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Workshop Handouts - Meetings 7 and 7A
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Note: for meeting 7, the TSP and TSPm launch and relaunch processes are the same.

Meeting Report - Launch Meeting 7

	Name
	
	Date
	

	Chairperson
	TSP Coach
	Location
	

	Meeting Date
	
	Time From:
	
	To:
	

	
	

	Subject/Purpose
	TSP Launch Meeting 7: To conduct a project risk assessment analysis and

	produce a report on each high-priority risk

	

	Attendees
	

	Name
	Role

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Agenda
	

	Times (min.)
	Topics
	Discussion Leader

	Plan
	Start
	Stop
	
	

	10
	
	
	Agenda and meeting process
	TSP Coach

	75
	
	
	Conduct project risk assessment
	Team Leader

	5
	
	
	Meeting wrap-up and report
	TSP Coach

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Decisions, Actions, and Key Information

	What
	Who
	When

	Completed list of risks with evaluations 
	
	

	Assignments for key risks
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


(Use additional form copies if needed.)

	TSP Launch Meeting 7 - Script LAU7

	Purpose
	To guide the team through a project risk assessment

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

· Documented overall and next-phase development plan are available.

· Forms: ITL, MTG, PIP

	General
	· A risk is something that may or may not happen. Something that is certain is an issue, not a risk.

· Meeting 7 generally takes 1 to 2 hours, depending on project dynamics.


	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
	Risk Identification
	The team leader asks the team to identify risks.

· All team members participate in suggesting risks.

· Use a brainstorm approach; i.e., do not evaluate risks during this step.

· The process continues until no one can think of any more risks.

· Record each risk to aid subsequent evaluation by the team. 

	
	Impact Evaluation
	For each risk, the team evaluates its likely impact.

· Impact is high if the project schedule impact would be high.

· Risks may also have medium or low schedule impact.

	
	Likelihood Evaluation
	For each risk, the team judges its likelihood. Likelihood is also measured as high, medium, or low.

	
	Source
	For each risk, the team determines the source of the risk based on the risk categories.

· Engineering: Requirements, Design, Code & Unit Test, Integration & Test, or Engineering Specialties

· Development Environment: Development Process, Development System, Management Process, Management Methods, or Work Environment
· Program Constraints: Resources, Contract, or Program Interfaces

	
	Assign Risks
	For the high and medium priority risks (i.e., high-high, high-medium, medium-high, or medium-medium), the team

· assigns a member to track the risk

· sets a date by which mitigation action must be taken

· documents the risk, responsibility, and flag date on form ITL

	4
	Risk Mitigation
	For the high and medium priority risks, identify those that are near-term.

· Determine an effective mitigation plan.

· Recommend actions to reduce or eliminate risk impact.

If multiple mitigation plans are available, determine if the risk warrants a formal evaluation. If it does, then update plans to execute the decision analysis and resolution process (script DAR).

	5
	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 7 - Script LAU7 (continued)


	Exit Criteria
	· Launch meeting 7 activities have been completed.

· All risks and issues are documented (form ITL).

· The high-priority risks have mitigation plans.

· 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.


Meeting Report – TSPm Launch Meeting 7A

	Name
	
	Date
	

	Chairperson
	TSP Coach
	Location
	

	Meeting Date
	
	Time From:
	
	To:
	

	
	

	Subject/Purpose
	TSPm Launch Meeting 7A:  The leadership team meets to review 

	launch status, review the identified project risks, resolve issues, and plan for the final management meeting.

	

	Attendees
	

	Name
	Role

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Agenda
	

	Times (min.)
	Topics
	Discussion Leader

	Plan
	Start
	Stop
	
	

	5
	
	
	Meeting roles and process
	TSP Coach

	5
	
	
	Meeting agenda
	Project Manager

	15
	
	
	Review launch status 
	Team Leaders

	20
	
	
	Review the identified issues
	Project Manager

	20
	
	
	Plan for the final management meeting
	Project Manager

	10
	
	
	Review open issues 
	Project Manager

	10
	
	
	Other items
	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 7A - Script LAU7A

	Purpose
	The leadership team meets to

· review launch status and to identify and resolve issues

· review the sub-team risk assessments

· plan for the management meeting

	Entry Criteria
	· The project manager and team leaders participate in launch meeting 7A.

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

· The team risk assessments have been made and are available.

· Forms: MTG, ITL

	General
	· Meeting 7A follows immediately after launch meeting 7.

· Meeting 7A takes from 1 to 2 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 lead TSP coach reviews the purpose of the meeting and the results to be produced.

	3
	Meeting Agenda
	The project manager 

· reviews the meeting agenda 

· asks for changes or additions 

	4
	Status Review
	Each team leader 

· reviews the status of his or her team launch

· summarizes the principal results to date

· identifies problems or issues requiring leadership team attention

	5
	Risks Review
	The project manager asks the team leaders to

· discuss the major risks the teams have identified 

· decide which if any risks should be tracked at the project level

· decide if any risk evaluations should be changed

· identify any additional risks that should be tracked

· assign responsibilities for tracking any newly identified risks

· record any new or changed risks in the project ITL

	6
	Planning for the Management Meeting 
	The project manager reviews the agenda items for the management meeting. 

· discusses the material to be covered (specification STATUS)

· assigns the preparation work 

	7
	Other Items
	The project manager leads the discussion of any other agenda topics.

	8
	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
	· The status of each team’s launch reviewed.

· All risks and issues are documented (form ITL).

· Assignments made for preparing the management report presentation.

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


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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