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Meeting Report - Launch Meeting 1

	Name
	
	Date
	

	Chairperson
	TSP Coach
	Location
	

	Meeting Date
	
	Time From:
	
	To:
	

	
	

	Subject/Purpose
	TSP Launch Meeting 1: To overview the TSP workshop, to 

	describe TSP, and to review marketing's and management's need for the project

	

	Attendees
	

	Name
	Role

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Agenda
	

	Times (min.)
	Topics
	Discussion Leader

	Plan
	Start
	Stop
	
	

	5
	
	
	Agenda and meeting process
	TSP Coach

	30
	
	
	Launch overview
	TSP Coach

	25
	
	
	Business need for the project
	Management

	25
	
	
	The desired product
	Marketing

	5
	
	
	Meeting wrap-up and report
	TSP Coach

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Decisions, Actions, and Key Information

	What
	Who
	When

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


(Use additional form copies if needed.)

TSP Meeting Roles and Responsibilities

	Objective
	By consistently following the defined meeting script and roles, team meetings will be shorter and more productive.

	General
	See script MTG for guidance on running meetings.

	Chairperson
	The meeting chairperson 

· produces the meeting agenda 

· sets the meeting time and location

· arranges for facilities

· selects the meeting timekeeper and recorder

· keeps the meeting on schedule and focused on the agenda

· defers off-the-point items and has the recorder note them for later attention

· ensures that all attendees get a chance to state their views

· ensures that all items are covered or otherwise handled

· ensures that a final meeting report is produced, distributed, and filed in the project notebook

	Recorder
	The recorder

· records meeting decisions: who and what

· records planned actions: who, what, and when

· checks each decision and planned action to ensure that the attendees agree with the report's wording

· produces a summary meeting report (form MTG)

· checks the report with the chairperson to ensure that it is complete and correct

· provides the report to the chairperson for distribution and filing in the project notebook

	Facilitator/

Timekeeper
	The facilitator/timekeeper

· helps the chairperson maintain a productive atmosphere

· assists in keeping the discussion factual and objective

· prevents the meeting from becoming personal or destructive

· alerts the chairperson when the discussion deviates from the agenda

· informs the chairperson when an agenda item is nearing the end of its allotted time

· records the actual meeting times for each agenda item

· provides time data to the recorder for the meeting report

	Attendees
	Each meeting attendee

· prepares for the meeting

· supports the facilitator/timekeeper in maintaining a productive atmosphere

· contributes to the discussion whenever he or she has something relevant to say 

· volunteers for meeting roles and action items as needed


	TSP General Meeting Process - Script MTG

	Purpose
	Use this script as a guide in planning and conducting meetings; it will help you hold useful meetings in a minimum time.

	Entry Criteria
	· You need a meeting and know who should attend.

· Form: MTG 

· Specification: NOTEBOOK

	General
	Meetings can be held to

· resolve issues or make decisions

· inform or educate

· produce work products; i.e., a design, plan, process, or standard


	Step
	Activities
	Description

	1
	Meeting Preparation
	In planning a meeting, complete form MTG.

· What is the meeting’s purpose?  Write it down.

· What outcome do you want?  Be specific.

· Who should attend the meeting and why?

· What topics should be covered?

· Who should present what and for how long?

· Are discussion periods needed and for how long?

· Are decisions needed, on what, and by whom?

· Set the agenda topics, times, and speakers.

· Are actions desired after the meeting?

· List the data needed: responsibilities, dates, resources, etc.

· After ensuring that the key attendees can attend, schedule the meeting.

· Check facilities: setup, equipment, supplies, refreshments, etc.

· Provide each attendee a completed copy of form MTG. 

	2
	Meeting Roles
	Select the meeting roles (specification Meeting Roles).

· The chairperson leads the meeting.

· The timekeeper keeps the meeting on schedule.

· The recorder notes meeting decisions and actions and helps to write the meeting report. 

	3
	Meeting Introduction
	· Review the meeting purpose and agenda.

· Check for any changes in the purpose or agenda.

	4
	The Meeting


	During the meeting, all attendees should do the following.

· Follow the agenda.

· When important topics are raised that are not on the current subject, defer them to later in the agenda or to another meeting. Record the deferred topic on a visible chart, white board, etc.

· Be specific on each decision: what was decided and by whom.

· Be clear on each planned action: who will do what and when.

· Give everyone an opportunity to contribute and speak up.

	5
	Meeting Conclusion
	· The recorder reviews and confirms the decisions and actions.

· Briefly review the meeting process for suggested improvements.

	6
	Meeting Report
	Promptly issue the meeting report (form MTG). The recorder

· lists the purpose, attendees, and results

· describes decisions made, and by whom

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

· verifies with the attendees that the report is correct and complete


	Exit Criteria
	The meeting was held and the meeting report was issued and filed in the project notebook.


TSP Meeting Report Instructions – Form MTG

	Purpose
	To  record meeting arrangements and results

	General
	· Complete the header, purpose, and agenda portions of this form in advance of the meeting.

