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Launch Preparation Package

Team Leaders and Project Manager

This package contains material you need to prepare for the TSP/TSPm Launch Workshop or the TSP/TSPm Relaunch Workshop.  The elements contained are:

	Contents:
	

	Page
	Launch Element

	2
	TSP+ Process Operations – Script POPS

	4
	TSP+ Team Operations - Script TOPS

	5
	TSP+ Post Launch Team Operations - Script TOPS4

	6
	TSPm Launch Preparation Script PREP

	7
	TSPm Weekly Launch Preparation Meeting – Script PREPW

	8
	TSP+ Team Launch Preparation - Script PREPT

	9
	TSP+ Team Launch Preparation Checklist - PREPT

	11
	Team Launch Preparation Guidelines

	13
	Team Leader Meeting 1 Discussion Guidelines

	14
	Team Leader Plan Review Guidelines

	15
	Project Status Report Specifications

	18
	Team leader and team member roles

	46
	Team Member Questionnaire


Note:  Many of the TSPm activities are the same as those in the TSP.  Therefore, the TSPm process uses many TSP scripts and other materials. TSP+ provides additional material that can be used regardless of the TSP or TSPm selecdtion.

General:  An organization’s overall process improvement operations are guided by script POPS which references the TOPS script, which in turn guides TSP and TSPm team operations.  These scripts reference all the required TSP and TSPm preparation activities and checklists and should be used to guide the launch and relaunch preparation activities.

TSPm Advance preparation:  The success of a TSPm launch or relaunch depends in large part on the quality of the advanced preparation.  The required preparation is described in script PREP.  The purpose and conduct of the weekly leadership meeting is described in script PREPW.  These meetings should be started at least 4 weeks before the launch date.

Team preparation: The success of each team depends on the team members preparation.  The required preparation is described in script PREPT.  This work should be started at least 2 weeks before the launch date.

Launch workshop hours:  The TSP or TSPm launch workshop is normally completed during standard working hours.  Occasionally, particularly with large teams or complex projects, the work may take longer than a normal working day.  Team members should be prepared to work one or two additional hours on days 1, 2, 3, or 4.  While this will probably not be necessary, the team leader and all team members must be prepared to stay in case more time is needed.  Launch day 4 or 5, of TSP and TSPm respectively, generally runs on schedule but the management meeting could run 1 to 2 hours longer, particularly if the plan does not meet management's objectives. The use of TSP+ should not impact the length of the launch, assuming all preparation activities have been completed.

Team member questionnaire: Please complete the attached Team Member Questionnaire and return it to either your launch coordinator or TSP coach prior to the launch date.

Other preparation guidelines:  If you wish to read the preparation guidelines for other workshop participants, they are listed in TSP Launch Preparation Package.

	TSP+ Process Operations - Script POPS

	Purpose
	· To guide an organization in improving its software performance

· To couple the TSP, CMMI, and Lean Six Sigma improvement initiatives

	Entry Criteria
	Management seeks to improve the performance of its software-related operations.

	General
	This script assumes a TSP/CMMI implementation. The use of Lean Six Sigma methods and tools is optional.


	Step
	Activities
	Description

	1
	Contact 
	· Determine how the TSP and CMMI can address management’s concerns.

· Talk with working level engineers and managers to build interest.

	2
	Awareness
	· Expose senior management to the opportunity.

· Describe the potential benefits and the operating level interest.

· Provide credible references.

	3
	Obtain Sponsorship
	· Hold a one-day executive seminar for the senior managers and executives, which include a CMMI overview.

· Hold a half-day planning workshop to identify initial areas for TSP trial use

· Identify a manager to be responsible for the transition plan and execution.

	4
	Develop Transition Plan
	The responsible manager produces a plan for TSP trial use.

· arranges for qualified training and coaching support

· schedules managers and team members for training 

· schedules initial TSP launches, checkpoints, and relaunches

	5
	TSP Trial Use
	The organization conducts trial TSP projects (TOPS script).

· trains the engineers and managers 

· launches the teams and regularly reviews performance 

· identifies internal candidates to be initial PSP instructors and TSP coaches

	6
	Evaluation
	The organization assesses team and TSP performance and decides to proceed with the process improvement initiative.

· identifies a manager to lead the long-term improvement effort and become the process group team lead

· allocates initial resources

· issues a policy describing the process improvement initiative and its importance to the business

· defines management responsibilities

	7
	Adoption: Process Group Formation
	The process group team lead, with the help of the TSP Coach (POPS7 script) 

· produces a process improvement plan proposal 

· reviews this plan proposal with management and gets their approval

· recruits a staff and trains that staff in CMMI, PSP, and TSP 

· launches the process group team to plan and execute the process improvement plan proposal

	8
	Adoption: Institutionalize TSP
	Working with project management, the process manager

· develops a TSP introduction plan and schedule for each project team 

· assists projects in launching and running TSP projects (TOPS script)

	9
	Continuing Improvement
	Using the project’s needs as a guide and reviewing the Process Group Roles and Responsibilities specification, set priorities and build and execute a plan (script CYCLE) based on organizational business objectives for

· defining team and organizational processes

· establishing and maintaining a process asset library

· providing continuing training and coaching guidance

· obtaining needed tools and methods 

· providing tool and method training and support

· assessing the organization annually to identify further improvement needs

Apply Lean Six Sigma methods and tools to improve current process performance.


(continued on next page)
TSP+ Process Operations - Script POPS (continued)
	Continuing Review
	Management annually reviews the organization’s software operations.

· analyzes cost and benefit data

· obtains customer, manager, and engineer feedback on improvement results

· adjusts the improvement program to address identified problems and capitalize on new improvement opportunities during Meeting 1 of the process group’s (re)launches (script CYCLE)


	TSP+ Team Operations - Script TOPS

	Purpose
	To guide managers, teams, and engineers in introducing and using the TSP process

	Entry Criteria – Trial Use
	· Senior management has participated in the TSP executive strategy seminar and planning workshop and supports TSP introduction.

· An initial TSP trial program has been approved.

	Entry Criteria – TSP Adoption
	To move beyond trial use and start broad TSP introduction

· TSP trial use has been successful.

· A TSP adoption plan has been developed and approved.

· Initial PSP instructors and TSP coaches have been selected and are scheduled for training.

	Entry Criteria – TSPm Initial Use
	To launch a TSPm multi-team or distributed multi-team

· TSP trial use has been successful.

· The organization has at least one authorized TSP coach on its staff and enough additional coaches are to be trained to support team operation.

	General
	To use the TOPS script, one or more of the entry criteria must be satisfied.


	Step
	Activities
	Description

	1
	Team Formation and Training
	For each TSP or TSPm team, a project is identified and the staff has been trained.

· All managers on each project or in its management chain are TSP trained before the launch.

· All project software professionals are PSP trained before the launch.

· All other project professionals are trained in the personal process before the launch.

	2
	Launch Preparation
	· Prepare to launch each TSP or TSPm team (checklist PREPL).

· For each TSPm multi-team or distributed multi-team, also follow scripts PREP and PREPW during launch preparation.

	3
	TSP Cycle
	Follow script CYCLE until project conclusion in order to guide the team in:

· launching the project

· executing the team’s detailed planning

· undergoing a checkpoint (script CHECKPOINT)

· conducting a phase, cycle or project postmortem

· preparing for subsequent relaunches (if needed)

	4
	Multi-Team (TSPm) Project Operations
	For multi-teams only, follow script TOPS4 concurrently for each sub-team following the TSP cycle (script CYCLE) in order to manage the sub-team interdependencies and overall project.


	Exit Criteria
	· Project completed with team and team member plan and actual data

· Project data filed in the project notebook (specification NOTEBOOK)

· Final project report prepared and presented to management


	TSP+ Project Operations - Script TOPS4

	Purpose
	To guide managers, team leaders and team members in managing a TSPm project

	Entry Criteria 
	The project has completed a launch or relaunch.


	Step
	Activities
	Description

	1
	The Leadership Team Launch
	Following the project (re)launch and under the guidance of a qualified TSP coach, the leadership team holds a one-day launch (script LTL).

· reviews the organization’s and this project’s goals

· develops the leadership team’s management strategy

· defines the role manager teams’ goals and responsibilities

· allocates tasks and responsibilities among the leadership team members

	2
	Leadership Team Operations
	Following the leadership team launch, the leadership team

· manages the project and each sub-team in performing its work

· holds weekly meetings to review project status and issues (script WEEKL)

· provides guidance to the role manager team launches (script RTL)

· meets at least monthly with each role manager team (script WEEKLR)

· regularly reports to senior management and the customer on project status and progress (specification STATUS)

	3
	Sub-team Operations
	Following the team and sub-team (re)launches, each sub-team follows its defined process and detailed plan in doing its work.

	4
	Role Manager Team Launches
	Soon after the team (re)launch and under the guidance of a TSP coach, each role manager team holds a two-day launch (script RTL).

· the leadership team defines its goals for the role manager team

· the role managers establish their strategy and plan to meet these goals

· the role managers allocate tasks and responsibilities among team members

· the role managers prepare and review their plan with the leadership team

	5
	Quarterly or Monthly Management Reviews
	The leadership team and senior management periodically 

· review project status, progress, and projections

· assess the team for quality level performance

· assess the team for expert level performance

· identify issues and problems and assign responsibilities

	6
	Periodic Customer Reviews
	The leadership team regularly reviews status and progress with the customer.

· planned versus actual performance

· outstanding issues and problems, actions planned, and assistance needed


	Exit Criteria
	· Project or project phase completed with team and team member plan and actual data filed in the project notebook (specification NOTEBOOK).

