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Note: for meeting 4, the TSP launch and relaunch processes are the same.

Meeting Report - Launch Meeting 4

	Name
	
	Date
	

	Chairperson
	TSP Coach
	Location
	

	Meeting Date
	
	Time From:
	
	To:
	

	
	

	Subject/Purpose
	TSP Launch Meeting 4: To produce an overall project plan and schedule.  

	

	

	Attendees
	

	Name
	Role

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Agenda
	

	Times (min.)
	Topics
	Discussion Leader

	Plan
	Start
	Stop
	
	

	10
	
	
	Agenda and meeting process
	TSP Coach

	30
	
	
	Estimate the size of all project products 
	Design Manager

	60
	
	
	Determine the project tasks
	Team Leader

	75
	
	
	Estimate overall resources required
	Planning Manager

	30
	
	
	Determine resources available by week
	Planning Manager

	30
	
	
	Generate and review overall team plan
	Planning Manager

	5
	
	
	Meeting wrap-up and report
	TSP Coach

	Decisions, Actions, and Key Information

	What
	Who
	When

	Documented size estimates (form SUMS)
	
	

	Overall team plan (TASK and SCHED templates)
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


(Use additional form copies if needed.)

	TSP Launch Meeting 4 - Script LAU4

	Purpose
	To guide the team in producing the overall plan

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

· The team development strategy and the process and support plans

· Forms: INV, ITL, MTG, PIP, SCHED, SUMP, SUMS, TASK 

· Guideline: Planning

	General
	Meeting 4 generally takes 3 to 5 hours, 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
	Size Estimate
	· The design manager leads the team in estimating the size of each item on form SUMS. Record the estimates on SUMS. Examples include

requirement pages, design classes, high-level design pages, screen forms, reports, document text pages

program LOC and test case LOC, test and operational data

· The size estimates made earlier on form STRAT can be used as a starting point for the estimates on form SUMS.

	4
	Determine Project Tasks


	· The team leader leads the team in producing a detailed task plan for the near term and a high-level plan for the remainder of the project.

Use the project’s development process defined in meeting 3 as a template for defining tasks for every product element listed on SUMS that meet the detailed plan criteria.

Review the process plan and support plan items documented on form INV and ensure that tasks are also identified to produce these items.

· Use the following guidelines for the detailed plan.

The detailed plan generally extends to the end of the next phase or cycle.

The detailed plan tasks are each 10 hours or less per team member.

· Use the following guidelines for the high-level plan that covers the remaining project phases and/or cycles.

Tasks for the high-level plan may be of any duration. 

At least one task must be defined in the high-level plan for each TSP phase on forms SUMP to produce the quality plan (LAU5).

·  The planning manager records the tasks on form TASK.

	5
	Overall Resource Estimate


	· The planning manager leads the team in estimating the resources required for every task defined in step 4.

Use team data, organizational data, or available standards (Planning Guidelines).

When available, use personal, team, and/or organizational data for similar work.

Use methods and data that are appropriate for the level of detail represented by the task.

· Enter the time required for each task on form TASK and calculate the total plan task hours for the project.


(continued on next page)
	TSP Launch Meeting 4 - Script LAU4 (continued)

	Step
	Activities
	Description

	6
	Resource Availability
	· The planning manager leads the team in estimating the aggregate team tasks hours for each project week. Consider

vacations, training, and other assignments

allocation percentages and new members

· Enter week schedule hours on form SCHED and calculate the total plan schedule hours until they meet or exceed the total plan task hours on form TASK.

	7
	Generate the Overall Plan
	The planning manager generates the size and time estimates and the team plan for the entire project.

· team task and schedule templates 

· earned-value plan to the project completion

· size and resource data (forms SUMP, SUMS)

· Gantt schedule (optional)

	8
	Review and Assess Plan
	· The team leader leads the team in reviewing the plan to ensure that it

follows the defined strategy

produces the required products

meets the established team goals

addresses all critical internal and external dependencies

includes tasks for every product defined on SUMS or INV

· When issues are identified, they are entered on ITL forms and assigned to a team member for tracking.

· In the event that all cost, schedule, and functionality goals are not met, consider alternative plans (i.e., increase cost to meet schedule and functionality, or reduce functionality to meet cost and schedule constraints) to present to management.

	9
	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 meeting 4 activities have been completed.

· Overall size and resource estimates are documented (forms SUMP, SUMS, INV).