· At the beginning of the meeting, determine who will handle the timekeeper and recorder roles.

· For more space, attach another form or separate sheets.

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

	Header
	· Enter your name and the date you filled out the form.

· Enter the name of the chairperson.

· Enter the planned meeting time and location.

	Subject/Purpose
	· Name the type of meeting: weekly team, status, review, etc.

· Succinctly describe the meeting’s purpose.

· If you cannot briefly describe what the meeting is to accomplish, reconsider holding the meeting.

	Attendees
	· List the planned meeting attendees.

· You must know in advance who will chair the meeting.

	Meeting Roles
	· The chairperson leads the discussion and ensures that the meeting process and agenda are followed.

· The chairperson also ensures that the meeting roles are assigned at the beginning of the meeting.

· The timekeeper records the actual meeting times and helps the chairperson keep the meeting on schedule.

· The recorder ensures that all conclusions, decisions, and planned actions are understood, and documented.

· The recorder completes the meeting report form and gives it to the chairperson.

· The chairperson prepares and distributes the meeting report.

· In most cases, a completed copy of the MTG form is an adequate report.

	Agenda
	· List the agenda topics with times and discussion leaders.

· All discussion leaders must know their agenda topics in advance.

· If you need additional space, use another form or attach a separate sheet with the agenda.

	Decisions, Actions, and Key Information
	· For all decisions, actions, and key information, clearly and completely list

· what is to be or was done

· who made the decision or will take the action

· what information was provided by whom

· when the actions are to be taken

· Where additional data are needed, attach separate sheets


	TSP Team Launch - Script LAU

	Purpose
	To guide teams in launching a software-intensive project

	Entry Criteria
	· The launch preparation work has been completed (script PREPT and checklists PREPL, PREPT).

· All team members and the team leader are committed to attend launch meetings 1 through 9 and the launch postmortem, and management and marketing representatives are prepared and available for meetings 1 and 9.

· A certified TSP coach is on hand to lead the launch process.

	General
	Day

1

2

3

4

Timing

8:30-6:45

8:00-5:00

8:30-5:30

8:30-4:30

Meetings

1, 2, and 3

3 (cont.), 4, 5, and 6

6 (cont.), 7 and 8

9 and PM

Notional schedule can be compressed or extended to meet scope of launch



	Step
	Activities
	Description

	1
	Project and Management Objectives
	Hold team launch meeting 1 (script LAU1).

· Review the launch process and introduce team members.

· Discuss the project goals with management and marketing.

	2
	Team Goals and Roles
	Hold team launch meeting 2 (script LAU2).

· Define and document the team's goals.

· Allocate team roles among team members.

	3
	Project Strategy and Support
	Hold team launch meeting 3 (script LAU3).

· Produce a system conceptual design, and, if needed, a fix list.

· Determine the development strategy and products to be produced.

· Define the development process to be used.

· Produce the process and support plans.

	4
	Overall Plan
	Hold team launch meeting 4 (script LAU4).

· Develop size estimates and the overall team plan.

	5
	Quality Plan
	Hold team launch meeting 5 (script LAU5).

· Develop the quality plan.

	6
	Balanced Plan
	Hold team launch meeting 6 (script LAU6).

· Allocate work to team members.

· Produce bottom-up next-phase or cycle plans for each team member.

· Produce a balanced next-phase or cycle plan for the team and each team member.

	7
	Project Risk Analysis
	Hold team launch meeting 7 (script LAU7).

· Identify and evaluate project risks.

· Define risk assessment checkpoints and responsibilities.

· Propose mitigation actions for near-term, high-impact risks.

	8
	Launch Report Preparation
	Hold team launch meeting 8 (script LAU8).

· Prepare a launch report for management.

	9
	Management Review
	Hold team launch meeting 9 (script LAU9).

· Review the launch report with management.

· Discuss project risks, responsibilities, and planned actions.

	PM
	Launch Postmortem
	Hold team launch postmortem meeting (script LAUPM).

· Gather launch data and produce a launch report.

· Put the launch report in the project notebook.

· Assess the launch process and prepare PIPs.


	Exit Criteria
	· The launch is completed with documented team and team member plans.

· Team roles, goals, processes, and responsibilities are defined.

· Management agrees with the team plan, or resolution actions have been identified and responsibilities assigned.

· The launch data are in the project notebook (NOTEBOOK specification).


	TSPm Team Launch - Script LAUm

	Purpose
	To guide multi-teams in conducting a TSP launch workshop

	Entry Criteria
	· The launch preparation work has been completed (scripts PREP and PREPW).

· For the launch, the management and customer representatives are prepared and available for meetings 1 and 9.

· All team members and the team leader are committed to attend launch meetings 1 through 9 and the launch postmortem.

· For distributed teams, meetings 1, 1A, and 9 are held via videoconference at all team locations.

· A certified TSP coaches are on hand at all team locations.