· Final project report prepared and presented to management


	TSPm Launch Preparation - Script PREP

	Purpose
	To prepare an organization for a multi-team TSP launch or relaunch

	Entry Criteria
	· The project has been identified and team members and leaders have been named.

· The launch or relaunch preparation for each team will be completed before the launch (checklist PREPLm or PREPRm).

· A qualified lead TSP coach is available and a qualified TSP coach is available for each sub-team at each team location.

	TSPm Criteria
	A multi-team TSPm launch is appropriate when

· a project team has more than 12 to 15 members

· the project has multiple specialties, processes, and team leaders

	Distributed Launch Criteria
	A distributed team launch is appropriate when

· the team members cannot be in one location for the launch or relaunch

· the sub-teams’ work is sufficiently interdependent so simultaneous  launches are required

	General
	· The leadership team (the project leader and sub-team leaders) reviews preparation status weekly with the lead TSP coach (script PREPW).

· The TSPm launch schedule is 5 days instead of 4 for TSP.

· The TSPm relaunch schedule is 4 days instead of 3 for TSP.


	Step
	Activities
	Description

	1
	The Conceptual Design
	The leadership team charges the lead design role manager with producing or revising the conceptual design and presenting it during meeting 1A.

· The design team should include the lead designer from each sub-team at each location.

· The conceptual design provides an initial picture of the total system structure, elements, and functions.

· The conceptual design guides team planning.

· The leadership team reviews the conceptual design before the launch.

	2
	The Project Strategy
	· The leadership team defines or revises the initial project strategy.

· This strategy covers architecture, system integration, incremental development, prototyping, and technology issues.

	3
	Team Assignments 
	The leadership team assigns the planning and development responsibility for all system elements and prototypes. 

	4
	Team Roles
	The leadership team reviews the standard TSP team roles and decides if additional roles are needed.  

	5
	Role Team Responsibilities
	· The leadership team identifies the interim lead role manager for each role manager team (TSPm Role Manager Team Responsibilities).

· During the role manager team launch, the role managers elect their own leader.

	6
	Strategy Presentation
	The leadership team prepares a strategy presentation and handout to be given during the project launch or relaunch (script LAU1A or REL1A).

	7
	Status Presentation
	For a relaunch, the leadership team prepares the status presentation and handout to be given during the project relaunch (specification STATUS).


	Exit Criteria
	· The leadership team has been formed or, if needed, restructured.

· The product conceptual design has been produced or revised.

· Sub-team membership and responsibilities have been specified.

· The strategy and status presentations have been prepared.

· The interim lead role managers have been identified for each role manager team.


	TSPm Weekly Launch Preparation Meeting - Script PREPW

	Purpose
	· The leadership team meets with the lead TSP coach to review launch or relaunch preparation status and resolve outstanding issues.

· These meetings may be held via telephone or videoconference.

	Entry Criteria
	· The project manager, team leaders, and the lead TSP coach are present.

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

· Form: MTG

	General
	· The weekly launch or relaunch preparation meeting should be held every week for at least one month before a TSPm launch or relaunch.

· The meeting should normally take about one hour.


	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 Agenda
	The project manager

· reviews the meeting agenda 

· asks for changes or additions

	3
	Status Review
	The project manager leads a review of each preparation activity. 

	
	Team Membership
	Status of team membership 

· allocation or reallocation of current employees

· hiring status for needed new team members

· hiring status for needed new managers

	
	Training Status
	The PSP and TSP training status for new managers and team members

· precise training status for each on board person

· plan to complete any required training

· plan for training new hires

	
	Conceptual Design and Strategy
	The status of the conceptual design and strategy work

· who is working on the conceptual design and strategy

· when they plan to be done

· when the leadership team review is planned

	
	Product and Prototyping Assignments
	The status of any needed product or prototyping assignments or reassignments

· who is working on product and prototyping assignments

· when the leadership team review is planned

	
	Role Team Responsibilities
	The status of role team responsibility planning

· who is defining the role team responsibilities

· when the leadership team review is planned

	4
	Strategy Presentation
	The status of the strategy presentation

· for a launch, the management and marketing presentations

· for a relaunch, the status, goal, and update presentations

· for both a launch and a relaunch, the conceptual design, strategy, product, prototyping, and roles presentations

	5
	Launch Meeting Documentation
	The recorder gives the completed form MTG to the project 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
	· Meeting agenda topics completed

· Completed meeting report with form MTG and any attachments


	TSP+ Team Launch Preparation - Script PREPT

	Purpose
	To prepare a team for a TSP launch

	Entry Criteria
	· The project has been identified and team members and leader named.

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

· Forms: ITL, MTG, PIP

	General
	· This meeting generally takes 3 to 4 hours.


	Step
	Activities
	Description

	1
	TSP and Launch Overview
	The TSP coach leads the meeting (script MTG). The TSP coach

· describes the TSP launch process and the launch products

· reviews the TSP team roles

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

· discusses the work to be done in this meeting

	2
	Project Goals and Objectives
	The team leader, based on his/her current understanding, gives a short description of the project and answers any questions.

	3
	Goal and Objective Questions
	The team members are satisfied that they understand the project goals and objectives, realizing that goals and objectives may change prior to the launch.

	4
	Review Prelaunch Work 
	The TSP coach leads the team in reviewing the work to be completed in preparation for the launch (checklist PREPT) for each team member role (specification ROLE).

	5
	Prelaunch Work Assignments
	The team determines who will do what activities in preparation for the launch (checklist PREPT).

	6
	Meeting Documentation
	The recorder completes the 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 completed form MTG to the planning manager


	Exit Criteria
	· Team launch preparation activities have been completed.

· 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.


TSP+ Team Launch Preparation Checklist – Checklist PREPT

	Purpose
	To guide the team’s launch preparation activities

	Role 
	Step
	Description
	Completed

	Design and Implementation
	Conceptual Design
	The design and implementation managers will review all available material in order to create a conceptual design.

· The conceptual design provides an initial picture of the total system structure, elements, and functions.

· The conceptual design guides team planning.

· The team reviews the conceptual design during the launch as it relates to management’s stated goals and objectives in meeting 1 of the launch.

· Note: depending on the project’s needs, this work may be distributed among many team members and coordinated by the design and implementation managers.
	

	Design and Implementation
	Size
	The design and implementation managers look for products similar to the products outlined in the conceptual design in order to provide a basis for gross size estimates.

· Note: depending on the projects needs, this work may be distributed among many team members and coordinated by the design and implementation managers.
	

	Support
	Configuration Management
	· Prepare for configuration management planning by reviewing all the scripts and forms associated with configuration management.

· Ensure that sufficient storage with appropriate levels of control are available in order to establish and maintain the integrity of all configuration items.

· Note: support manager should work closely with other team members in identifying the types of storage and controls required to meet the project’s anticipated needs.
	

	Support
	Project Notebook
	· Develop a plan for the management of all project data (specification NOTEBOOK) and establish the project’s notebook.

· Note: support manager should work closely with other team members, the process group and management in identifying all of the important project documents that must be included and maintained.
	

	Process
	PSSP
	· Establish the Project’s Set of Standard Processes (script PSSP), to be reviewed and modified by the team during the launch. Note that if insufficient information is available about the project and multiple organizational processes are available to choose from, this task may have to wait until meeting 3 of the launch.

· If a PSSP already exists, review any changes or updates to Organization’s Set of Standard Processes (OSSP) since the last launch or relaunch for incorporation into the existing PSSP.
	

	Team Leader
	Training
	· Meets with the training manager to ensure that all team members, including self, have obtained all required training.

· Obtains list of all outstanding training requirements and schedule for all mandatory training.
	


(continued on next page)
TSP+ Team Launch Preparation Checklist – Checklist PREPT (continued)

	Team Leader
	Relevant Stakeholder Involvement
	· Review the Relevant Stakeholder Involvement Matrix (form RSIM) with the team, the process group, and management for completeness.

· Begin mapping individuals to the roles identified in form RSIM, using the project’s stakeholder role assignment matrix (form SRAM).
	

	TSP Coach
	Prepared
	Works with each team member to ensure they are prepared for the launch.

· completed all necessary training

· completed role assignments (checklist PREPT)

· collected personnel data to apply to plan during launch (size, productivity, schedule availability, etc.)

· for relaunches, completed all individual and team postmortems
	


Team Launch Preparation Guidelines

Launch Purpose:  The TSP launch will help you produce a superior product that best meets management's objectives.  The launch does this by

1. Providing you with information on the marketing need for this product

2. Having senior management explain why they want this product and what they expect to get from it, both at a minimum and in the ideal case

With this knowledge, you develop a plan to meet management's objectives and review this plan with management. Where the plan does not meet management's needs, you will

1. Prepare alternate plans for management’s consideration

2. Be prepared to answer management’s questions about the alternate plans.

Working in this way will give you a clear understanding of the desired objectives and a detailed plan to do the work, however you will also have to do the following.

1. Make sure you understand both the marketing need and management's objectives for the project.

2. If management’s desires are not clear during Launch Meeting 1, ask for clarification.  Consult the team member meeting 1 discussion guidelines for suggestions on how to handle likely questions.

