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Note: the TSP relaunch process has no meeting 9.

Meeting Report - Launch Meeting 9

	Name
	
	Date
	

	Chairperson
	TSP Coach
	Location
	

	Meeting Date
	
	Time From:
	
	To:
	

	
	

	Subject/Purpose
	TSP Launch Meeting 9: To conduct a management status meeting and to obtain

	approval of the team's plan

	

	Attendees
	

	Name
	Role

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Agenda
	

	Times (min.)
	Topics
	Discussion Leader

	Plan
	Start
	Stop
	
	

	5
	
	
	Agenda and meeting process
	Team Leader

	60
	
	
	Management launch report
	Team Leader

	20
	
	
	Questions and discussion
	Team Leader

	5
	
	
	Meeting wrap-up and report
	TSP Coach

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Decisions, Actions, and Key Information

	What
	Who
	When

	Management meeting presentation
	
	

	Launch materials
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


(Use additional form copies if needed.)

	TSP Launch Meeting 9 - Script LAU9

	Purpose
	To guide the team through the final launch management meeting

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

· The management briefing guidelines were reviewed before the meeting.

· Copies of the launch products and team presentation are available. 

· Forms: ITL, MTG, PIP

	General
	· In the management meeting, the team reviews with management their project plan and any questions or issues on the plan.

· If management asks the team to modify or provide an alternate plan, the team needs to understand 

the desired plan changes

what resource or work content changes to plan

· Under no conditions should the team agree to a new schedule or plan without taking time to study and replan the work.

· Meeting 9 generally takes 1 to 2 hours, 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
	Agenda and Objectives
	The team leader reviews the meeting agenda and objectives. 

	3
	Overview of Work Done
	The team leader or a team member hands out copies of the launch products, reviews the launch process, and describes how the plan was produced.

	4
	Team Goal and Plan Comparison
	The team leader or a team member summarizes the project goals. 

· management's stated and implied goals 

· a summary of the team's plan and goals

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

	5
	Alternate Team Plan
	If an alternate plan was prepared, the team leader or a team member distributes and reviews the alternate plan and the expected impact.

	6
	Risks 
	The team leader or a team member reviews each key project risk.

· summarizes the risk's likelihood and schedule impact 

· discusses mitigation recommendations for high-impact risks

	7
	Stakeholder Involvement
	The team leader reviews the relevant changes made to the Relevant Stakeholder Involvement Matrix (form RSIM) and the Stakeholder Role Assignment Matrix (form SRAM) for approval.

	8
	Discussion
	The team leader asks for any questions and closes the meeting.

	9
	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
	· Management agrees with the team plan or resolution actions identified and responsibilities assigned.

· 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 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 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
	

	
	


Senior Management Plan Review Guidelines

Launch Meeting 9

Purpose:  In launch meeting 9, the team leader presents the team's plan for your review and approval.

The team's objectives:  The team has worked to produce a thorough and responsible plan, and they would like you to understand and agree to it.  They may not have entirely met all your objectives, but they would like you to know that they have tried to do so.  Their plan rests on many estimates and assumptions, but they think it is the best plan that they can produce.  There is a lot that they do not know at this early point in the project, and their greatest concern is that they have overlooked some key activities.  While they feel this plan is aggressive, they would be happy if you approved it.

Your objectives:  You probably want to assure yourself that the team has done their best to meet your goals. One approach for doing this is as follows. 

1. Look for holes in the estimates and try to find extra or missing tasks.

2. Understand the degree to which the team's estimates are based on historical data.

3. Ensure that the plan has sufficient detail to guide the work.

4. Challenge the team members to show they can meet the plan.

Some probing questions:  Typical questions to ensure that the plan will your objectives might include the following.

1. What are the size estimates for the principal products and how did you arrive at these estimates?

2. How do you know if you have included all of the necessary tasks?

3. What is the basis for your task estimates?

4. How did the team arrive at the schedule?

5. How did you estimate the number of weekly task hours?

6. What could management do to help maximize your weekly task hours?

7. Have you looked at alternative plans?

8. Could you accelerate the schedule, and if so, what would it cost?

9. What is your quality plan and how did you produce it?

10. What are the key risks and your mitigation plans for them?

11. Have you considered prototyping or reuse?

12. What is the likely error in the size, time, and schedule estimates?

13. When will you have learned enough to make a more accurate plan?

Desired outcome:  At the end of the meeting, you would like to understand the plan, be comfortable that it is the best plan you can expect, and know that the team is committed to meeting it, so that you can approve it.