	General
	Day

1

2

3

4

5

Meeting

1, 2, and 3

3 and 4

4 and 5 

6 and 7

8, 9, and PM


Notional schedule can be compressed or extended to meet scope of launch.


	Step
	Activities
	Description

	1
	Management and Customer Objectives
	Hold launch meeting 1 (script LAU1).

· Review the launch process and introduce team members.

· Discuss the team’s goals with management and customer representatives.

	1A
	Project Strategy and Sub-team Responsibilities


	The leadership team presents the project strategy (script LAU1A).

· product conceptual design

· overall development strategy

· sub-team product responsibilities

· roles and role manager team responsibilities

· other significant issues

	2
	Team Goals and Roles
	Hold sub-team launch meetings 2 (script LAU2).

· Select sub-team roles and backup roles.

· Define and document the sub-team's goals.

	3
	Project Strategy and Support
	Hold sub-team launch meetings 3 (script LAU3).

· Review and adjust the system conceptual design.

· Review and adjust the development strategy.

· Consider the product assignments and make recommendations for needed changes.

· Define and document the team processes.

· Produce the process and support plans.

	3A
	Leadership Meeting: Status
	The leadership team meets to review launch status (script LAU3A).

· Review launch status and resolve issues.

· If not done during launch preparation, review role assignments and name the interim lead role manager for each role manager team.

	4
	Overall Plan
	Hold sub-team launch meetings 4 (script LAU4).

· Develop size estimates and the overall sub-team plans.

	5
	Quality Plan
	Hold sub-team launch meetings 5 (script LAU5).

· Develop the sub-team quality plans.

	5A
	Leadership Meeting: Status
	The leadership team reviews launch status and resolves issues (script LAU3A).

	5B
	Role Manager Meeting: Planning 


	The planning managers hold launch meeting 5B (script LAU5B).

· Consolidate the overall team plan.

· Identify issues and interdependencies among the teams.

· Establish the committed and required dates for these dependencies.

· Establish responsibilities for handling the identified issues.

· Log the issues in ITL.


(continued on next page)
	TSPm Distributed Team Launch - Script LAUm (continued)

	Step
	Activities
	Description

	5C
	Role Manager Meeting: Quality 
	The quality role managers hold launch meeting 5C (script LAU5C).

· Resolve issues among the quality plans.

· Consolidate the quality plans into an overall quality plan.

	6
	Balanced Plan
	The sub-teams hold launch meeting 6 (script LAU6).

· Review work allocations to the team members.

· Review the bottom-up next-phase or cycle plans for each team member.

· Produce a balanced next-phase or cycle plan for each sub-team and each team member.

	6A
	Leadership Meeting: Status
	The leadership team reviews launch status and resolves issues (script LAU3A).

	6B
	Planning Manager Meeting: Balanced Plan
	The planning role managers hold launch meeting 6B (script LAU6B). 

· Consolidate the sub-team bottom-up plans into a team plan.

· Determine if load balancing is required among the sub-teams.

· Recommend needed adjustments.

	7
	Project Risk Analysis
	The sub-teams hold launch meetings 7 (script LAU7).

· Identify and evaluate project risks.

· Define risk assessment checkpoints and responsibilities.

· Propose mitigation actions for immediate high-impact risks.

	7A
	Leadership Meeting: Risk Analysis and Report
	The leadership team reviews the sub-team risk assessments and plans for the final management meeting (script LAU7A).

· Decide which risks to track at the leadership level.

· Make other needed changes or additions.

· Define the content of the management presentation.

· Identify the work done to prepare the management presentation.

· Assign responsibilities for the preparation work.

	8
	Sub-team Report Preparation
	The sub-teams hold launch meetings 8 (script LAU8).

· Prepare the assigned  parts of the launch report to management.

	9
	Management Review
	The entire team holds launch meeting 9 (script LAUm9).

· Review launch activities and project plans with management.

· Discuss project risks, responsibilities, and planned actions.

	PM
	Launch Postmortem
	The sub-teams hold  launch postmortem meetings (script LAUPM).

· Gather launch data and produce a launch report.

· Enter this report in the project notebook.

· Assess the launch process and prepare PIPs.


	Exit Criteria
	· Launch completed with documented team and member plans

· Defined team roles, goals, processes, and responsibilities

· Management agreement with the team plan 

· Resolution actions identified and responsibilities assigned

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


	TSP Launch Meeting 1 - Script LAU1

	Purpose
	To review management goals and product objectives with the team

	Entry Criteria
	· The team and team leader are prepared.

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

· Forms: MTG, ITL, PIP

	General
	Meeting 1 generally takes from 1 to 2 hours.


	Step
	Activities
	Description

	1
	TSP and Launch Overview

Meeting Role Assignments
	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
	A senior management representative

· describes the business reasons for wanting to do this project

· describes the business goals for the project

· answers the team's questions

	3
	Goal Questions
	The team members should satisfy themselves that they understand the project goals (Team Member Meeting 1 Discussion Guidelines).