3. When you review your plan with management, they are likely to have many questions, particularly if your plan does not completely meet their needs.

4. Be prepared to address their concerns.  For guidance on how to handle the likely issues, see the team member plan review guidelines.

Launch products:  The TSP launch helps you meet the above objectives by guiding you through a team-building and planning process.  The products of the TSP launch are the following.
1. Defined team member roles

2. An explicit set of team and team member goals

3. A defined process for doing the work 

4. A documented quality plan

5. A plan to obtain the support tools and aids you will need

6. An overall project strategy 

7. An overall plan, including the products to be produced, their estimated sizes, the tasks and task hours required, and the projected schedule

8. Detailed plans for each team member for the next phase 

9. A list of project risks together with their likelihood, projected impact, and the team member who is assigned responsibility for tracking each key risk

10. A mitigation plan for the immediate high-impact risks

(continued on next page)

Team Launch Preparation Guidelines (continued)

With this set of products, you and your team will have

1. A common understanding of what you plan to do, how you intend to do it, and when you plan to do it

2. An agreed set of criteria and measures to judge how well the work is going, whether you are missing your goals, and what you need to do to meet these goals

3. A set of defined team-member roles for how to build and maintain a productive and effective working environment

4. A personal plan to guide your daily work and help you coordinate your work with your teammates

5. The knowledge and skill to replan the project as the situation and workload change 

6. The data to defend your plan and to obtain the time and resources you need to do a rewarding and superior job

Launch participants:  The TSP launch is part of your project.  Thus, except for the first and last meetings, there are no observers.  Only the team leader, the TSP coach, and the team members participate.  While exceptions may make sense when a support or other team member is directly involved in the team's work, this should be rare.  Occasionally, an additional person may participate as part of becoming qualified as a TSP coach.

Launch preparation:  Since you will be making project and personal plans, you should familiarize yourself with prior data on both your personal work and other projects you have participated in.  Such data will help you make more accurate plans for this project.  Also, bring any relevant process definition materials you think will be needed for this project.  Agree on which team member will bring a copy of the organization's defined process, if there is one, any relevant engineering standards, and the configuration management and change control processes.

Team Member Meeting 1 Discussion Guidelines

Launch Meeting 1

Purpose:  In launch meeting 1, senior managers describe the desired product and the organization’s goals for the project.  They will also answer the team’s questions. The objective of meeting 1 is to provide the background you need to intelligently balance conflicting user, business, and technical needs.

Discussion format:  The product discussion will be led by a manager who understands the desired product and what the customer and anticipated users intend to do with this product.  A senior manager will explain why the project is being undertaken, how it fits into the business plan, and what a successful outcome will mean to the business.

Discussion attitude:  Products are often needed sooner than they can be produced, and all organizations want to minimize cost.  It is possible that management will want an outcome that you cannot achieve.  Under these conditions, it is important that you start the planning process with a positive attitude.

1. You must make it clear that you will devise the best plan you possibly can.

2. If this plan does not meet management's needs, you will try to rework it so it does. If management does not believe you are trying to meet their needs, they will not likely accept your plan.

3. In asking questions, try to be positive.  Ask management what want and explore how to achieve it.  Do not discuss how difficult the job looks or the problems you anticipate. 

4. Ask about alternatives, such as added resources or expert assistance.

5. Regardless of how impossible the task may appear, you cannot know what is possible until you produce a plan.

Potential Questions:  Some potential questions for management are the following.

1. Should you consider delivering the product in versions, and what initial functions would make the most sense?

2. In balancing cost, schedule, and product function, can they suggest trade-off priorities?

3. Why did they pick the schedule they did?  Would they like it sooner and what would it mean if it was later?

4. If your plan is early, should you consider reducing resources, and if late, should you consider adding people?  

5. In adding more people, could you get them early enough so they could be PSP trained?

6. To shorten the schedule, should you consider early or overlapping involvement of other groups, such as testing or manufacturing?

Desired outcome:  At the end of the meeting, you should understand what management wants and be able to make a plan that best meets their needs.  While your plan may not fully meet management’s stated needs, it will come as close as you possibly can, resulting in a plan that both you and management can support.

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 Project Status Report - Specification STATUS

	Purpose
	To guide the project in making accurate, complete, concise, and informative management status reports

	General
	· Frequent and informative management reports are essential to keep management informed of project status.

· Management can most help the project when they thoroughly understand its status, risks, and issues.

	Meeting Frequency
	· Status meetings should be held weekly, biweekly, or monthly, as determined by management and the team.

· If management even occasionally asks for project status information, increase report frequency.

	Meeting Format
	· Be guided by management's preferences and interests.

· A consistent format saves preparation and meeting time.

	Agenda and Problems
	· Briefly cover the meeting agenda.

· State at the outset any key issues or problems to be raised.

· After a successful presentation, do not surprise management with a zinger at the end.

	Project Overview
	Unless ALL management attendees are familiar with the material, briefly summarize the project and its products.

	Schedule Status
	· Succinctly describe the project's status versus its plan.

· Show cumulative and actual hours to date, and describe actions planned to address any resource problems.

· Show earned value plan, actual, and projections, and describe actions planned to address any schedule problems.

	Quality Status
	· Briefly describe the quality plan.

· Show data on quality performance versus plan, and describe actions planned to address any quality problems.

· Report configuration audit results.

	Risks and Issues
	· Describe the principal project risks and issues and what is being done about them.

· Describe where management's help is needed and precisely what you wish them to do. It helps to draft a list of actions needed from management in advance.

	Prior Action Items
	· Summarize the action item status from the last meeting.

· Discuss all delinquent actions and needed next steps.

	Current Action Items
	· Review the action items from this meeting, including who, what, and when, and get agreement to the summary.

· Review the decisions made in this meeting and who made them, and get agreement to the summary.

	Meeting Report
	· After the meeting, briefly summarize the meeting decisions and planned actions in a written report.

· Distribute the report to all attendees and file a copy in the project notebook. 


(continued on next page)

TSP Project Status Report - Specification STATUS (continued)

	Purpose
	· This page suggests specific STATUS report contents.

· Some of the elements in these suggested report contents are described more fully on the previous page.

	Suggested Approach
	· Unless management suggests otherwise, present the basic report in management reviews.

· Be prepared with the full report materials and present them only in response to questions.

	Minimum Report Contents
	At a minimum, the STATUS report must contain the following.

· schedule status versus plan (use EV)

· planned actions to resolve any schedule issues

· any major risks and mitigation actions

· any outstanding actions from prior meetings

	Basic Report Contents
	You should have a basic report ready to present at any time. The basic STATUS report should contain the following.

· schedule status versus plan (use EV)

· planned actions to resolve any schedule issues

· planned versus actual weekly hours

· staffing problems and needed actions

· any major risks and mitigation actions

· any outstanding actions from prior meetings

	Standard Report Contents
	Be prepared to present the standard report every week. The standard STATUS report should contain the following.

· schedule status versus plan (use EV)

· projected phase completion date

· planned actions to resolve any schedule issues

· planned versus actual weekly hours

· staffing problems and needed actions

· basic quality status (inspection rates, review rates, defect levels, and to-date yields versus the quality plan)

· basic configuration status (CIBPS)

· a review of all major risks and mitigation actions

· the status of the actions from prior meetings

	Full Report Contents
	Be prepared to present the full report on request. The full STATUS report should contain the following.

· schedule status versus plan (use EV)

· projected phase and overall project completion dates

· planned actions to resolve any schedule issues

· planned versus actual weekly hours

· staffing problems and needed actions

· basic quality status (inspection rates, review rates, defect levels, and to-date yields versus the quality plan)

· projected phase quality levels and PDF (defects per KLOC and percent defect free)

· basic configuration status (CIBPS)

· a review of all the major risks and mitigation actions

· the status of the actions from prior meetings


(continued on next page)

TSP Project Status Report - Specification STATUS (continued)

	Presentation Hints
	The guidelines outlined on this page will help you make crisp, effective, and rewarding management status presentations.

	Agenda and Problems
	First, briefly cover the meeting purpose and agenda.

· State any key issues or problems to be raised.

· Do not surprise management with a zinger at the end. For example, if you have a schedule problem, describe the problem and say you will later discuss how to handle it; however, if management wishes to discuss this issue now, do so.

	Remind of Prior Status and Actions
	Do not assume that management remembers the actions to be taken from prior meetings.

· Summarize the actions, who was to take them, and status.

· Where management has not taken action on a commitment, describe the impact on the project.

· Do not place blame; be factual and objective.

· It is generally wise to discuss your and the team's shortcomings before reviewing management failings.

	Move Quickly
	· Management is generally smarter than you realize.

· Assume they will understand very quickly.

· Cover the material as rapidly as you can, consistent with being complete and factual.

· Under no conditions make them tell you to hurry.

· If you feel that you must explain something, put it in the backup materials and only cover it if asked.

	Use Plain Language
	· Do not use technical terms. They take time to explain.

· If you cannot stick to plain language, get preparation help.

	Be Crisp
	At the end of the meeting, briefly summarize the decisions made and actions to be taken, by who, and when.

	Stop When They are Done
	· Once you have covered the key points and management indicates they have heard enough, stop, even if you have not covered all the material.

· When presenters continue at this point, they often lose the “sale,” even when management has previously agreed.

	Make Sure You Understand Management
	· If you do not understand a decision, get clarification.

· Do not leave the meeting confused about any management decisions that affect the team.

