Coach

	10
	
	
	Review the work to be done
	TSP Coach

	30
	
	
	Conduct the postmortem
	TSP Coach

	5
	
	
	Meeting wrap-up and report
	TSP Coach

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Decisions, Actions, and Key Information

	What
	Who
	When

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


(Use additional form copies if needed.)

	TSPm RTL Postmortem Meeting  - Script RTLPM

	Purpose
	To guide the role manager team through the launch postmortem

	Entry Criteria
	· All participants are present (TSP coach, team members, lead role manager).

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

· All the team members have copies for the role manager team’s plan 

· Forms: ITL, MTG, PIP

· Specification: NOTEBOOK

	General
	Timing

· The launch postmortem meeting can be held before or after meeting 7.

· The PM meeting generally takes about 1 hour.


	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
	Launch Postmortem
	The lead role manager reviews the launch data to ensure that

· all required launch data are gathered and recorded

· data are properly entered in the appropriate project forms and databases

· responsibility is assigned for preparing the launch materials for entry in the project notebook (specification NOTEBOOK)

	4
	Prepare PIPs
	The TSP coach leads the team through a process evaluation.

· identifies launch process problems or inconveniences

· suggests process improvements

· completes PIPs for these suggestions

	5
	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 

· gives the completed form MTG to the planning manager


	Exit Criteria
	· Launch postmortem activities have been completed.

· The leadership team presentation has been added to the project notebook.

· All risks and 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 lead role manger has copies of all meeting products.


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 Issue and Risk Tracking Log Instructions - Form ITL

	Purpose
	Use this log to record and track project risks and issues.

· Risks or issues may affect the team or may be personal.

· Risks are uncertainties; they may or may not happen.

· Issues are certainties; without action, they will happen.

	General
	· For both risks and issues record

· a description of the risk or issue

· who is responsible for tracking each risk or issue (owner)

· data on each risk or issue, including when it is resolved 

· For risks, conduct a risk evaluation.

· Evaluate the risk in terms of likelihood and impact.

· Determine the source of the risks, which can fall within three categories; Engineering, Development Environment, and Program Constraints. For information about these categories, their associated sources and characteristics, refer to the Taxonomy-Based Risk Identification Technical Report, CMU/SEI-93-TR-6 (www.sei.cmu.edu).  

· A priority of HM would be a risk with a high likelihood of occurring and a medium impact on the project.

	Issue/Risk Tracking
	· Keep a master copy of the completed risk and issue logs in the project notebook.

· In each weekly meeting, each team member reviews the status of the risks and issues he or she is responsible for.

· In the weekly meetings, set review priorities based on issue/risk priority, flag date, and chronological age.

· For each new phase, review the flagged items for the phase.
· Note that this form is typically used as a template in a spreadsheet or database.

	No.
	Assign a control number to each risk and issue.

	Date
	Enter the date on which the risk or issue was entered in the ITL system.

	Personal/Team
	Enter an P for a personal risk or issue and a T for a team risk or issue.

	Risk/Issue
	Enter an R for a risk or an I for an issue.

	Impact
	For risks, enter the impact to the project if the risk occurs.

· H (High): high impact to the project

· M (Medium): medium impact to the project

· L (Low): low impact to the project

	Likelihood
	For risks, enter the likelihood that the risk will occur.

· H (High): high likelihood of occurring

· M (Medium): medium likelihood of occurring

· L (Low): low likelihood of occurring

	Source
	Based on the risk category, select one of the following sources of the described risk.
· Engineering: Requirements, Design, Code and Unit Test, Integration and Test, or Engineering Specialties

· Development Environment: Development Process, Development System, Management Process, Management Methods, or Work Environment

· Program Constraints: Resources, Contract, or Program Interfaces

	Owner
	Name the team member who is tracking the risk or issue.

	Description
	· Describe the risk or issue as clearly as possible. For example

· a change to be made or interface to be checked

· a requirements question to answer

· a possible delay in obtaining a support tool

· Describe the risk or issue completely enough to permit you or someone else to later take the needed action.

	Follow-up Date
	Note the date when the risk or issue should be reviewed.

	Resolved
	Record the date on which the risk or issue was resolved.


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
	

	
	


TSP Process Improvement Proposal Instructions - Form PIP

	Purpose
	· To provide a way to record process problems and improvement ideas

· To provide an orderly record of your process improvement ideas for use in process improvement

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

· Use the PIP form to

· record process improvement ideas as they occur to you

· establish priorities for your improvement plans

· describe lessons learned and unusual conditions

· Keep PIP forms on hand while using the TSP.

· Record process problems, even without proposed solutions.

· Submit the PIPs for use in process improvement.

	Header
	· Enter your name and date.

· Provide your e-mail address and organization in case there are any questions.

	PIP Number
	Use for your own identification purposes.

	Priority
	· Indicate if PIP priority is urgent, important, or routine.

· Explain the reason for this priority under “Improvement Benefits.”

	PIP Title
	Create a title for the PIP.

	Improvement Description
	Describe your proposed improvement as explicitly as possible. 

	Process Elements Impacted
	Where you can, reference the specific process elements impacted and the changes suggested.

	Improvement Benefits
	Describe the benefits you expect from this change. Be as specific as possible. 

· the difficulties overcome

· the impact on the product, the process, and you

	When Completed
	· Keep a copy for your records.

· Submit a copy to your team’s process manager or PIP coordinator.

	Process Manager or PIP Coordinator
	· Review all PIPs.

· Evaluate the PIP.

· Estimate implementation effort.

· Enter PIP into LOGPIP and allocate unique PIP Control No.

· Enter date received.

· Decide whether to accept the PIP, return it for more information, or defer it.

· Notify the author of the disposition and, if returned, the information needed.

· Submit approved PIPs to the process group for action.
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