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Note: the TSP relaunch process has no meeting 8. 

Meeting Report - Launch Meeting 8

	Name
	
	Date
	

	Chairperson
	TSP Coach
	Location
	

	Meeting Date
	
	Time From:
	
	To:
	

	
	

	Subject/Purpose
	TSP Launch Meeting 8: To prepare for the management meeting 

	

	

	Attendees
	

	Name
	Role

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Agenda
	

	Times (min.)
	Topics
	Discussion Leader

	Plan
	Start
	Stop
	
	

	10
	
	
	Agenda and meeting process
	TSP Coach

	60
	
	
	Plan the management meeting presentation
	Team Leader

	15
	
	
	Allocation of meeting preparation tasks
	Team Leader

	5
	
	
	Meeting wrap-up and report
	TSP Coach

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Decisions, Actions, and Key Information

	What
	Who
	When

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


(Use additional form copies if needed.)

	TSP Launch Meeting 8 - Script LAU8

	Purpose
	To guide the team in preparing for the management meeting (LAU9)

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

· All team members have copies of

personal task and schedule spreadsheets

team task and schedule spreadsheets

project goals and role assignments

risk evaluation, assessments, and mitigation plans

· Forms: ITL, MTG, PIP

· Guideline: Management Briefing Guideline

· Specifications: NOTEBOOK and STATUS

	General
	· In the management meeting (meeting 9), the team will

review the launch process and launch products

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

demonstrate to management that they have made a thoughtful, realistic, and complete plan.

· Meeting 8 generally takes 1 to 2 hours, depending on team size, project status, product complexity, and the team’s TSP experience. Additional time is needed to prepare materials for the management meeting (meeting 9).


	Step
	Activities
	Description

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

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

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

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

	2
	Meeting Overview
	The TSP coach reviews the objectives and procedure for the meeting, and describes the example contents of the management presentation.

	3
	Determine Plan Dates
	The planning manager leads the team in establishing an initial schedule for all known meetings, including:

· time and day of weekly team meeting

· team checkpoints

· status reporting to management

· milestone reviews

· phase and project postmortems

	4
	Planning for the Management Meeting 
	· The team leader reviews each agenda item for the management meeting (guideline Management Briefing and script LAU9).

discusses the material to be covered

decides what to present and who will present it

assigns the preparation work to one or more team members

· The team leader recommends what to present, but the team should be in agreement.

	5
	Management Meeting Preparation


	The team leader summarizes 

· the work to be done 

· who will produce each item

· the times when the items will be completed

· who will present each item

	6
	Launch Meeting Documentation
	The recorder completes form MTG.

· lists the attendees and the time spent by agenda item

· describes decisions made and by whom

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

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


(continued on next page)
TSP Launch Meeting 8 - Script LAU8 (continued)
	Exit Criteria
	· Launch meeting 8 activities have been completed.

· The management meeting topics were decided and the preparation work planned.

· All issues have been recorded (form ITL).

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

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

· The planning manger has copies of all meeting products.


TSP Management Briefing Guidelines

	Purpose
	To guide the team in preparing the management briefing

	Agenda and Objectives
	The team leader will present the

· agenda for the management meeting

· objectives for the meeting, including what is being asked of management

Items required: slides for the agenda and meeting objectives 

	Overview of Work Done
	The team leader or a team member 

· presents a brief summary of the work done during the launch

· describes the launch products produced

· hands out a copy of the launch materials produced

Recommended charts

· brief summary of the launch work done

· listing of the launch products produced

Recommended presentation materials

· cover page listing the project, date, team leader, team members, and handout contents

· team role assignments

· management's stated and implied goals and the team's goals

· team Gantt-chart schedule

· team TASK and SCHEDULE plans

· team quality plan

· team process deviation summary

· team risk assessment

	Team Goal and Plan Comparison
	The team leader or a team member presents

· management's stated and implied goals

· the team's goals and goal measures

· an overview of the team's plan, development strategy, and release plan

· a comparison of the team's and management's goals

Recommended charts

· management's stated goals and implied goals

· the team's goals

· summary Gantt chart showing the key project dates

· comparison of the team's plan to the goals

	Alternate Team Plans (if applicable)
	If the team's plan fails to meet management's stated goals, it is generally advisable to show 

· an alternate plan with additional resources

· when the additional trained resources would be needed

· how the added resources would improve goal performance

Recommended charts

· alternate plan

· impact of added resources and when added resources are needed

	Process Deviations
	The team leader or a team member presents the proposed changes to the PSSP (Form SUMPD).

	CM Review
	The team leader or a team member presents the team’s configuration plan, focusing of the most important configuration items and associated plan completion date and completing criteria.

Recommended chart: form CIBPS


(continued on next page)
TSP Management Briefing Guidelines (continued)

	Risks
	The team leader or a team member describes

· the risks identified by the team

· the team's evaluation of the key risks

· proposed mitigation actions for the key risks

Recommended charts

· each key risk, its evaluation, and the responsible team members

· the proposed mitigation actions for each key risk

	Stakeholder Involvement
	The team leader or a team member describes

· the relevant changes made to the RSIM and SRAM

· reason for changes

· Recommended chart: a Summary of the changes made

	Conclusions
	The briefing ends with a summary of the key plan elements and the briefing objective (to secure management commitment to the plan).


TSP Issue and Risk Tracking Log - Form ITL

	Name
	
	Date
	

	Project
	
	Launch/Phase
	


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

	
	
	
	
	
	
	
	

	Description
	
	Follow-up Date

	
	

	
	Resolved Date

	
	

	

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

	
	
	
	
	
	
	
	

	Description
	
	Follow-up Date

	
	

	
	Resolved Date

	
	

	

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

	
	
	
	
	
	
	
	

	Description
	
	Follow-up Date

	
	

	
	Resolved Date

	
	

	

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

	
	
	
	
	
	
	
	

	Description
	
	Follow-up Date

	
	

	
	Resolved Date

	
	

	

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

	
	
	
	
	
	
	
	

	Description
	
	Follow-up Date

	
	

	
	Resolved Date

	
	

	

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

	
	
	
	
	
	
	
	

	Description
	
	Follow-up Date

	
	

	
	Resolved Date

	
	

	

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

	
	
	
	
	
	
	
	

	Description
	
	Follow-up Date

	
	

	
	Resolved Date

	
	

	


TSP Process Improvement Proposal - Form PIP

	Name
	
	Date
	

	E-mail
	
	Organization
	

	Project
	
	Launch/Phase
	


	PIP Number
	
	Priority
	

	PIP Title
	

	

	Improvement Description

	Briefly describe the improvement you suggest.

	

	

	

	

	

	

	

	

	

	

	

	Process Elements Impacted

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

	

	

	

	

	

	Improvement Benefits (check one)

	Improved Quality _______   Reduced Cycle Time ________  Reduced Risk ________

	Describe the likely benefits of the suggested change.

	

	

	

	

	

	

	

	

	

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

	Do not write below this line.

	PIP Control No.
	
	Accepted
	

	Received
	
	Returned
	

	Evaluated
	
	Deferred
	

	Effort Involved
	
	Date Done
	

	Author Notified
	

	Reasons
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