· management's goals for the project

· the reasons for these goals

· how management will measure goal attainment

· management's minimum and ideal goals for the project

	4
	Product Objectives
	A marketing or customer representative

· describes the characteristics of the desired product

· summarizes the customers' needs for the product

· compares these needs with competitive offerings

· answers the team's questions

	5
	Product Questions
	The team members should satisfy themselves that they understand the product objectives (Team Member Meeting 1 Discussion Guidelines).

· users' and customer's needs 

· any items that are especially important to the customer

	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

· saves the completed form MTG to give to the planning manager in launch meeting 2


	Exit Criteria
	· Launch meeting 1 activities have been completed.

· The team understands the customer's needs and management's goals.

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

· 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.


Meeting Report – TSPm Launch Meeting 1A

	Name
	
	Date
	

	Chairperson
	TSP Coach
	Location
	

	Meeting Date
	
	Time From:
	
	To:
	

	
	

	Subject/Purpose
	TSPm Launch Meeting 1A: To review the project strategy with all team members

	and divide the work among the sub-teams

	

	Attendees
	

	Name
	Role

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Agenda
	

	Times (min.)
	Topics
	Discussion Leader

	Plan
	Start
	Stop
	
	

	5
	
	
	Meeting roles
	TSP Coach

	10
	
	
	Meeting overview
	TSP Coach

	20
	
	
	Overall development strategy
	Project Manager

	30
	
	
	Conceptual design 
	Design Manager

	10
	
	
	Product responsibilities
	Project Manager

	10
	
	
	Prototyping responsibilities
	Project Manager

	20
	
	
	Team roles and responsibilities
	Project Manager

	10
	
	
	Discussion
	Project Manager

	5
	
	
	Launch meeting documentation
	Project Manager

	Decisions, Actions, and Key Information

	What
	Who
	When

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


(Use additional form copies if needed.)

	TSPm Launch Meeting 1A - Script LAU1A

	Purpose
	The entire team meets to

· review the project strategy with all project team members

· divide the overall team into sub-teams of about 3 to 15 members

· provide these sub-teams with sufficient guidance so they can plan their portions of the overall project

· establish mechanisms for these sub-teams to coordinate their work and adjust their responsibilities as they learn more about the project

	Entry Criteria
	· The entire team has participated in launch meeting 1.

· For distributed teams, remote locations participate via videoconference.

· Forms: MTG, ITL

	General
	Meeting 1A takes from 1 to 2 hours.


	Step
	Activities
	Description

	1
	Meeting Role Assignments
	Select the meeting roles (specification ROLE).

· The lead 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 project manager briefly summarizes the meeting purpose and agenda.

	3
	Overall Development Strategy
	The project manager or designee describes the project strategy.

· version structure and contents

· principal prototype activities and objectives

· integration and system testing approach

	4
	Conceptual Design
	The design team describes the overall product conceptual design.

· key product elements and their principal functions

· major interfaces and dependencies among the elements

	5
	Product Responsibilities
	The project manager or designee describes the product elements that each sub-team is initially responsible for planning and developing.

	6
	Prototyping Responsibilities
	The project manager or designee describes the prototypes that each sub-team is initially responsible for planning and developing.

	7
	Required Team Roles 
	The project manager or designee lists the roles required for this project.

· The standard TSP roles are: customer interface manager, design manager, implementation manager, test manager, quality manager, process manager, support manager, planning manager.

· Possible additional role responsibilities are: security manager, configuration control manager, performance manger, etc. 

	8
	Team Role Responsibilities
	The project manager or designee summarizes the responsibilities that the leadership team has assigned to each role manager team. 

	9
	Discussion
	The project manager asks for questions and discussion.

	10
	Launch Meeting Documentation
	The recorder gives the completed form MTG to the TSP coach.

· 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
	· Launch meeting 1A activities have been completed.

· Each sub-team understands its assigned responsibilities for launch planning and product development.

· Each role manager team understands its responsibilities.

· All issues recorded on ITL forms.

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

· The Planning Manager has copies of all meeting products.


TSP Issue and Risk Tracking Log - Form ITL

	Name
	
	Date
	

	Project
	
	Launch/Phase
	


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

	
	
	
	
	
	
	
	

	Description
	
	Follow-up Date

	
	

	
	Resolved Date

	
	

	

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

	
	
	
	
	
	
	
	

	Description
	
	Follow-up Date

	
	

	
	Resolved Date

	
	

	

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

	
	
	
	
	
	
	
	

	Description
	
	Follow-up Date

	
	

	
	Resolved Date

	
	

	

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

	
	
	
	
	
	
	
	

	Description
	
	Follow-up Date

	
	

	
	Resolved Date

	
	

	

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

	
	
	
	
	
	
	
	

	Description
	
	Follow-up Date

	
	

	
	Resolved Date

	
	

	

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

	
	
	
	
	
	
	
	

	Description
	
	Follow-up Date

	
	

	
	Resolved Date

	
	

	

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

	
	
	
	
	
	
	
	

	Description
	
	Follow-up Date

	
	

	
	Resolved Date

	
	

	


TSP Issue and Risk Tracking Log Instructions - Form ITL

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

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

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

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

	General
	· For both risks and issues record

· a description of the risk or issue

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

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

· For risks, conduct a risk evaluation.