· If you are confused, management may have misunderstood you.

	Bring Lots of Backup
	· Leave all the details out of the main presentation.

· Bring backup materials to cover questions management might ask.

· Management will be impressed if you have thought of their questions and have brought backup material to cover them.


TSP Team Leader Roles and Responsibilities

	Objective
	When all team members consistently meet their role responsibilities, follow the defined process, and work to agreed goals and specifications, the team will be most efficient and effective.

	Goals
	The team leader's goals are to

· ensure that the project is successful

· build a motivated and effective team

· fully utilize the talents and abilities of all team members

· keep management informed

	Role Characteristics
	The characteristics most helpful to the team leader are the following.

· You enjoy being leader and naturally assume a leadership role.

· You are able to identify the key issues and objectively make decisions.

· You do not mind occasionally taking unpopular actions and are willing to press people to accomplish difficult tasks.

· You respect your team members, are willing to listen to their views, want to help them perform to the best of their abilities, and will support them to higher management.

	Team Member Responsibilities
	All team members, including the team leader, are responsible for meeting their responsibilities as team members (see Team Member Roles and Responsibilities).

· meeting their team member commitments

· following a disciplined personal process

· planning, managing, and reporting on their personal work

· cooperating with the team and all team members to maintain an effective and productive working environment

	Leadership


	The team leader leads the team.

· maintains a clear and continuous focus on the team's goals

· ensures that all team members are working productively and effectively

· maintains a sense of urgency and pushes to accelerate tasks where practical

· consistently presses for daily results, recognizing that schedules slip a day at a time

· motivates and supports the team 

· challenges the team's and team members' decisions and asks what alternatives they have considered 

· maintains awareness of other related work and ensures that the team takes advantage of applicable prior results

· represents and supports management to the team

· represents and supports the team to management

	People Management 


	The team leader handles all team personnel issues.

· manages project staffing, recruiting, and training

· is sensitive to team interaction issues and takes steps to resolve such problems when the team cannot resolve the issues itself

· considers team members' interests and abilities in making job assignments

· ensures that the tasks and work pressures are consistent with each team member's skills and abilities

· protects the team from diversions and time-consuming distractions 


(continued on next page)

TSP Team Leader Roles and Responsibilities (continued)

	Team Discipline
	The team leader maintains a disciplined and effective working environment.

· facilitates team communication

· keeps the team informed and leads the weekly project status meetings 

· ensures that the team and the team members produce their own plans 

· reviews individual and team plans to ensure that they are aggressive but realistic

· ensures that team members follow disciplined personal practices

· ensures that team members adhere to the agreed team standards and processes

	Quality Management 


	The team leader maintains a consistent focus on quality.

· ensures that quality metrics are regularly gathered and analyzed

· regularly motivates the team to meet its quality goals

· leads the team reviews of every valid integration, system test, and user-reported defect (form DEFECT and script TESTD).

	Project Management 


	The team leader manages the project.

· handles funding issues

· resolves issues with management and other teams or departments

· where possible, delegates all defined project tasks to team members

· handles all ill-defined issues and problems, at least until they can be defined and assigned to the team or a team member for attention

· maintains awareness of schedule status and chances of acceleration or delay

· regularly reports project status to management and the customer

· leads risk evaluation and tracking

· leads issue tracking and resolution

· ensures that all requirements and design assumptions and uncertainties are promptly and thoroughly verified 

· participates in the configuration control board 

· ensures that all requirements and design changes are promptly assessed for impact

· where a change significantly impacts the project cost or schedule, ensures that the plan is adjusted and approved before the change is implemented

	Principal Team Leader Activities
	The team leader motivates the team to perform their tasks and resolve issues.

Every week, the team leader holds a team meeting to

· track that all committed tasks have been completed

· check that all team members have submitted the required data

· check that the TASK and SCHED templates are up to date for the team and each team member

· check that all INS, SUMP, and SUMQ forms have been completed on work accomplished to date

· check on the status of development tasks

· check on change, ITL, and risk activity

· press late team members to promptly provide the required data

Weekly, the team leader 

· reports team status and progress to management and the customer

· maintains the project notebook

At each phase postmortem and at project conclusion, the team leader leads the team in producing or updating the project final report (specification SUMMARY).


TSP Team Member Roles and Responsibilities

	Objective
	When all team members consistently meet their role responsibilities, follow the defined process, and work to agreed goals and specifications, the team will be most efficient and effective.

	General
	All team members are responsible for meeting their responsibilities as team members.

	Personal Discipline


	The team will be most effective when all team members

· establish and work to personal improvement goals

· arrange for and get the education and training needed to do superior work 

· follow disciplined professional practices in doing their personal work

· strive to produce quality products

· record data on every defect found and use these data to improve the process

· prevent defects wherever possible

· remove defects as early in the process as possible

· strive to understand the customer and application environment and use this knowledge to build  products the customer will view as superior

	Personal Management


	All team members are expected to

· plan their personal work

· track and manage their personal time

· track their personal schedule performance

· define their schedule commitments

· work aggressively to meet their commitments with quality products

· keep management and team members informed of their project status

· when they feel that a schedule is unreasonably aggressive, gather historical data to demonstrate their concerns

· ensure that management and the team understand their views on the schedule and the data to support these views

	Team Responsibilities
	Effective teamwork requires that every team member

· focus on maintaining an effective and productive team environment

· participate in resolving team issues and problems

· work objectively to settle team issues in the best interest of the team and its goals

· call on the team for help when he or she need it

· support other team members when they need help

· take responsibility for handling one or more team roles

· participate in team activities and make sure his or her views and ideas are known and understood

· listen to other team members and understand their views and ideas


(continued on next page)
TSP Team Member Roles and Responsibilities (continued)

	Questions
	Examples of questions to be addressed by each team member include:

· Does my individual task plan reflect the work I am currently doing and plan to do next?

· Do tasks need to be added, deleted, renamed, reassigned, re-estimated, broken down into sub-tasks, or combined?

· Does my current task plan meet commitments made to the team?

· Are all completed tasks marked accordingly?

· Do I need help from the team?

· Am I producing quality products that will meet the team’s goals and expectations? If not, what remedial actions do I need to take?

· Am I following the process? If not, what remedial actions do I need to take?

· Am I recording all my time and defect data? If not, what remedial actions do I need to take?

· Have I updated my personal review checklists based on defects found?

· Have I conducted a performance analysis of my data? Have I set improvement goals based on past performance? Have I made changes to my personal process or submitted PIPs against the team or organization processes in order to accomplish set goals?


TSP Customer Interface Manager Roles and Responsibilities

	Objective
	When all team members consistently meet their role responsibilities, follow the defined process, and work to agreed goals and specifications, the team will be most efficient and effective.

	Goals
	The customer interface manager's goals are to

· understand the customer's wants and needs

· lead the team in providing a product that delights the customer

	Role Characteristics
	The characteristics most helpful to the customer interface manager are

· You like working with people.

· You understand people's needs and can empathize with their concerns.

· You can describe technical problems in non-technical terms.

· You are interested in defining and building a superior product.

	Team Member Responsibilities
	All team members are responsible for meeting their responsibilities as team members (see Team Member Roles and Responsibilities).

· meeting their team member commitments

· following a disciplined personal process

· planning, managing, and reporting on their personal work

· cooperating with the team and all team members to maintain an effective and productive working environment

	Customer Focus
	The customer interface manager, leads the team's interactions with the customer.

· maintain a focus on the customer's needs throughout the project

· ensure that the customer agrees with the product requirements

· where needed, define prototypes to help the customer understand proposed product features

· guide the team in establishing customer training and documentation plans

· work with the customer to establish acceptance test criteria and plans

· document the agreed acceptance test criteria and plans and ensure that the customer reviews and agrees with them

	Define Requirements
	One of the customer interface manager’s principal responsibilities is to lead the development and evolution of the product requirements.

· identify and define requirements issues and manage their resolution

· document and confirm requirements issue resolution

· lead the team in producing, refining, and verifying the product requirements 

· lead the team in specifying, testing, analyzing, and resolving product usability issues

· ensure that all the requirements assumptions are identified, documented, and verified 

· ensure that installation issues are addressed by the team in a timely way

	Manage Requirements Changes


	The customer interface manager

· manages the requirements change process

· leads the team in estimating and documenting the impact of every requirements change
· ensure that the configuration control board is provided with complete and timely data for requirements change decisions

	Establish and Manage Requirements Standards
	The customer interface manager establishes team standards and procedures for documenting and reviewing the product requirements.

	Reporting
	The customer interface manager tracks and reports weekly to the team on the status of the requirements standards and requirements development.


(continued on next page)
TSP Customer Interface Manager Roles and Responsibilities (continued)

	Questions
	Examples of questions to be addressed by the customer interface manager includes:

· Are we being responsive to customer requests?

· Are we properly handling customer requests?

· Is every requested change being evaluated, planned, and approved before being implemented?

· Has a criteria for evaluating and accepting good requirements been defined? Is it followed?

· Is the interface between the developers and the requirements and/or systems people working properly? If not, what should the team do to improve this interface?

· Is development being delayed by the requirements work?

· Is the quality of the requirements documentation sufficiently good to guide the development work?

· Have specifications for the creation of the SRS, ERS, interface requirements, market studies, and impact analysis reports been defined? Are they followed? Are they based on customer needs? If not, what remedial actions do you recommend?