· The overall development plan has been documented.

· The earned value plan has been documented (forms TASK and SCHED).

· A Gantt schedule has been produced (optional).

· 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 Plan Summary - Form SUMP

	Name
	
	Date
	

	Project
	
	Launch/Phase
	

	Part/Assembly
	
	Assembly Level 
	


	Summary
	Plan
	
	Actual

	CPI(Cost-Performance Index)
	
	
	

	LOC/Hour
	
	
	

	% Reuse (% of Total LOC - T)
	
	
	

	% New Reuse (% of N&C LOC - N)
	
	
	

	Product Size 
	Plan
	
	Actual

	Requirements pages (SRS)
	
	
	

	High-level design pages (SDS)
	
	
	

	Detailed design lines
	
	
	

	Base LOC (B) (measured)
	
	
	

	  Deleted LOC (D) 
	
	
	

	
	(Estimated)
	
	(Counted)

	  Modified LOC (M)
	
	
	

	
	(Estimated)
	
	(Counted)

	  Added LOC (A)
	
	
	

	
	(N-M)
	
	(T-B+D-R)

	  Reused LOC (R)
	
	
	

	
	(Estimated)
	
	(Counted)

	Total New & Changed LOC (N)
	
	
	

	
	(Estimated)
	
	(A+M)

	Total LOC (T)
	
	
	

	
	(N+B-M-D+R)
	
	(Measured)

	Total New Reuse LOC
	
	
	

	Estimated Object LOC (E)
	
	
	

	Size UPI (70%)
	
	
	

	Size LPI (70%)
	
	
	

	Time in Phase (hours)
	Plan
	
	Actual
	
	Actual %

	  Launch and planning
	
	
	
	
	

	  Requirements
	
	
	
	
	

	  System test plan
	
	
	
	
	

	  Requirements inspection
	
	
	
	
	

	  Relaunch and planning
	
	
	
	
	

	  High-level design
	
	
	
	
	

	  Integration test plan
	
	
	
	
	

	  High-level design inspection
	
	
	
	
	

	  Relaunch and planning
	
	
	
	
	

	  Detailed design
	
	
	
	
	

	  Detailed design review
	
	
	
	
	

	  Test development
	
	
	
	
	

	  Detailed design inspection
	
	
	
	
	

	  Code
	
	
	
	
	

	  Code review
	
	
	
	
	

	  Compile
	
	
	
	
	

	  Code inspection
	
	
	
	
	

	  Unit test
	
	
	
	
	


(continued on next page)

TSP Plan Summary - Form SUMP (continued)

	Part/Assembly
	
	Date
	


	Time in Phase (hours) (Continued)
	Plan
	
	Actual
	
	Actual %

	  Relaunch and planning
	
	
	
	
	

	  Build and integration
	
	
	
	
	

	  System test
	
	
	
	
	

	  Postmortem
	
	
	
	
	

	    Total
	
	
	
	
	

	Time UPI (70%)
	
	
	
	
	

	Time LPI (70%)
	
	
	
	
	

	Defects Injected
	Plan
	
	Actual
	
	Actual %

	  Requirements
	
	
	
	
	

	  Requirements inspection
	
	
	
	
	

	  High-level design
	
	
	
	
	

	  High-level design inspection
	
	
	
	
	

	  Detailed design
	
	
	
	
	

	  Detailed design review
	
	
	
	
	

	  Detailed design inspection
	
	
	
	
	

	  Code
	
	
	
	
	

	  Code review
	
	
	
	
	

	  Compile
	
	
	
	
	

	  Code inspection
	
	
	
	
	

	  Unit Test
	
	
	
	
	

	  Build and integration
	
	
	
	
	

	  System test
	
	
	
	
	

	    Total Development
	
	
	
	
	

	Defects Removed
	Plan
	
	Actual
	
	Actual %

	  Requirements
	
	
	
	
	

	  System test planning
	
	
	
	
	

	  Requirements inspection
	
	
	
	
	

	  High-level design
	
	
	
	
	

	  Integration test planning
	
	
	
	
	

	  High-level design inspection
	
	
	
	
	

	  Detailed design
	
	
	
	
	

	  Detailed design review
	
	
	
	
	

	  Test development
	
	
	
	
	

	  Detailed design inspection
	
	
	
	
	

	  Code
	
	
	
	
	

	  Code review
	
	
	
	
	

	  Compile
	
	
	
	
	

	  Code inspection
	
	
	
	
	

	  Unit Test
	
	
	
	
	

	  Build and integration
	
	
	
	
	

	  System test
	
	
	
	
	

	    Total Development
	
	
	
	
	

	  Acceptance test
	
	
	
	
	

	  Product life
	
	
	
	
	


TSP Plan Summary Instructions – Form SUMP

	Purpose
	· This form holds plan and actual data for parts or assemblies.