· Evaluate the risk in terms of likelihood and impact.

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

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

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

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

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

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

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

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

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

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

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

· H (High): high impact to the project

· M (Medium): medium impact to the project

· L (Low): low impact to the project

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

· H (High): high likelihood of occurring

· M (Medium): medium likelihood of occurring

· L (Low): low likelihood of occurring

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

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

· Program Constraints: Resources, Contract, or Program Interfaces

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

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

· a change to be made or interface to be checked

· a requirements question to answer

· a possible delay in obtaining a support tool

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

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

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


TSP Process Improvement Proposal - Form PIP

	Name
	
	Date
	

	E-mail
	
	Organization
	

	Project
	
	Launch/Phase
	


	PIP Number
	
	Priority
	

	PIP Title
	

	

	Improvement Description

	Briefly describe the improvement you suggest.

	

	

	

	

	

	

	

	

	

	

	

	Process Elements Impacted

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

	

	

	

	

	

	Improvement Benefits (check one)

	Improved Quality _______   Reduced Cycle Time ________  Reduced Risk ________

	Describe the likely benefits of the suggested change.

	

	

	

	

	

	

	

	

	

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

	Do not write below this line.

	PIP Control No.
	
	Accepted
	

	Received
	
	Returned
	

	Evaluated
	
	Deferred
	

	Effort Involved
	
	Date Done
	

	Author Notified
	

	Reasons
	

	
	


TSP Process Improvement Proposal Instructions - Form PIP

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

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

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

· Use the PIP form to

· record process improvement ideas as they occur to you

· establish priorities for your improvement plans

· describe lessons learned and unusual conditions

· Keep PIP forms on hand while using the TSP.

· Record process problems, even without proposed solutions.

· Submit the PIPs for use in process improvement.

	Header
	· Enter your name and date.

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

	PIP Number
	Use for your own identification purposes.

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

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

	PIP Title
	Create a title for the PIP.

	Improvement Description
	Describe your proposed improvement as explicitly as possible. 

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

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

· the difficulties overcome

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

	When Completed
	· Keep a copy for your records.

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

	Process Manager or PIP Coordinator
	· Review all PIPs.

· Evaluate the PIP.

· Estimate implementation effort.

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

· Enter date received.

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

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

· Submit approved PIPs to the process group for action.


Product Discussion Guidelines

Launch Meeting 1

Purpose: In launch meeting 1, a knowledgeable marketing manager discusses the product or product release to be produced.  The discussion objective is to provide all team members with a common understanding of what is expected of the future product.

Discussion leader:  This discussion is led by a manager who understands the desired product, what the customer and anticipated users intend to do with this product, and the kind of product management wishes to produce.  This manager may personally present the material or have others do so.

Discussion guidelines:  The following topics should be covered in whatever order the discussion leader deems appropriate.

1. Who the customer is

2. Why the customer wants the product and what the customer intends to do with it

3.  The principal product functions

4. The ideal set of product functions and characteristics

5. The minimum acceptable set of product functions and characteristics

6. How the work relates to other products and projects

7. An overview of the key competitive offerings (when appropriate)

8. Respond to the team’s questions about the product, the customer, or management’s objectives

Intended result: After this discussion, the team should appreciate management’s and the customer’s/user's desires and be able to proceed with development planning. The team will be able to make better business/function/technical tradeoffs throughout the project, and produce a more desirable product.  The team members will also be better equipped to handle unanticipated problems, capitalize on new opportunities, and seek appropriate guidance when needed.

Senior Management Goals Discussion Guidelines

Launch Meeting 1

Purpose:  In launch meeting 1, a senior manager meets with the team to describe the organization’s goals and to answer the team’s questions.

Discussion leader:  The senior manager who knows why this project was undertaken should lead this discussion.  This would be the executive who originally decided to launch the project.

Executive discussion:  The executive should cover the following topics in whatever order seems most appropriate.

1. The organization’s overall business objectives

2. Why the business decided to undertake this project

3. What the business wishes to gain from doing this project

4. How the executive would characterize a fully successful result

5. What this project will lead to if fully successful

6. How the executive would characterize a minimally acceptable result

7. What resources are available and planned for this project

8. Respond to the team’s questions about the business, its goals, and this project

Team discussion:  The team may ask questions about the goals and what they mean for the team’s work.  At the conclusion of this discussion, the team should understand the following.

1. Management’s ideal and minimum goals for the project

2. The resources planned and available for the work

3. Any business or other constraints on the project

Intended result:  As a result of this discussion, the team should fully appreciate why the business has undertaken this project and what a successful outcome will mean to the organization.

TSP Team Leader Meeting 1 Discussion Guidelines

Launch Meeting 1

Purpose:  In this meeting, 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 which 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.

