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TSP+ Checklists

All the TSP, TSPm, and TSP+ checklists are given here in the alphabetical order of their abbreviations. The checklists titled with TSP are core TSP checklists which may have additional changes made for TSP+.  The forms titled TSP+ are add-on checklists used to address other aspects of a mature software development organization.

	Checklist

Abbreviation
	Checklist Name
	Page Reference

	PREPL
	TSP Launch Preparation Checklist
	2

	PREPLm
	TSPm Launch Preparation Checklist
	4

	PREPR
	TSP Relaunch Preparation Checklist - PREPR
	6

	PREPRm
	TSPm Relaunch Preparation Checklist
	8

	PREPT
	TSP+ Team Launch Preparation Checklist
	10


TSP Launch Preparation Checklist - PREPL

	Purpose
	To guide launch preparation activities

	Weeks Prior to Launch
	Step
	Description
	Completed

	6-8
	Prelaunch Package Sent
	The launch coordinator has received and reviewed the prelaunch package.
	

	6
	Project Identified
	The TSP project has been identified.
	

	6
	Responsible

Person Identified 
	A person has been named as responsible for launch preparation for the project.
	

	4
	Team Ready
	The team members and team leader are identified and have scheduled the launch period on their calendars so that they are available for the entire launch period.
	

	4
	Team Preparation Meeting Scheduled
	The team members and team leader are scheduled to attend the TSP Team Launch Preparation meeting (script PREPT) two weeks prior to the launch.
	

	2
	Launch Preparation Package Distributed
	The launch coordinator has received, reviewed, and distributed the launch preparation package to new teams or team members.
	

	2
	Team Member Training Completed
	-  All software engineers on the team have completed PSP training.

-  All other team members have completed team member training.
	

	2
	Management Training Completed
	· The team leader has completed TSP or PSP management training.

· All involved managers and executives have completed TSP or PSP management training.
	

	2
	Attendance Confirmed
	All launch participants know the attendance guidelines and are scheduled to attend.

· The management, marketing, and other interested parties will attend launch meetings 1 and 9.

· The team leader and team members will attend meetings 1 through 9, and the launch postmortem.
	

	2
	Schedule Finalized
	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.
	

	2
	TSP Launch Preparation Meeting Held
	The TSP Team Launch Preparation meeting was conducted (script PREPT)
	


(continued on next page)

TSP Launch Preparation Checklist - PREPL (continued)

	Weeks Prior to Launch
	Step
	Description
	Completed

	2
	Facilities for Meetings 1 and 9 are secured
	· The room for launch meetings 1 and 9 is large enough to hold all the team members, management representatives, and observers.

· A projector and screen are available.

· The room is available for the mornings of days 1 and 4.
	

	2
	Facilities for Meetings 2 through 8, and Launch Postmortem are secured 
	For days 1, 2, 3, and 4 (if needed), the following facilities are available.

· conference room with desk-size working space for each team member, the team leader, and TSP coaches

· one or more personal computers with the Microsoft Office 

· two flip-chart easels and a whiteboard with pads and markers

· PC-compatible projector
	

	2
	Team Preparation Package Distributed
	The team leader and all of the team's members have been given the team and team leader workshop preparation packages, respectively.
	

	2
	Management Preparation Package Distributed
	The senior manager has been given the senior management workshop preparation package. 
	

	2
	Marketing Preparation Package Distributed
	The senior marketing manager has been given the marketing management workshop preparation package. 
	

	2
	Other Attendee Preparation Package Distributed
	Any other attendees have been given the other attendee workshop preparation package.
	

	2
	Catering Arranged

(optional)
	For days 1, 2, 3, and 4 (if needed), the following catering is planned.

· morning and midmorning break 

· working lunch 

· mid-afternoon break 

· A working dinner may be needed for days 1, 2, or 3.
	

	2
	Launch Notebooks Ready
	The launch notebooks have been distributed to all team members and the team leader.
	


TSPm Launch Preparation Checklist - PREPLm

	Purpose
	To guide launch preparation activities

	Weeks Prior to Launch
	Step
	Description
	Completed

	6-8
	Prelaunch Package Sent
	The launch coordinator has received and reviewed the prelaunch package.
	

	6
	Project Identified
	The TSP project has been identified.
	

	6
	Responsible Person Identified
	A person has been named as responsible for launch preparation for the project.
	

	5
	Prelaunch Preparation
	The leadership team and lead TSP coach have been identified and have copies of the PREP and PREPW scripts.
	