· An assembly could be a system with multiple products, a product with multiple components, or a component with multiple modules.

· A part could be a module, component, or product.

· Note: the lowest-level parts or modules typically have no system-level data (i.e. requirements, high-level design, or system test).

	General
	· Where possible, make estimates based on your own historical data.

· Where data are not available, use the PLAN standard for guidance.

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

	Header
	· Enter your name, project name, part or assembly name, launch phase, and date.

· Assembly level specifies the level of this part: module, component, product, sub-system, or system.

	Summary
	· For CPI, use the sums of planned and actual development times for all products developed in this system to date.

· Enter the new and changed LOC per hour planned, the actual for this product, and the rate for all products at this level to date.

· CPI = (To Date Planned Time)/(To Date Actual Time).

· Reuse percent is reuse LOC as a percent of total LOC.

· New Reuse percent is new reuse LOC as a percent of new and changed LOC.

	Product Size
	· For text and designs, enter only the new and changed size data.

· For program parts or assemblies, enter all the indicated LOC data.

	Time in Phase
	· Enter estimated and actual time by phase.

· For higher-level assemblies, enter the sums of the plan and actual times for the parts (from SUMT).

· For the lowest-level parts, these values come from the TASK template.

· Actual Percent:  Enter the percent of the actual development time by phase.  

	Defects Injected
	· Enter estimated and actual defects injected by phase from form SUMDI.

· For assemblies, enter the total of the plan and actual defects injected for its parts.  For modules, enter the defect data directly.

· Make the defect estimates while producing the quality plan.

· Actual Percent:  Enter the percent of the actual defects injected by phase.  

	Defects Removed
	· Enter estimated and actual defects removed by phase from form SUMDR.

· For assemblies, enter the total of the plan and actual defects removed for its parts.  For modules, enter the defect data directly.

· Make the defect estimates while producing the quality plan.

· Actual Percent:  Enter the percent of the actual defects removed by phase.  


TSP Planning Guidelines

	General
	· If your team does not have historical data, use these guidelines as standard planning factors.

· Use these initial criteria until you have historical TSP data and can develop your own.

· In all cases, use your judgement.  If some guideline does not fit your case, use your best estimate instead.

	TSP Plans
	· Overall plan: produced first by the total team and later adjusted to conform to the balanced plan.

· Bottom-up plan: produced by each team member for the next phase

· Balanced plan: the next phase plan after load balancing 

	Requirements
	· The requirements process depends heavily on the nature of the project, so no general guidelines are given.

· In general, expect that all input materials will have to be inspected and substantially reworked.

	Requirements Inspections
	· The QUAL guideline provides a general factor to use in determining the time needed for the requirements inspection.

· If this number is unrealistic for your project and situation, use your best estimate.

	High-level Design
	· No general guideline can be given because the high-level design process is highly variable, but the time required is principally a function of the size, complexity, and general nature of the system.

· Without prior data, most teams substantially underestimate the time required for high-level design.

	Implementation Phase
	Implementation covers detailed design through unit test.

· Calculate total implementation time from LOC/hour rates.

· New or large modifications: about 10 LOC per hour

· Small changes to large systems: about 5 LOC per hour

· Pick a number that seems appropriate for your project.

· Maintenance fixes:5 to 20 hours per fix depending on complexity and degree of testing

	Implementation Allocation
	To estimate the implementation phases, make an overall estimate of implementation based on a LOC/hour rate, then use the following percentages to calculate time allocated to each phase.

· Detailed design: 22.1%

· Detailed design review: 11.1% 

· Detailed design inspection: 8.8%

· Coding: 20.0%

· Code review: 10.0%

· Compiling: 3.4%

· Code inspection: 8.8% 

· Unit test: 15.8%

	Integration and System Test
	For these phases, estimate the defect-free test time, then add 5 hours per defect in integration test, and 10 hours per defect in system test.


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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