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Launch Preparation Package

Other Attendee

This package contains preparation material for the launch.  The elements contained are as follows.
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Overview:  The TSP process guides organizations through planning and conducting software intensive projects.  Except for the opening and closing meetings which you may attend, the engineering team will be developing a detailed plan for their project.  Since this is demanding work that requires the full participation of all team members, no observers attend launch meetings 2 through 8 or the launch postmortem.   

Your participation:  While you may attend workshop meetings 1 and 9, the purpose of these meetings is to help the team fully understand the product that is desired and the context in which it will be used.  They also need to know management's goals for their project and what these goals mean for their work.  Since these meetings are short and time will be at a premium, it is important that you allow management and the team maximum time to explore their concerns.  It is thus suggested that observers not participate in the discussions unless requested to do so by senior management or the team.

Launch workshop hours:  You may attend the opening launch meeting 1 which is scheduled from 8:30 AM to 10:00 AM of workshop day 1.  Since this meeting could take longer, you should plan to spend the morning.  Generally, however, you will be free no later than 10:30 or 11:00 AM.  

On workshop day 4 or 5, for TSP or TSPm respectively, you may attend Launch Meeting 9 from 8:30 AM to 10:00 AM.  Again, the meeting could take longer, particularly if there are significant issues or problems.  While you should plan to be available until 12:00 noon of day 5, you will probably be free no later than 10:30 or 11:00 AM.

What to read and when:  Prior to workshop meeting 1, you will find it helpful to read the Product Discussion Guidelines and the Senior Management Goals Discussion Guidelines (on pages 2 and 3 of this package).

Prior to Launch Meeting 9, you will also find it helpful to read the Senior Management Plan Review Guidelines (on page 4 of this package).

Other preparation guidelines:  If you wish to read the preparation guidelines for other workshop participants, they are listed in the TSP Launch Preparation Package.  You can get a copy of this notebook from the person who is coordinating the launch workshop preparations.

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.

Senior Management Plan Review Guidelines

Launch Meeting 9

Purpose:  In launch meeting 9, the team leader presents the team's plan for your review and approval.

The team's objectives:  The team has worked to produce a thorough and responsible plan, and they would like you to understand and agree to it.  They may not have entirely met all your objectives, but they would like you to know that they have tried to do so.  Their plan rests on many estimates and assumptions, but they think it is the best plan that they can produce.  There is a lot that they do not know at this early point in the project, and their greatest concern is that they have overlooked some key activities.  While they feel this plan is aggressive, they would be happy if you approved it.

Your objectives:  You probably want to assure yourself that the team has done their best to meet your goals. One approach for doing this is as follows. 

1. Look for holes in the estimates and try to find extra or missing tasks.

2. Understand the degree to which the team's estimates are based on historical data.

3. Ensure that the plan has sufficient detail to guide the work.

4. Challenge the team members to show they can meet the plan.

Some probing questions:  Typical questions to ensure that the plan will your objectives might include the following.

1. What are the size estimates for the principal products and how did you arrive at these estimates?

2. How do you know if you have included all of the necessary tasks?

3. What is the basis for your task estimates?

4. How did the team arrive at the schedule?

5. How did you estimate the number of weekly task hours?

6. What could management do to help maximize your weekly task hours?

7. Have you looked at alternative plans?

8. Could you accelerate the schedule, and if so, what would it cost?

9. What is your quality plan and how did you produce it?

10. What are the key risks and your mitigation plans for them?

11. Have you considered prototyping or reuse?

12. What is the likely error in the size, time, and schedule estimates?

13. When will you have learned enough to make a more accurate plan?

Desired outcome:  At the end of the meeting, you would like to understand the plan, be comfortable that it is the best plan you can expect, and know that the team is committed to meeting it, so that you can approve it.
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