Team Leader Plan Review Guidelines

Launch Meeting 9

Purpose:  In launch meeting 9, you present the team's plan for management's review and approval.

The team's objectives:  Your team has worked to produce a thorough and responsible plan and you want management to understand and agree to it.  You may not have entirely met all of management's objectives, but you want them to know that you have tried to do so.  If management wants you to change the plan, you can, but you need to know what changes to make in planned resources or work content.  Depending on the magnitude of the changes, you and the team may need another day or two to revise the plan.

Management's objectives:  Management will want to assure themselves that you and your team have done your best to meet management's goals.  They are likely to

1. Look for holes in the estimates and try to find extra or missing tasks.

2. Explore the degree to which the estimates are based on historical data.

3. Probe whether the plan has sufficient detail to guide the work.

4. Challenge you and the team to show you can meet the plan.

Responding to management's questions:  As they ask questions, management will be most impressed if the team has already prepared answers.  This indicates that you have thought about and considered how to address the issues that concern them.  One way to do this is to have substantial back-up material that you or a team member can present, if asked.  By having various team members present these back-up answers, you demonstrate that the entire team understands and supports the plan.  Some useful back-up items are

· the key products, their estimated sizes, and the basis for these estimates 

· an overall project task list with the estimated times

· a detailed task list for the next phase, with estimated times

· the historical data used to make the task estimates

· the team's projected weekly task hours and the basis for selecting this task rate

· the team's ideas on ways to maximize weekly task hours

· a description of any alternative plans the team has considered

· the schedule impact of adding team members to the project, and when they would be needed

· the quality plan, what it means, and how you arrived at the numbers

· the key project risks and their mitigation plans

· your prototyping and reuse plans

· your judgment of the likely size, time, and schedule estimating errors

· a date when the team will have enough additional data to make a more accurate plan

Desired outcome:  At the end of the meeting, you want management to understand the plan, to be comfortable that it is the best plan that the team can produce, and to know that you and your team are committed to meeting the plan and will ultimately approve and fully support the team’s plan.

TSP Team Member Plan Review Guidelines

TSP Launch Meeting 9

Purpose:  In TSP launch meeting 9, the team presents the team's plan for management's review and approval.

The team's objectives:  Your team has worked to produce a thorough and responsible plan and you want management to understand and agree to it.  You may not have entirely met all of management's objectives, but you want them to know that you have tried to do so.  If management wants you to change the plan, you can, but you need to know what changes to make in planned resources or work content.  Depending on the magnitude of the changes, your team may need another day or two to revise the plan.

Management's objectives:  Management will want to assure themselves that the team has done its best to meet management's goals.  They are likely to

1. Look for holes in the estimates and try to find extra or missing tasks.

2. Explore the degree to which the estimates are based on historical data.

3. Probe whether the plan has sufficient detail to guide the work.

4. Challenge you and your team mates to show you can meet the plan.

Responding to management's questions:  As they ask questions, management will be most impressed if your team has already prepared answers.  This indicates that you have thought about and considered how to address the issues that concern them.  One way to do this is to have substantial back-up material that the team leader or a team member can present, if asked.  When the entire team contributes to these back-up answers, it demonstrates that you understand and support the plan.  Some useful back-up items are

1. the key products, their estimated sizes, and the basis for these estimates 

2. an overall project task list with the estimated times

3. a detailed task list for the next phase, with estimated times

4. the historical data used to make the task estimates

5. the team's projected weekly task hours and the basis for selecting this task rate

6. the team's ideas on ways to maximize weekly task hours

7. a description of any alternative plans that the team considered

8. the schedule impact of adding team members to the project, and when they would be needed

9. the quality plan, what it means, and how you arrived at the numbers

10. the key project risks and their mitigation plans

11. your prototyping and reuse plans

12. your judgment of the likely size, time, and schedule estimating errors

13. when the team will have enough additional data to make a more accurate plan

Desired outcome:  At the end of the meeting, you want management to understand the plan, to be comfortable that it is the best plan that the team can produce, and to know that your team is committed to meeting the plan. 
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