· Is bi-directional traceability being maintained? If not, what remedial actions do you recommend?

· Are the SRS, ERS, interface requirements, market studies, impact analysis reports and all supporting documentation being appropriately managed and controlled? If not, what remedial actions do you recommend?

· Are the right people reviewing and approving the requirements?

· Do all team members understand the environment in which the system will be used?

· Are customer needs, expectations, constraints, and interfaces well documented and understood by the team? If not, what remedial actions do you recommend?

· Has packaging of completed products for delivery to appropriate customers been defined, negotiated and agreed to by all relevant stakeholders? If not, what remedial actions do you recommend?

· Have the procedures and criteria for verification and validation been agreed to by the customer? If not, what remedial actions do you recommend?

· Are there any other customer-related issues that the team should be aware of?

· Are there any outstanding requirements issues? What are they and what is the plan for resolving them?

· Is the requirements work on schedule?


TSP Design Manager Roles and Responsibilities

	Objective
	When all team members consistently meet their role responsibilities, follow the defined process, and work to agreed goals and specifications, the team will be most efficient and effective.

	Goals
	The design manager's goals are to

· lead the team in producing a superior design

· fully utilize all the team's skills and ideas in producing this design

· ensure that the design and its documentation are of high quality

	Role Characteristics
	The characteristics most helpful to the design manager are the following.

· You like to design and build things.

· You are generally familiar with design methods.

· You are most interested in producing a superior design, even if it is not the one you originally thought of.

· You can objectively compare other people's designs with your own.

	Team Member Responsibilities
	All team members are responsible for meeting their responsibilities as team members (see Team Member Roles and Responsibilities).

· meeting their team member commitments

· following a disciplined personal process

· planning, managing, and reporting on their personal work

· cooperating with the team and all team members to maintain an effective and productive working environment

	Lead the Design
	The design manager leads the design activities.

· maintain a focus on design issues throughout the project

· identify and resolve all design issues 

· document and confirm design issue resolution

· provide the team focus for anticipating and addressing product performance and size issues

· lead the team in producing, refining, and verifying the product design

· using analyses, prototypes, or experiments as appropriate, ensure that all the design issues and assumptions are identified, documented, and resolved

	Manage Design Changes
	The design manager oversees design change activities.

· manage the design change process

· for product elements under configuration control, lead the team in estimating and documenting the design impact of every change

· for product elements under configuration control, ensure that the configuration control board is provided with complete and timely data to make design change decisions

	Establish and Manage Design Standards
	The design manager establishes the standards and procedures the team will use to produce the design materials.

	Reporting
	The design manager reports weekly to the team on the status of design standards and product design work.


(continued on next page)

TSP Design Manager Roles and Responsibilities (continued)

	Questions
	Examples of questions to be addressed by the design manager includes:

· Are the team’s design methods and notations capable of producing a quality design?

· Are operational, functional, state and logic specification templates being used to capture the design?

· Do all team members understand how to use these design methods?

· If some team members are not fluent with the design methods, what remedial action do you recommend?

· Is the team’s design work of high quality?

· Are adequate design verification techniques being used to find design defects early in the process? If not, what remedial actions do you recommend?

· Has a sound system architecture been produced and documented?

· Is the architecture properly controlled and maintained?

· Does the architecture consider future product evolution?

· Does the design conform to the architecture?

· Is the design properly documented and maintained?

· Are the interfaces and other design dependencies with other related teams properly identified and managed?

· Are Software Design Specifications (SDS) and all relevant technical data being managed and controlled? If not, what remedial actions do you recommend?

· Are operational concepts and associated scenarios included in the SDS? If not, were are they captured and how are they managed?

· Have alternative design solutions been developed and evaluated in order to ensure the best design has been selected?

· Are there any open design issues? What are they and what is the plan for resolving them?

· Are there any other design issues that the team should be aware of?

· Is the design work on schedule?


TSP Implementation Manager Roles and Responsibilities

	Objective
	When all team members consistently meet their role responsibilities, follow the defined process, and work to agreed goals and specifications, the team will be most efficient and effective.

	Goals
	The implementation manager's goals are to

· lead the team in producing a superior implementation

· ensure the implementation fully conforms to the design 

· produce an implemented product that is of high quality

	Role Characteristics
	The characteristics most helpful to the implementation manager are the following

· You like to build things.

· You understand the implementation tools and environment.

· You are most interested in producing a high-quality product.

	Team Member Responsibilities
	All team members are responsible for meeting their responsibilities as team members (see Team Member Roles and Responsibilities).

· meeting their team member commitments

· following a disciplined personal process

· planning, managing, and reporting on their personal work

· cooperating with the team and all team members to maintain an effective and productive working environment

	Lead the Implementation
	The implementation manager oversees the implementation activities.

· maintains a focus on implementation issues throughout the project

· identifies and resolves all implementation issues 

· documents and confirms implementation issue resolution

· leads the team in planning for and handling product packaging, distribution, and installation problems

· leads the team in producing, refining, and verifying the product implementation

· leads the team in measuring and identifying any performance and size issues

· using prototypes or experiments as appropriate, ensures that all the implementation issues and assumptions are identified, documented, and resolved

	Manage Implementation Changes
	The implementation manager oversees the implementation change process.

· For product elements under configuration control, lead the team in estimating and documenting the implementation impact of every change.

· For product elements under configuration control, ensure that the configuration control board is provided with complete and timely data to make implementation change decisions.

	Establish and Manage the Implementation Standards
	The implementation manager

· establishes the standards and procedures the team will use to produce the product implementation and its documentation

· ensures that the team has standards for coding, LOC counting, language, and documentation 

	Reporting
	The implementation manager reports to the team weekly on the status of implementation standards and product implementation. These reports include the plan and actual LOC coded, reviewed, compiled, inspected and repaired, unit tested, and released to integration.


(continued on next page)
TSP Implementation Manager Roles and Responsibilities (continued)

	Questions
	Examples of questions to be addressed by the implementation manager include:

· Are all of the team members fluent in the languages to be used?

· If any team members are not fluent with these languages, what remedial actions do you recommend?

· Have the proper implementation standards been developed and adopted?

· Are the implementation standards being consistently used?

· Are the team members taking advantage of shared and / or reused code where they can? If not, what improvement actions do you recommend?

· What are the implementation issues? What are they and what are the plans for resolving them?

· Does the team need any help in resolving the implementation issues?

· Are there any other implementation issues that the team should be aware of?

· Is the implementation work on schedule?


TSP Planning Manager Roles and Responsibilities

	Objective
	When all team members consistently meet their role responsibilities, follow the defined process, and work to agreed goals and specifications, the team will be most efficient and effective.

	Goals
	The planning manager's goals are to

· help the team run a well-planned and tracked project

· help the team members with their personal planning and progress tracking 

· regularly track and report the team's status against plan

	Role Characteristics
	The characteristics most helpful to planning managers are the following

· You have a logical mind and feel most comfortable when following a plan while doing your work.

· While you may not always be able to produce a plan, you tend to plan your work when given the opportunity.

· You are interested in process data and are willing to press people to track and measure their work.

	Team Member Responsibilities
	All team members are responsible for meeting their responsibilities as team members (see Team Member Roles and Responsibilities).

· meeting their team member commitments

· following a disciplined personal process

· planning, managing, and reporting on their personal work

· cooperating with the team and all team members to maintain an effective and productive working environment

	Lead the Team's Planning
	The planning manager helps the team in doing planning activities.

· ensures that the team is always working to a defined and documented plan

· assists the team members in generating their personal and team estimates and plans
· ensures that plans are revised at every team launch and relaunch or whenever the project schedule or resources change substantially
· helps the team maintain a balanced plan at all times

	Track Team Progress
	The planning manager oversees tracking activities.

· tracks team progress against the plan and reports to the team weekly on project status

· monitors the management of the project data (specification NOTEBOOK)

· supports the team leader in tracking project issues and risks

	Reporting
	The planning manager

· ensures that team members report data on their progress in time for the weekly team meeting

· produces a composite report of team status against plan and distributes it at or before the weekly team meeting

· based on the rate of schedule and resource progress, keeps the team and management informed of likely phase and project completion dates 

· supports the team leader in producing weekly management and customer status reports

· maintains the data to produce the schedule, resource, size, and productivity sections of the project report during the phase and project postmortems (specification SUMMARY and script PM)


(continued on next page)
TSP Planning Manager Roles and Responsibilities (continued)

	Questions
	Examples of questions to be addressed by the planning manager include:

· Is each developer’s plan sufficiently detailed?

· Do these plans accurately represent the work that the developers are currently doing?

· If any of the developers’ plans do not represent their current work, what actions do you recommend?

· Is the team’s workload reasonably well-balanced? If not, what actions do you recommend?

· Is the workload with any cooperating group or team reasonably well balanced? If not, what actions do you recommend?

· Are dependencies within the team and with other related groups known, properly planned for, and tracked?

· How does the management of project data compare against the project plan?

· Is the project notebook being maintained, including WEEK (risks, action items, individual and team status, attendees, etc.) artifacts? If not, what remedial actions do you recommend?

· Are risks being managed and controlled? If not, what remedial actions do you recommend?

· Are meeting minutes being managed and controlled? If not, what remedial actions do you recommend?

· Are STATUS reports being managed and controlled? If not, what remedial actions do you recommend?

· Are PM reports being managed and controlled? If not, what remedial actions do you recommend?

