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Note: for the launch postmortem, the TSP launch and relaunch processes are the same.

Meeting Report - Launch Postmortem Meeting

	Name
	
	Date
	

	Chairperson
	TSP Coach
	Location
	

	Meeting Date
	
	Time From:
	
	To:
	

	
	

	Subject/Purpose
	TSP Launch Postmortem Meeting: To conduct the launch postmortem 

	

	

	Attendees
	

	Name
	Role

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Agenda
	

	Times (min.)
	Topics
	Discussion Leader

	Plan
	Start
	Stop
	
	

	10
	
	
	Agenda and meeting process
	TSP Coach

	20
	
	
	Launch postmortem 
	TSP Coach

	10
	
	
	Prepare PIPs
	TSP Coach

	15
	
	
	Launch evaluation
	TSP Coach

	5
	
	
	Meeting wrap-up and report
	TSP Coach

	
	
	
	
	

	
	
	
	
	

	Decisions, Actions, and Key Information

	What
	Who
	When

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


(Use additional form copies if needed.)

	TSP Launch Postmortem Meeting - Script LAUPM

	Purpose
	To guide the team through the launch postmortem

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

· Team members’ personal task and schedule templates are available.

· The planning manager has produced copies for the team of the

overall team task and schedule plan 

team plan for the next phase

· Forms: ITL, MTG, PIP, LAUTEAMEVAL, LAULCEVAL

· Specification: NOTEBOOK

	General
	Timing:

· The launch postmortem meeting is held after meeting 9 on day 4, or at the end of day 3 right after meeting 8.

· The PM generally takes about 1 hour, depending on team size, project status, product complexity, and the team’s TSP experience.


	Step
	Activities
	Description

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

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

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

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

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

	3
	Launch Postmortem
	The planning manager reviews the launch data to ensure that

· all required launch data are gathered and recorded

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

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

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

· identify launch process problems or inconveniences

· suggest process improvements and complete PIPs for these suggestions

	5
	Launch Evaluation
	· The team and team leader complete team launch evaluation forms (LAUTEAMEVAL) and submit a copy of these forms to the SEI.

· The TSP coach completes the TSP coach launch evaluation form (LAULCEVAL) and submits a copy of this form to the SEI.

	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


	Exit Criteria
	· Launch postmortem activities have been completed.

· The management presentation has been added to the project notebook.

· 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 Project Notebook - Specification NOTEBOOK

	Purpose
	To describe the contents of the project notebook

	General
	· The project notebook holds the complete project record. It should include all important project documents.

· The notebook provides the historical record needed for future planning and analysis. 

	Notebook Format
	The notebook format is not important.

· Small project notebooks may be in a 3-ring binder.

· Larger notebooks may be in one or more file folders.

· For much larger notebooks, use summary and a database.

	Outline
	An outline of the notebook contents and item locations

	Summary
	Copies of completed system-level SUMP and SUMQ forms

	Project Report
	· The final project report (SUMMARY specification)

· During the project, the NOTEBOOK file is a repository for documents to later include in the final report.

	Task and Schedule Plans and Actuals
	Include completed plan and actual resource and schedule data. 

· final completed TASK and SCHED templates

· project's overall and detailed next-phase plans

	Component Data
	SUMP forms for all modules, components, products, subsystems, and the overall system

	Quality Documents
	· SUMQ forms for all modules, components, products, subsystems, and the overall system

· Defect review records and forms (DEFECT and MTG forms)

· Inspection reports (INS forms)

	Risks and Issues
	Include the initial and working risk and issue documents.

· risk analysis and issue tracking reports and summaries

· copies of the ITL issue and risk tracking forms

· copies of risk analysis and issue resolution presentations 

· other risk analysis or issue resolution documents

	Support Plans
	Include the support plans.

· build, integration, and system test plans

· the process development plans and the processes used

· the support development plans and a description of the support environment and tools used

	Launch Summaries
	Include the summary results of the project launches.

· launch meeting reports and management presentation

· team role assignments

	Reports
	Include copies of

· all management and weekly meeting reports.

· copies of any periodic management or customer reports

· all cycle and project postmortem reports

· all checkpoint reports

	Working Documents
	· System requirements specification (SRS)

· Engineering requirements specification (ERS)

· The conceptual design and development strategy

· System design specification (SDS), (SRS/ERS traceability)

· Design documents (EDS traceability) 


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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