3. If management does not believe you are trying to meet their needs, they are not likely to accept your plan.

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

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

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

Discussion approach:  You are in a tricky position in this meeting, since the team views you as part of management and management views you as part of the team.  You do not want to change either perception.  Your objectives are to

1. Make sure you understand management's needs and desires.

2. Get your team to ask the questions.

3. Before the meeting is over, you want to be satisfied that all the team members fully understand what is wanted and why.

To meet these objectives, ask the team for questions, instead of asking them yourself.  You might even plant some of your questions with the team in advance.  You could also ask leading questions so that the team members end up asking what you want to know.  However, try to get them to speak up.  It will make them feel better about the meeting and may even expose some important concerns.

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

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.

Meeting Report - Relaunch Meeting 1

	Name
	
	Date
	

	Chairperson
	TSP Coach
	Location
	

	Meeting Date
	
	Time From:
	
	To:
	

	
	

	Subject/Purpose
	TSP Relaunch Meeting 1: To overview project status and to 

	Introduce new team members.

	

	Attendees
	

	Name
	Role

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Agenda
	

	Times (min.)
	Topics
	Discussion Leader

	Plan
	Start
	Stop
	
	

	5
	
	
	Agenda and meeting process
	TSP Coach

	10
	
	
	Introduce new team members
	Team Leader

	40
	
	
	Project status update
	Team Leader

	15
	
	
	Goal performance and goal update
	Team Leader

	15
	
	
	Management update
	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 Team Relaunch - Script REL

	Purpose
	To guide integrated teams in relaunching a software-intensive project

	Entry Criteria
	· The relaunch preparation work has been completed (PREPR, PREPT).

· The team leader has prepared the project status report.

· The team leader and team members are available for the entire relaunch.

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

· The updated project notebook is available.

· Note: to meet aggressive schedules, the next phase may be relaunched before the postmortem for the current phase.

	General
	If there are significant project changes, follow script LAU.

Timing

Day

1

2

3

Meeting

1, 2, and 3

4 and 5

6, 7, and PM

Notional schedule can be compressed or extended to meet scope of relaunch.


	Step
	Activities
	Description

	1
	Project Status and Objectives
	Hold team relaunch meeting 1 (script REL1).

· Review the relaunch process and introduce new team members.

· Review the project status to date.

· Understand management's goals for the project.

	2
	Team Goals and Roles
	Hold team relaunch meeting 2 (script LAU2).

· Update and document the team's goals.

· Allocate team roles among team members.

	3
	Project Strategy and Support
	Hold team relaunch meeting 3 (script LAU3).

· Update the system conceptual design, and, if needed, a fix list.

· Update the development strategy and products to be produced.

· Review and update the development process to be used.

· Review and update the process and support plans.

	4
	Overall Plan
	Hold team relaunch meeting 4 (script LAU4).

· Develop or update the size estimates and overall plan.

	5
	Quality Plan
	Hold team launch meeting 5 (script LAU5).

· Update the quality plan.

	6
	Balanced Plan
	Hold team relaunch meeting 6. (script LAU6.).

· Allocate work to team members.

· Produce bottom-up next-phase plans for each team member.

· Produce a balanced next-phase plan for the team and each team member.

	7
	Project Risk Analysis
	Hold team relaunch meeting 7 (script LAU7).

· Identify and evaluate any new project risks.

· Define risk assessment checkpoints and responsibilities.

· Propose mitigation actions for near-term, high-impact risks.

	8
	Launch Report Preparation
	There is no relaunch meeting 8.

	9
	Management Review
	There is no relaunch meeting 9.

	PM
	Launch Postmortem
	Hold team launch postmortem meeting (script LAUPM).

· Gather launch data and produce a launch report.

· Put the launch report in the project notebook.

· Assess the launch process and prepare PIPs.


	Exit Criteria
	· The relaunch is completed.

· Team roles, goals, processes, responsibilities, and plans are defined.

· The relaunch data are in the project notebook (specification NOTEBOOK).


	TSPm Team Relaunch - Script RELm

	Purpose
	To guide multi-teams in conducting a TSPm relaunch workshop

	Entry Criteria
	· The relaunch preparation work has been completed (script PREP).

· For the relaunch, the management and customer representatives are available for meetings 1 and 9 if needed.

· All team members and the team leader are committed to attend relaunch meetings 1 through 9 and the relaunch postmortem.

· For distributed teams, meetings 1, 1A, and 9 are held via videoconference at all team locations.

· Certified TSP coaches are on hand for all teams.

	General
	If there are significant project changes, follow script LAU.

Day

1

2

3

4

Meeting

1, 2, and 3

4, 5, and 6

7 and 8 

9 and PM

Notional schedule can be compressed or extended to meet scope of relaunch.


	Step
	Activities
	Description

	1
	Management and Customer Objectives
	Hold team relaunch meeting 1 (script REL1).

· Review the relaunch process and introduce team members.