· Is each team member’s plan accurately projecting when the team member will finish? Is the TSP tool correctly populated and maintained in order to correctly predict their finish dates?

· Are there any other planning issues that the team should be aware of?


TSP Process Manager Roles and Responsibilities

	Objective
	When all team members consistently meet their role responsibilities, follow the defined process, and work to agreed goals and specifications, the team will be most efficient and effective.

	Goals
	The process manager's goals are to

· ensure that the team has defined processes available for all key activities

· assist team members in defining and using processes 

· ensure that team process data are promptly reported and analyzed

· assist the team in identifying and resolving process problems

	Role Characteristics
	The characteristics most helpful to the process manager are the following.

· You are interested in processes and process measurements.

· You know how to define, use, measure, and analyze processes.

	Team Member Responsibilities
	All team members are responsible for meeting their responsibilities as team members (see Team Member Roles and Responsibilities).

· meeting their team member commitments

· following a disciplined personal process

· planning, managing, and reporting on their personal work

· cooperating with the team and all team members to maintain an effective and productive working environment

	Process Support
	The process manager provides process support.

· ensures that defined processes are available for the major development, management, and team activities

· leads the team in developing the processes the team needs

· ensures that team members are familiar with each defined process and, where necessary, are trained in its use

· ensures that the team always follows a defined and documented process

	Process Tracking 
	The process manager is responsible for ensuring that 

· all team members report their process data in a timely way

· where members are late providing their process data, promptly gets their data or calls on the team leader for help

	Process Analysis
	The process manager 

· analyzes the team's process data

· identifies where the team or any team member has problems following the defined process

· assists that team member's improvement efforts

	Process Problems
	Where there are process problems, the process manager 

· alerts the team 

· suggests actions to resolve the problems

· provides needed assistance in resolving the problems 

	PIP Handling
	The process manager manages the elicitation, gathering, recording, tracking, and handling of the team's PIPs.

	Reporting
	The process manager 

· reports weekly to the team on the status of all team process development and analysis work

· alerts the team and team leader when process problems need their attention

· maintains the data to produce the process section of the project report during the phase and project postmortems (specification SUMMARY and script PM)


(continued on next page)
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	Questions
	Examples of questions to be addressed by the process manager include:

· Do the teams have defined processes for their principal activities? If not, what processes do you recommend be defined and by whom?

· Do these processes reasonable represent the way that the work is currently being done? If not, are PIPs being submitted to correct the processes?

· When team members raise process-related issues, do you encourage them to submit PIPs and how many have they submitted?

· Are the developers following the processes that they have?

· Is management providing the support needed to get the defined processes followed? If not, what remedial actions do you recommend?

· Are all process assets being consistently stored for future reference? If not, what remedial actions do you recommend?

· Are the organization’s process needs and objectives understood by the team? If not, what remedial actions do you recommend?

· Are PIPs generated by the team being forwarded to the organization’s engineering process group for possible incorporation of proposal into the organization’s standard processes? If not, what remedial actions do you recommend?

· Do you have a defined process for handling the team and organizational PIPs? If not, what is your plan?

· Are team members accurately recording their time, size and defect data?


TSP Quality Manager Roles and Responsibilities

	Objective
	When all team members consistently meet their role responsibilities, follow the defined process, and work to agreed goals and specifications, the team will be most efficient and effective.

	Goals
	The quality manager's goals are to

· lead the team in producing and following a quality plan

· provide timely analysis and warning of quality problems 

· perform effectively as the team's inspection moderator

	Role Characteristics
	The characteristics most helpful to quality managers are the following

· You are concerned about software quality.

· You know how to measure, analyze, and improve software quality.

· You have some experience with or awareness of inspection methods.

· You are willing and able to constructively review and comment on other people's work without antagonizing them.

	Team Member Responsibilities
	All team members are responsible for meeting their responsibilities as team members (see Team Member Roles and Responsibilities).

· meeting their team member commitments

· following a disciplined personal process

· planning, managing, and reporting on their personal work

· cooperating with the team and all team members to maintain an effective and productive working environment

	Quality Support
	The quality manager provides support for the quality plan

· maintains a focus on product and process quality throughout the project

· leads the team in developing and following the quality plan

	Inspection Support
	The quality manager ensures that a qualified moderator is available to lead team inspections or acts as inspection moderator.

	Quality Tracking
	The quality manager

· regularly tracks product and process quality measures 

· where members are late providing their quality data, promptly gets their data or calls on the team leader for help

	Quality Analysis 
	The quality manager regularly

· updates a SUMQ form for the system and one for each of its parts

· analyzes team quality data

· ensures that these analyses are available for team reference 

· alerts the team whenever the defined process is not being followed

· recommends how to correct the problems

· alerts the team and management whenever quality problems require special attention

The quality manager determines when and where there are quality problems and recommends corrective actions, such as

· selective reinspection

· component rework

· in severe cases, scrap and redevelop

The quality manager periodically conducts a configuration management audit (see script CMAUDIT)

	Reporting
	The quality manager 

· reports weekly to the team on quality measures and product quality status

· maintains the data to produce the defect, yield, ratio, rate, and component sections of the project report during the phase and project postmortems (specification SUMMARY and script PM)


(continued on next page)
TSP Quality Manager Roles and Responsibilities (continued)

	Questions
	Examples of questions to be addressed by the quality manager include:

· Is the project notebook being managed and controlled? Does it contain all work products, measures, and measurement results derived from performing the planned processes? If not, what remedial actions do you recommend?
· Are the developers properly recording their defect data?

· Do they record the defect data as they do the work or after the fact?

· Are the defect data complete and of sufficient quality to permit analysis? If not, what remedial actions do you recommend?

· Are the developers using their defect data to assess the quality of their work?

· Do the developers use their defect data to regularly update their review checklists?

· Do the developers’ defect data indicate that the work is of high quality? If not, what remedial actions do you recommend?

· Are the developers holding team inspections of the requirements, design, and implementation products and are these inspections being done properly?

· Are the developers conducting personal design and code reviews and are these reviews being done properly?

· Is component and / or module quality being reviewed before integration and system test?

· Do the quality of all the components and modules meet the team’s quality guidelines before integration and system test? If not, what is being done to fix the quality problems?

· Do you need further support from management or the team leader in assuring quality work?

· Are there any other quality issues that the team should be aware of?


TSP Support Manager Roles and Responsibilities

	Objective
	When all team members consistently meet their role responsibilities, follow the defined process, and work to agreed goals and specifications, the team will be most efficient and effective.

	Goals
	The support manager's goals are to

· help the team use proper tools and methods

· handle the team's configuration management and change control functions 

· act as the team's reuse advocate

	Role Characteristics
	The characteristics most helpful to support managers are the following.

· You are interested in and like to use software support tools.

· You are a competent computer user and feel you could assist the team with their support needs.

· You have some experience with support tools and systems.

· You are generally familiar with the tools that will likely be used with the current project.

	Team Member Responsibilities
	All team members are responsible for meeting their responsibilities as team members (see Team Member Roles and Responsibilities).

· meeting their team member commitments

· following a disciplined personal process

· planning, managing, and reporting on their personal work

· cooperating with the team and all team members to maintain an effective and productive working environment

	Tool Support
	The principal role of the support manager is to provide tool support.

· ensure that the team has an appropriate development support system

· track the performance and effectiveness of the support system 

· maintain awareness of support system developments both in this and other groups 

· recommend to management and the team whenever support system changes or enhancements are needed to improve team performance 

· lead the team in developing or obtaining special support tools or facilities

· ensure that the team members are familiar with support tools and, where necessary, trained in their use

	Configuration Management
	The support manager obtains and manages the team's configuration management system.

· maintains a protected master copy of all controlled items (LOGCI and CIR)

· only allows approved changes to this controlled items (LOGCCR and CCR, or LOGSPDR and SPDR) 

· maintains master copies of all controlled items and versions (LOGCI)

· maintains the project’s configuration baseline, plan and status (CIBPS)

	Change Control
	The support manager leads the Configuration Control Board.

· reviews all changes to controlled products (LOGCCR and CCR).

· evaluates each change for impact and benefit (CCR).

· recommends to the team which changes to make.

	Reuse
	The support manager acts as the team's reuse advocate.

· maintains a listing of potentially reusable parts

· alerts the team to reuse opportunities

	Reporting
	The support manager tracks and reports weekly to the team on 

· the status of all support procurement and development work

· reuse status and opportunities

· configuration management status (CIBPS)


(continued on next page)
TSP Support Manager Roles and Responsibilities (continued)

	Questions
	Examples of questions to be addressed by the support manager include:

· Are physical environment standards adequate? If not, what remedial actions do you recommend?

· Does the team have suitable tools to support its work? If not, what additional tools do you recommend?

· Does the current environment support the selected validation and verification methods? If not, what remedial actions do you recommend?

· Are all team members fluent with the available development tools?

· If any team members are not fluent with these tools, what remedial actions do you recommend?

· Does the team have adequate tool support for the configuration management process? If not, what actions do you recommend?

· Is the change control board working effectively?

· Are all changes to baselined products being managed through the configuration control system?

· Have all products that should be baselined been baselined?

· Are there any other support issues that the team should be aware of?


TSP Test Manager Roles and Responsibilities

	Objective
	When all team members consistently meet their role responsibilities, follow the defined process, and work to agreed goals and specifications, the team will be most efficient and effective.