	4
	Team Ready
	The team members, team leaders, project manager, and TSP coaches are identified and have scheduled the launch period on their calendars so that they are available for the entire launch period.
	

	4
	Team Preparation Meeting Scheduled
	The team members and team leader are scheduled to attend the TSP Team Launch Preparation meeting (script PREPT) two weeks prior to the launch.
	

	2
	Launch Preparation Package Distributed
	The launch coordinator has received, reviewed, and distributed the launch preparation package to new teams and team members.
	

	2
	Team Member Training Completed
	-  All software engineers on the team have completed PSP training.

-  All other team members have completed team member training.
	

	2
	Management Training Completed
	· All team leaders and the project manager have completed TSP leadership training.

· All involved managers and executives have completed TSP executive training.
	

	2
	Attendance Confirmed
	· All launch participants know the attendance guidelines and are scheduled to attend.

· The management, marketing, and other interested parties will attend launch meetings 1 and 9.

· The team leader and team members will attend meetings 1 through 9, and the launch postmortem.
	

	2
	Schedule Finalized
	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.
	

	2
	TSP Launch Preparation Meeting Held
	The TSP Team Launch Preparation meeting was conducted (script PREPT).
	


(continued on next page)

TSPm Launch Preparation Checklist - PREPLm (continued)

	Weeks Prior to Launch
	Step
	Description
	Completed

	2
	Facilities for Meetings 1 and 9 are secured
	· The room for launch meetings 1, 1A, and 9 is large enough to hold all the local team members, managers, and observers.

· A projector and screen are available.

· For distributed teams, all remote locations participate in meetings 1, 1A, and 9 via videoconference.

· The room is available for the mornings of days 1 and 5.
	

	2
	Facilities for Meetings 2 through 8, and Launch Postmortem are secured 
	For days 1, 2, 3, 4, and 5 (if needed) the following facilities are available at each team location for each sub-team.

· conference room with desk-size working space for each team member, the team leader, and TSP coaches

· one or more personal computers with the Microsoft Office

· two flip-chart easels and a whiteboard with pads and markers

· PC-compatible projector
	

	2
	Facilities Needed for Meetings 3A, 5A, 5B, 6A, 6B, and 7A are secured
	Rooms are needed on each launch day at each team location for the leadership and role manager team meetings with the following facilities (1 room on days 1 and 2, 3 rooms on day 3, and 2 rooms on day 4).

· a conference room with desk-size working space for each team member, the team leader, and TSP coaches

· one or more personal computers with the Microsoft Office 

· two flip-chart easels and a whiteboard with pads and markers

· PC-compatible projector

· for distributed teams, a telephone or videoconference connection to each remote location
	

	2
	Team Preparation Package Distributed
	The project manager, team leaders, and all team members have been given the team and team leader workshop preparation packages.
	

	2
	Management Preparation Package Dist.
	The senior manager has been given the senior management workshop preparation package. 
	

	2
	Marketing Preparation Package Dist.
	The senior marketing manager has been given the marketing management workshop preparation package. 
	

	2
	Other Attendee Preparation Package Dist.
	Any other attendees have been given the other attendee workshop preparation package.
	

	2
	Catering Arranged (optional)
	For days 1, 2, 3, 4, and 5 (if needed), the following catering is planned.

· morning and midmorning break 

· working lunch 

· mid-afternoon break

· A working dinner may be needed for days 1, 2, 3, or 4
	

	2
	Launch Notebooks Ready
	The TSPm launch and operations notebooks have been distributed to all team members and the team leader.
	


TSP Relaunch Preparation Checklist - PREPR

	Purpose
	Use this checklist to guide relaunch preparation activities

	Weeks Prior to Launch
	Step
	Description
	Completed

	6
	Project Identified
	The TSP project has been launched and is ready for relaunch.
	

	6
	Person Responsible Identified
	A person has been named as responsible for relaunch preparation for the project.
	

	4
	Team Ready
	The team members and team leader are identified and available for the entire relaunch period.
	

	4
	Postmortem Scheduled
	All team members and the team leader are scheduled to complete a Postmortem (script PM), for the current Launch/Phase, prior to the relaunch.
	

	2
	Relaunch Preparation Package Distributed
	All team members have received, reviewed, and distributed the relaunch preparation package(s).
	