· Review project status to date.

· Describe changes in management’s goals for the project.

· Discuss the team’s goals with management and customer representatives.

	1A
	Project Strategy and Sub-team Responsibilities


	The leadership team presents the project strategy (script REL1A).

· Summarize changes in the product strategy.

· Describe changes in sub-team product responsibilities.

· Review changes in roles and sub-team role responsibilities.

	2
	Team Goals and Roles
	Hold sub-team relaunch meetings 2 (script LAU2).

· Select sub-team roles and backup roles.

· Define and document the sub-team's goals.

	3
	Project Strategy and Support
	Hold sub-team relaunch meetings 3 (script LAU3).

· Review and adjust the system conceptual design.

· Review and adjust the development strategy.

· Consider the product assignments and make recommendations for needed changes.

· Define and document the team processes.

· Produce the process and support plans.

	3A
	Leadership Meeting: Status
	The leadership team meets to review relaunch status (script LAU3A).

· Review relaunch status and resolve issues.

· If not done during relaunch preparation, review role assignments and name the lead member for each role team.

	4
	Overall Plan
	Hold sub-team relaunch meetings 4 (script LAU4).

· develop size estimates and the overall sub-team plans.

	5
	Quality Plan
	The sub-teams hold relaunch meetings 5 (script LAU5).

· Develop the sub-team quality plans.

	5A
	Leadership Meeting: Status
	The leadership team reviews relaunch status and resolves issues (script LAU3A).

	5B
	Role Manager Meeting: Planning 


	The planning managers hold relaunch meeting 5B (script LAU5B).

· Consolidate the overall team plan.

· Identify issues and interdependencies among the teams.

· Establish the committed and required dates for these dependencies.

· Establish responsibilities for handling the identified issues.

· Log the issues in ITL.

	5C
	Role Manager Meeting: Quality 
	The quality role managers hold relaunch meeting 5C (script LAU5C).

· Resolve issues among the quality plans.

· Consolidate the quality plans into an overall quality plan.


(continued)

	TSPm Team Relaunch - Script RELm (continued)

	Step
	Activities
	Description

	6
	Balanced Plan
	The sub-teams hold relaunch meeting 6 (script LAU6).

· Review work allocations to the team members.

· Review the bottom-up next-phase plans for each team member.

· Produce a balanced next-phase plan for each sub-team and each team member.

	6A
	Leadership Meeting: Status
	The leadership team reviews relaunch status and resolves issues (script LAU3A).

	6B
	Planning Manager Meeting: Balanced Plan
	The planning role managers hold relaunch meeting 6B (script LAU6B). 

· Consolidate the sub-team bottom-up plans into a team plan.

· Determine if load balancing is required among the sub-teams.

· Recommend needed adjustments.

	7
	Project Risk Analysis
	The sub-teams hold relaunch meetings 7 (script LAU7).

· Identify and evaluate project risks.

· Define risk assessment checkpoints and responsibilities.

· Propose mitigation actions for immediate high-impact risks.

	7A
	Leadership Meeting: Risk Analysis and Report
	The leadership team reviews the sub-team risk assessments and plans for the final management meeting (script LAU7A).

· Decide which risks to track at the leadership level.

· Make other needed changes or additions.

· Define the content of the management presentation.

· Identify the work done to prepare the management presentation.

· Assign responsibilities for the preparation work.

	8
	Sub-team Report Preparation
	The sub-teams hold relaunch meetings 8 (script LAU8).

· Prepare the assigned parts of the relaunch report to management.

	9
	Management Review
	The entire team holds relaunch meeting 9 (script LAU9).

· Review relaunch activities and project plans with management.

· Discuss project risks, responsibilities, and planned actions.

	PM
	Launch Postmortem
	The sub-teams hold  relaunch postmortem meetings (script LAUPM).

· Gather relaunch data and produce a relaunch report.

· Enter this report in the project notebook.

· Assess the relaunch process and prepare PIPs.


	Exit Criteria
	· Relaunch completed with documented team and member plans

· Defined team roles, goals, processes, and responsibilities

· Management agreement with the team plan 

· Resolution actions identified and responsibilities assigned

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


	TSP Relaunch Meeting 1 - Script REL1

	Purpose
	To review project status and update the team on any customer requirements or management goal changes

	Entry Criteria
	· The team and team leader are prepared.

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

· Forms: MTG, ITL, PIP

	General
	Meeting 1 generally takes from 1 to 2 hours.


	Step
	Activities
	Description

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

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

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

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

	2
	Relaunch Overview
	The TSP coach

· reviews the relaunch process and the products to be produced

· discusses the work to be done in this meeting

	3
	New Members
	The team leader introduces new team members.

	4
	Project Status
	The team leader presents a full project status report to the team and TSP coach (specification STATUS).

· schedule status versus plan

· actual earned value and task hour performance versus plan 

· actual size and time data versus plan

· quality performance versus plan

	5
	Goal Performance
	· The team leader reviews the team's quality, schedule, and cost performance versus goals.

· Where performance fell short, the team discusses recovery options.