	Goals
	The test manager's goals are to

· lead the team in developing comprehensive test plans

· ensure that the system is thoroughly tested and properly performs all important functions 

	Role Characteristics
	The characteristics most helpful to the test manager are the following.

· You like to understand and take things apart.

· You are intrigued by puzzles.

· You like the competitive challenge of testing products to find their defects.

	Team Member Responsibilities
	All team members are responsible for meeting their responsibilities as team members (see TSP Team Member Roles and Responsibilities).

· meeting their team member commitments

· following a disciplined personal process

· planning, managing, and reporting on their personal work

· cooperating with the team and all team members to maintain an effective and productive working environment

	Test Planning
	The test manager supports the customer interface manager in getting acceptance test criteria defined and agreed to by the customer during the requirements phase.

· The test manager also leads the team in

· maintaining a focus on testing throughout the entire development process 

· defining and planning the system tests during the design phase
· defining and planning the integration tests during the implementation phase

	Test Support
	The test manager supports the team members with testing activities.

· planning and executing all test activities

· establishing unit test standards
· reporting and reviewing all integration and system test defects (see script TESTD and form DEFECT)

	Test Analysis
	The test manager

· analyzes data from every test phase to identify defect-prone product elements

· maintains a defect density map of all product components and the overall system for every test phase

· works with the quality manager to find areas that need reinspection or retest

	Reporting
	The test manager tracks and reports weekly to the team on the status of the team's test planning, development, and execution work.


(continued on next page)
TSP Test Manager Roles and Responsibilities (continued)

	Questions
	Examples of questions to be addressed by the test manager include:

· Are test plans being produced when the process requires them?

· Are these test plans complete and thorough?

· Do the developers understand how to produce suitable test plans? If not, what remedial actions do you recommend?

· Are the system test plans being reviewed when the requirements are reviewed, the integration plans when the design is reviewed, and the unit test plans when the implementation is reviewed?

· Are sufficient test facilities planned for integration and system testing?

· Are the needed test tools available?

· Do the developers know how to use the test tools? If not, what remedial actions do you recommend?

· Are the procedures and criteria for integration of product components sufficient for ensuring a quality product in put into test? If not, what remedial actions do you recommend?

· Is the integration of product components sufficient for testing? If not, what remedial actions do you recommend?

· Are all test plans, data, and results being appropriately managed and controlled in the project notebook?

· Do the test plans, procedures, environment, and results analysis demonstrate that verification and validation criteria have been met? If not, what remedial actions do you recommend?

· Is the product quality (defect level) high enough to do system or user acceptance testing?

· Are sufficient time/resources available for testing?

· Are there any other test issues that the team should be aware of?

· Is testing on schedule?


​TSPm Role Manager Team Responsibilities

	Objective
	The TSPm role manager teams

· coordinate their work across all sub teams at all team locations

· provide management the information to make timely decisions

· keep team members informed of issues across the team

· provide team members the capability to influence management decisions 

	Principles
	The coordination of multiple technical groups is often a problem.

· Misunderstandings and disagreements are common in technical work and these problems tend to fester when communication is difficult.  

· The key to the effective performance of interdependent teams is open, frequent, and precise communication.  

· These communication channels must be established during launch preparation, used during the launch and relaunch processes, and maintained during daily and weekly team operations.

· These links must be among all team members, not just the team leaders.  

· Communication is a principal function of the role manager teams.  

· The role manager teams should have regular reporting duties that require the role managers to communicate frequently. 

· When teams are remotely located, frequent communication is even more important, even if it must be via telephone or videoconference.

	General
	The role managers should coordinate their work with existing quality assurance, configuration management, or test groups to take advantage of their skills and resources.

	Customer Interface Manager Team
	Example tasks for the customer interface managers are to

· define the procedure for handling requirements changes

· obtain leadership team approval for this change procedure

· establish procedures for verifying requirements with the customer

· track and regularly report on requirements change activity

· track and regularly report on open requirements issues

· inform the leadership team of requirements changes that did not follow the approved procedure

· regularly report on significant customer related issues and problems

	Design Manager Team
	Example tasks for the design managers are to

· establish the team’s design standards

· determine design training needs and the training required

· define the design and architectural control procedures 

· track and regularly report on design status and issues (planned versus actual design materials produced)

· track and regularly report on the degree to which the approved design methods are being used

	Implementation Manager Team 


	Example tasks for the implementation managers are to

· establish the coding and LOC counting standards

· establish the team reuse strategy and procedure 

· track and regularly report on the sub-team and overall project LOC growth curves and projections

· track and report on the degree to which the coding standards are used

	Test Manager Team


	Example tasks for the test managers are to

· define the content for the test plans for each project phase

· track and regularly report on planned versus actual test plans produced

· track and regularly report on planned versus actual LOC at each test phase

· track and regularly report on test defects versus plan

· conduct test defect reviews for all defects found after unit testing

· track and regularly report on test facilities availability and test status


(continued on next page)
​TSPm Role Manager Team Responsibilities (continued)

	Planning Manager Team
	Example tasks for the planning managers are to

· assess and report on the level of detail in the engineer’s plans 

· identify the principal plan dependencies among the teams

· identify the principal plan dependencies with external groups

· establish means to track and manage these dependencies

· record these dependencies and responsibilities in the team ITL

· track team milestone progress and regularly report exposures to the leadership team

· make a weekly consolidation of overall team status and provide it to the leadership team

· track and regularly report on task hour and earned value status versus plan

	Process Manager Team


	Example tasks for the process managers are to

· ensure that process scripts are produced for the principal project processes

· assist other role manager teams in defining and documenting processes and procedures

· track and regularly report to the leadership team on the degree to which the teams’ processes are defined and being followed

· establish and document procedures for handling team process improvement proposals (PIP)

· track and regularly report on PIP status, activity, and backlog

· using data from test defect reports, produce and maintain a defect prevention candidate list

· periodically conduct defect prevention analysis meetings

· revise the team processes to incorporate the findings from the defect prevention meetings

	Quality Manager Team
	Example tasks for the quality managers are to

· assess the quality of the data gathered by the engineers

· track and regularly report on the degree to which reviews and inspections are being performed 

· track and regularly report the defect and rate run charts on team reviews and inspections and compare them to team plans and goals

· track and regularly report on the actual versus planned defect profiles at each process phase

· track and regularly report on planned versus actual PQI 

	Support Manager Team
	Example tasks for the support managers are to

· ensure that the team’s software configuration management system (SCM) is defined and documented

· specify and document the makeup and procedures for the configuration control board (CCB)

· track and regularly report on the consistent use of the SCM and CCB processes and procedures

· identify the support tools required for the project

· identify the team members needing language or tool training and the training needed

· track and regularly report on the planned versus actual volume of baselined product at each process phase

· track and regularly report on the change activity, open change control issues, and change backlog for each baselined product


TSPm Lead Role Manager Responsibilities

	Objective
	The TSPm role manager teams

· coordinate their work across all sub teams

· provide management the information to make timely decisions

· keep team members informed of issues across the team

· provide team members the capability to influence management decisions 

	Goals


	The lead role manager’s goals are to ensure that the role manager team performs its assigned tasks.

· identifies issues in its sphere of responsibility

· resolves issues or takes them to management for resolution

· keeps the leadership team informed of important issues

	Role Characteristics
	The characteristics most helpful to the lead role manager are

· a willingness to hold a leadership role

· the judgment to objectively make decisions

· the ability to press people to accomplish difficult tasks

· the tact to listen to other people’s views 

	Role Manager Responsibilities
	All role managers are responsible for

· meeting team member commitments

· handling the role responsibilities for their teams

· considering the cross-team implications of issues 

· resolving issues in their areas or expertise or responsibility

	Lead Role Manager Responsibility


	The lead role manager is responsible for

· guiding the role manager team in doing its assigned tasks

· leading the weekly role manager meetings

· periodically reporting to the leadership team 

	Guiding the Role Manager Team


	In guiding the role manager team, the lead role manager

· ensures that the team knows its responsibilities 

· leads the team in planning and executing its responsibilities

· tracks the work to ensure that it is done in a timely way

· reviews the plan with the leadership team 

· leads the team in identifying important additional team tasks 

	The Weekly Role Manager Meeting
	The lead role managers lead the weekly role manager team meeting.

· obtains suggested agenda items from all team members

· issues a meeting agenda before the meeting

· schedules the meeting when all members can attend

· leads the meeting

· issues the meeting report promptly 

	Reporting to the Leadership Team


	In reporting to the leadership team, the lead role manager 

· schedules report meetings when required

· involves the role manager team in preparing and giving the report

· prepares and submits a meeting report after the meeting


TSP Coach Roles and Responsibilities

	Objective
	Every team and every team member is unique. The coach’s main objective is to provide the required skill, discipline, insight and even an outside perspective teams and individuals require to be successful using tailored approaches to meet the needs of the team and its members within a firm set of principles. The coach also works to motivate and support the team in meeting its established goals.

	Goals
	The TSP coach’s goals are to ensure that

· the process is followed

· everyone is involved

· everyone contributes to every part of the process

· there is complete communication among team members, team leader, management and other relevant stakeholders (see form RSIM and form SRAM)

	Role Characteristics
	The characteristics most helpful to the TSP coach are as follows.

· You have excellent communication skills and are able to work with all levels of an organization.

· You like people and are able to actively listen to others and summarize ideas.