	2
	Team Member Training Done
	-  All new software engineers have completed PSP training.

-  All other new members have completed team member training.
	

	2
	Management Training Done
	· The team leader has completed TSP or PSP management training.

· All involved managers and executives have completed TSP or PSP management training.
	

	2
	Attendance Confirmed
	All relaunch participants know the attendance guidelines and are scheduled to attend.

· The TSP team, management, marketing, and other interested parties attend relaunch meeting 1.

· Team members attend meetings 2 through 7, and the relaunch PM, with no observers.
	

	2
	Schedule Finalized
	All team members and the team leader are committed to attend relaunch meetings 1 through 7 and the relaunch postmortem.
	

	1
	Launch Notebooks Distributed
	The launch notebooks have been distributed to all team members and the team leader.
	

	1
	Team Preparation Package Distributed
	The team leader and all of the team's engineers have been given the team and team leader workshop preparation packages, respectively.
	

	1
	Other Attendee Preparation Package Distributed
	Any other attendees have been given the other attendee workshop preparation package.
	


(continued on next page)

TSP Relaunch Preparation Checklist - PREPR (continued)

	Weeks Prior to Launch
	Step
	Description
	Completed

	1
	Meeting 1 Facilities Confirmed
	· The room for relaunch meeting 1 is large enough to hold all team members, management representatives, TSP coach(es), and observers.

· A projector and screen are available.

· The room is available for the morning of day 1.
	

	1
	Facilities for Meetings 2 through 7 and Launch Postmortem Confirmed
	For days 1, 2, and 3 (if needed), the following facilities are available.

· a conference room with desk-size working space for each team member, the team leader, and TSP coaches

· one or more personal computers with the Microsoft Office 

· two flip-chart easels and a whiteboard with pads and markers

· a PC-compatible projector
	

	1
	Catering Confirmed

(optional)
	For days 1, 2, and 3 (if needed), the following are planned.

· refreshments at start and for a mid-morning break 

· soft drinks for a mid-afternoon break 

· working lunch 

· a working dinner (pizza?) may be needed for day 1
	

	1
	Final Report Completed
	The final project report (script PM) for the current launch/phase/cycle, has been completed and filed in the project notebook and a copy has been submitted to the process asset and data repository manager.
	


TSPm Relaunch Preparation Checklist - PREPRm

	Purpose
	To guide launch preparation activities

	Weeks Prior to Launch
	Step
	Description
	Completed

	6
	Project Identified
	The TSP project has been launched and is ready for relaunch.
	

	6
	Person Responsible
	A person has been named as responsible for relaunch preparation for the project.
	

	5
	Pre-Relaunch Preparation
	· The leadership team has been formed and the lead TSP coach has been identified.

· They all have copies of the PREP and PREPW scripts.
	

	4
	Team Ready
	The team members, team leaders, project manager, and TSP coaches are identified and available for the entire relaunch period.
	

	4
	Postmortem Scheduled
	All team members and the team leader are scheduled to complete a postmortem (script PM) for the current launch/phase/cycle prior to the relaunch.
	

	2
	Relaunch Preparation Package Distributed
	The team members have received, and reviewed the relaunch preparation package(s).
	

	2
	Team Member Training Done
	· All new software engineers have completed PSP training.

· All other new members have completed team member training.
	

	2
	Management Training Done
	· All new team leaders and managers have completed TSP or PSP management training.

· All other involved managers and executives have completed TSP management training.
	

	2
	Attendance Confirmed
	All relaunch participants know the attendance guidelines and are scheduled to attend.

· The TSP team, management, marketing, and other interested parties attend relaunch meetings 1 and 9.

· The team leader and team members attend meetings 2 through 8, and the relaunch postmortem, with no observers.
	

	2
	Schedule Confirmed
	All team members and the team leader are committed to attend relaunch meetings 1 through 9 and the relaunch postmortem, and management and marketing representatives are prepared and available for meetings 1 and 9.
	

	2
	Facilities Needed for Meetings 1 and 9 confirmed
	· The room for relaunch meetings 1, 1A, and 9 is large enough to hold all the local team members, managers, and observers.

· A projector and screen are available.

· For distributed teams, all remote locations participate in meetings 1, and 1A via videoconference.

· The room is available for the mornings of day 1.
	