· Where performance met or exceeded goals, the team discusses improvement opportunities.

	6
	Management Update
	The team leader describes any changes in management's goals for the project.

· reasons for any goal changes

· how management will measure goal attainment

· answers questions on the goals

	7
	Launch Meeting Documentation
	The recorder completes form MTG.

· lists the attendees and the time spent by agenda item

· describes decisions made and by whom

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

· verifies the meeting report with the meeting attendees

· saves the completed form MTG to give to the planning manager in launch meeting 2


	Exit Criteria
	· Relaunch meeting 1 activities have been completed.

· The team fully understands project status and any changes in management's goals.

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

· 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.


Meeting Report – TSPm Relaunch Meeting 1A

	Name
	
	Date
	

	Chairperson
	TSP Coach
	Location
	

	Meeting Date
	
	Time From:
	
	To:
	

	
	

	Subject/Purpose
	TSPm Relaunch Meeting 1A: To introduce new team members, review project 

	status and strategy, and divide the work among the sub-teams

	

	Attendees
	

	Name
	Role

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Agenda
	

	Times (min.)
	Topics
	Discussion Leader

	Plan
	Start
	Stop
	
	

	5
	
	
	Meeting roles
	TSP Coach

	10
	
	
	New members
	Team Leaders

	15
	
	
	Project status and goal performance
	Project Manager

	15
	
	
	Management update
	Project Manager

	15
	
	
	Review conceptual design and strategy
	Design Managers

	15
	
	
	Product and prototyping responsibilities
	Project Manager

	15
	
	
	Team roles and responsibilities
	Project Manager

	10
	
	
	Discussion
	Project Manager

	5
	
	
	Launch meeting documentation
	Project Manager

	Decisions, Actions, and Key Information

	What
	Who
	When

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


(Use additional form copies if needed.)

	TSPm Relaunch Meeting 1A - Script REL1A

	Purpose
	The entire team meets to

· review the project status and update the team on any customer requirements or management goal changes

· provide the sub-teams with sufficient guidance so they can plan their portions of the overall project

	Entry Criteria
	· The leadership team and all team members are present.

· For distributed teams, remote members participate via videoconference.

· Forms: MTG, ITL

	General
	· Meeting 1A follows relaunch meeting 1.

· Meeting 1A takes from 2 to 3 hours.


	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 Overview
	The project manager briefly summarizes the meeting purpose and agenda.

	3
	Review the Conceptual Design
	The design team describes any changes in the product conceptual design.

	4
	Review Project Strategy
	The project manager or designee describes any changes in the project strategy.

	5
	Product Responsibilities
	The project manager or designee describes the product elements each sub-team is responsible for planning and developing.

	6
	Prototyping Responsibilities
	The project manager or designee describes any changes in the prototypes each sub-team is responsible for planning and developing.

	7
	Required Team Roles 
	The project manager or designee describes any changes in the roles or sub-team role responsibilities.

	8
	Discussion
	The project manager asks for questions and discussion.

	9
	Launch Meeting Documentation
	The recorder gives the completed form MTG to the TSP coach.

· 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
	· Relaunch meeting 1A activities have been completed.

· Each sub-team understands its assigned responsibilities for relaunch planning and product development.

· All issues have been recorded on ITL forms.

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

· The planning manager has copies of all meeting products.


Team Leader Status Report Guidelines

Relaunch Meeting 1

Purpose:  In relaunch meeting 1, you present a status report on the team's progress to date on this project, give a summary of where the team stands against its goals from the prior launch or relaunch, and describe any changes in management's goals for the project.

Meeting objectives:  This meeting has four principal objectives.

1. Introduce new project members to the team.

2. Familiarize new team members, the TSP coach, and any other attendees with the project and where it stands.

3. Explain any important changes in management's or the customer's goals for the project.

4. Review the team's status against their goals, both to show performance to date and to provide the data needed for establishing new or updated goals.

The project status report:  The suggested contents of the project status report are described in the TSP STATUS Specification, a copy of which follows this page.  Either give the "Standard" or the "Full" report contents, although you may choose not to review risk or action item status.

Team goals performance:  By reinforcing team goal performance, you reinforce the importance of measurable goals.  When goals are properly set, measured, and frequently reviewed, teams treat them seriously.  List all of the goals from the prior launches and give the performance against each one.  Where performance is not readily measurable or the data are not available, point out this issue to the team and discuss how to handle these goals more effectively in this relaunch.

Management update objectives:  In the management update, address all significant changes to management's goals or the customer's requirements.  The team needs to understand these changes to make informed decisions.  If you feel it would be appropriate, invite a senior manager or a senior marketing representative to handle one or both of these discussions.

Intended result:  At the end of the meeting, the team should fully understand the project's status, progress to date against the team's goals, all of the significant business or marketing changes to this project, and why these changes have been made.  They should also understand why the business undertook this project and what a successful outcome will mean to the organization.
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