· You have strong organization skills and can keep a team focused on the task at hand.

· You are able to focus on the process, not the content.

· You are not defensive or afraid to make mistakes.

· You are able to suggest alternative methods and procedures without evaluating other ideas.

· You are sensitive to the feelings and well-being of all participants

· You are skilled at giving constructive feedback.

· You are able to maintain personal integrity while adapting to ever changing situations.

	Process Consultant
	The TSP coach acts as the process expert for details of the 

· launch process

· day-to-day work processes

· role manager processes

· weekly reporting process

· project/phase/cycle postmortem process

· checkpoint process

	Facilitator
	The TSP coach acts as the meeting facilitator who understands the

· team life-cycle

· group working styles

· communication types


(continued on next page)

TSP Coach Roles and Responsibilities (continued)

	Coaching Principles
	There is no standard coaching formula; thus, the coach must be able to adjust to the dynamic needs of a team and its members while consistently conforming to a firm set of coaching principles.

· Believe that people want to do the right thing.

· Build talent.

· Learn team members’ potentialities.

· Help team members to improve.

· Set high standards 

· Know what superior work looks like.

· Understand the practices and methods that produce superior work.

· Recognize when work is below standards and what caused the problems.

· Motivate and guide team members to do better when they fall short.

· Focus on improvement.

· Show team members how much better they could have done if they had followed the process a little better.

· Convince team members to follow the process even better next time.

· Improve in steps.

· Insist on quality work, but consider the members’ capabilities.

· Be pragmatic. Don’t ask for things that the team feels will not contribute to the job.

·  Celebrate every step.

· Nobody does everything right the first time. We all need to take a step at a time.

· Help the team members to make gradual improvements at each step and cheer whenever they do.

· Focus on how far they have come, not on how far they have to go.

· Focus on succeeding with this project.

· If something is done wrong, it can be done over again.

· The team may be together only for this project.

	TSP Coach Responsibilities
	· The TSP coach’s principal responsibility is to management, which is to work with the team to make the team successful and to guide management in their role in successfully implementing TSP in their organization.  The coach is responsible for providing management with objective and appropriate levels of visibility into, and feedback on, processes and associated work products throughout the life of the project.

· The coach’s next responsibility is to the team’s leader and its members. 

· The coach’s obligation to the team leader is to do his or her utmost to help the team do its job successfully.  In cases where the coach and team leader do not agree on how to handle specific situations, the coach must work with the team leader to find an amicable solution if at all possible before taking the issue to management.

· The coach’s obligation to the individual team members is to respect the privacy of all the confidential information he or she may have about the team members. In cases where an individual is not following the process, reliably maintaining and analyzing data, or adequately performing their assigned role the coach must work with the individual to resolve the issue if at all possible before taking the issue to the team leader.


TSP+ Process Group (PG) Roles and Responsibilities

	Objective
	When a process group consistently meet their organizational responsibilities, follow the defined process, and work to agreed goals and specifications, the process group will be most efficient and effective.

	General
	· To efficiently and effectively perform the roles of the process group, the process group should function like any other team, by planning and tracking its work and commitments through the use of the TSP.

· For extremely small organizations, the TSP coach can perform most if not all of these roles and responsibilities.

· For larger organizations, a team of TSP coaches can perform most if not all of these roles and responsibilities.

	Team Lead
	· Participate in all TSP project launches and relaunches meetings 1 and 9 in order to ensure that the organization’s business objectives as they relate to process are accounted for and addressed during the team’s launch and relaunches. 

· Ensures that the process group conducts continuing assessments, either with its own resources or with outside help 

· periodically conducts CMMI SCAMPIs

· identifies priority areas for improvement

· based on the assessment results, revises the process improvement plan (scripts LAU or REL)

· reviews the revised plan with management and staff for approval

· implements the revised improvement plan

· Refer to Team Leader Roles and Responsibilities (Role Specifications) for description of additional roles and responsibilities

	Planning Manager
	Refer to Planning Manager Roles and Responsibilities (Role Specifications).

	Support Manager
	· The support manager is the configuration management coordinator for all Organizational Set of Standard Processes (OSSP)

· The support manager ensures that the process group

· conducts periodic assessments of tool and method usage and needs

· evaluates available tool and method technologies for suitability

· develops a tool and method enhancement plan for the organization

· reviews this plan with management and staff for approval

· conducts trial tests of the proposed tools and methods to verify suitability

· implements the tool and method enhancement plan

· Refer to Support Manager Roles and Responsibilities (Role Specifications) for description of additional roles and responsibilities

	Process Manager
	· The process manger is responsible for ensuring that development team process manager’s are able to maintain objectivity. This includes providing an alternative reporting chain to management of non-compliance issues that are not being directly addressed and resolved by the team or team leader.

· The process manager is responsible for managing and tracking (Form LOGSPDR) all

· Standard Process Deviation Request Forms (Form SPDR)

· Standard Process Deviation Evaluation Forms (Form SPDE)

· process improvement proposals (Form PIP) submitted against the OSSP.

· Refer to Process Manager Roles and Responsibilities (Role Specifications) for description of additional roles and responsibilities


(continued on next page)
TSP+ Process Group (PG) Roles and Responsibilities (continued)

	Implementation Manager
	· The implementation manager is responsible for ensuring that all scripts, forms, specifications, guidelines, plans, procedures, checklists, and policies are consistent, self-supporting and non-contradicting.

· Refer to Implementation Manager Roles and Responsibilities (Role Specifications)

	Quality Manager
	· The quality manager is responsible for

· ensuring that development team quality manager’s are able to maintain objectivity. This includes providing an alternative reporting chain to management of non-compliance issues that are not being directly addressed and resolved by the team or team leader.

· objectively evaluating the process group’s adherence to the group’s established plans, scripts, forms, specifications, guidelines, instructions, and checklists in the executions of the process group’s defined roles and responsibilities. 

· Refer to Quality Manager Roles and Responsibilities (Role Specifications)

	Coaching Manager
	The coaching manager is responsible for 

· finding and maintaining qualified TSP coaches, in order to adequately support the organization’s development teams.

· working with development management to identify potential TSP teams

· guiding and supporting these teams in implementing the TSP (TOPS script)

· maintaining the quality of coaching support. 

· comparing the outputs of the launches (LAU), relaunches (REL), checkpoints (CHECKPOINT) and postmortems (PM) against all appropriate scripts and guidelines to ensure compliance with the organization’s standard processes and ensuring that all non-compliance issues are being tracked to closure.

	Process Asset and Data Repository Manager
	The process asses and data repository manager (PADRM)is responsible for

· ensuring that project’s have established and are maintaining all aspects of the Project Notebook, which is stored as part of the Organization’s Process Asset Library 

· ensuring that the process group reviews the managers’ and team members’ current and proposed use of data 

· ensuring that the contents of the measurement repository are available for use by the organization and projects as needed.

· identifying the available and required data, including measures

· conducting data gathering and usage trials to verify the plans and needs

· defining the initial or next incremental improvement for the library

· producing a library development or enhancement plan

· reviewing the definition and plan with potential users

· revising the definition and plan based on the review results

· reviewing the library plan with management for approval

· implementing the library plan

Refer to Team Member Roles and Responsibilities (Role Specifications) for description of additional roles and responsibilities


(continued on next page)
TSP+ Process Group (PG) Roles and Responsibilities (continued)

	Training Manager
	· The training manager ensures that the process group

· periodically assesses the organization’s training needs

· develops a training plan

· reviews the training plan with the development and staff groups

· revises the training plan based on the review results

· reviews the training plan with management for approval

· implements the training plan

· The training manager is responsible for maintaining the organization’s training program in accordance with the training specification (Specification TRN).
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I.  Software Experience

What is your software experience: (Please specify for each category, rounded to the nearest number of years).











About how much of your work-related time have you spent over the past year on each of the following?  (Please specify an approximate percentage for each, rounded to the nearest whole number.  The categories overlap, so your estimates need not total 100%).









II. Programming Experience

What programming languages have you used? (Mark as many as apply.)

 FORMCHECKBOX 
 Assembly

 FORMCHECKBOX 
 Ada

 FORMCHECKBOX 
 Basic

 FORMCHECKBOX 
 C

 FORMCHECKBOX 
 C#

 FORMCHECKBOX 
 C++

 FORMCHECKBOX 
 Java

 FORMCHECKBOX 
 Pascal

 FORMCHECKBOX 
 Object Pascal

 FORMCHECKBOX 
 Visual Basic

 FORMCHECKBOX 
 Visual C++

 FORMCHECKBOX 
 Other (Please describe briefly.)


How many high level programming languages do you know well? (Please specify number of languages.)


Approximately how much code have you written in the programming language you are using on your TSP project? (Please specify, rounded to the nearest 1,000 lines of code, e.g. 10K.)


Approximately how much code have you written in all programming language you know? (Please specify, rounded to the nearest 1,000 lines of code, e.g. 10K.)


Approximately how much code have you written in the last year? (Please specify, rounded to the nearest 1,000 lines of code, e.g. 10K.)



III. Educational Background

What is the highest degree that you have attained? (Please specify.)
      
What was your major field of study? (Please specify.)
      

Have you had courses in any of the following subjects? (Please mark all that apply.)

 FORMCHECKBOX 
 Statistics

 FORMCHECKBOX 
 Physical sciences
 FORMCHECKBOX 
 Software project management
 FORMCHECKBOX 
 Formal software methods
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