(continued on next page)

TSPm Launch Preparation Checklist - PREPRm (continued)

	Weeks Prior to Launch
	Step
	Description
	Completed

	2
	Facilities for Meetings 2 through 8 and Launch Postmortem Confirmed
	For days 1, 2, 3, and 4 (if needed) the following facilities are available at each team location for each sub-team.

· a conference room with desk-size working space for each team member, the team leader, and TSP coaches

· one or more personal computers with the Microsoft Office.

· two flip-chart easels and a whiteboard with pads and markers

· a PC-compatible projector
	

	2
	Facilities Needed for Meetings 3A, 5A, 5B, 6A, 6B, and 7A Confirmed
	Rooms with the following facilities are needed on each relaunch day at each team location for the leadership and role manager team meetings (1 room on days 1 and 3 and 2 rooms on day 2).

· a conference room with desk-size working space for each team member, the team leader, and TSP coaches

· one or more personal computers with the Microsoft Office

· two flip-chart easels and a whiteboard with pads and markers

· a unit for projecting from a PC

· for distributed teams, a telephone or videoconference connection to each remote location
	

	2
	Team Preparation Package Distributed
	The project manager, team leaders, and all team members have been given the team and team leader workshop preparation packages.
	

	2
	Catering Confirmed

(optional)
	For days 1, 2, 3, and 4 (if needed), the following catering is planned.

· morning and mid morning break 

· working lunch 

· mid-afternoon break

· A working dinner may be needed for days 1, 2, or 3.
	

	2
	Launch Notebooks Distributed
	The TSPm launch and operations notebooks have been distributed to all new team members.
	

	1
	Final Report Completed
	The final project report (script PM) for the current launch/phase/cycle, has been completed and filed in the project notebook and a copy has been submitted to the process asset and data repository manager
	


TSP+ Team Launch Preparation Checklist – Checklist PREPT

	Purpose
	To guide the team’s launch preparation activities

	Role 
	Step
	Description
	Completed

	Design and Implementation
	Conceptual Design
	The design and implementation managers will review all available material in order to create a conceptual design.

· The conceptual design provides an initial picture of the total system structure, elements, and functions.

· The conceptual design guides team planning.

· The team reviews the conceptual design during the launch as it relates to management’s stated goals and objectives in meeting 1 of the launch.

· Note: depending on the project’s needs, this work may be distributed among many team members and coordinated by the design and implementation managers.
	

	Design and Implementation
	Size
	The design and implementation managers look for products similar to the products outlined in the conceptual design in order to provide a basis for gross size estimates.

· Note: depending on the projects needs, this work may be distributed among many team members and coordinated by the design and implementation managers.
	

	Support
	Configuration Management
	· Prepare for configuration management planning by reviewing all the scripts and forms associated with configuration management.

· Ensure that sufficient storage with appropriate levels of control are available in order to establish and maintain the integrity of all configuration items.

· Note: support manager should work closely with other team members in identifying the types of storage and controls required to meet the project’s anticipated needs.
	

	Support
	Project Notebook
	· Develop a plan for the management of all project data (specification NOTEBOOK) and establish the project’s notebook.

· Note: support manager should work closely with other team members, the process group and management in identifying all of the important project documents that must be included and maintained.
	

	Process
	PSSP
	· Establish the Project’s Set of Standard Processes (script PSSP), to be reviewed and modified by the team during the launch. Note that if insufficient information is available about the project and multiple organizational processes are available to choose from, this task may have to wait until meeting 3 of the launch.

· If a PSSP already exists, review any changes or updates to Organization’s Set of Standard Processes (OSSP) since the last launch or relaunch for incorporation into the existing PSSP.
	

	Team Leader
	Training
	· Meets with the training manager to ensure that all team members, including self, have obtained all required training.

· Obtains list of all outstanding training requirements and schedule for all mandatory training.
	


(continued on next page)
TSP+ Team Launch Preparation Checklist – Checklist PREPT (continued)

	Team Leader
	Relevant Stakeholder Involvement
	· Review the Relevant Stakeholder Involvement Matrix (form RSIM) with the team, the process group, and management for completeness.

· Begin mapping individuals to the roles identified in form RSIM, using the project’s stakeholder role assignment matrix (form SRAM).
	

	TSP Coach
	Prepared
	Works with each team member to ensure they are prepared for the launch.

· completed all necessary training

· completed role assignments (checklist PREPT)

· collected personnel data to apply to plan during launch (size, productivity, schedule availability, etc.)

· for relaunches, completed all individual and team postmortems
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