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Note: for meeting 3, the TSP launch and relaunch processes are the same.

Meeting Report - Launch Meeting 3

	Name
	
	Date
	

	Chairperson
	TSP Coach
	Location
	

	Meeting Date
	
	Time From:
	
	To:
	

	
	

	Subject/Purpose
	TSP Launch Meeting 3: To produce the project conceptual design and strategy,

	and the process and support plans

	

	Attendees
	

	Name
	Role

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Agenda
	

	Times (min.)
	Topics
	Discussion Leader

	Plan
	Start
	Stop
	
	

	10
	
	
	Agenda and meeting process
	TSP Coach

	50
	
	
	Produce the product conceptual design
	Design Manager

	45
	
	
	Define the development strategy
	Team Leader

	30
	
	
	List the products to be produced
	Team Leader

	40
	
	
	Define the development process
	Process Manager

	20
	
	
	Produce the process plan
	Process Manager

	20
	
	
	Produce the support plan
	Support Manager

	10
	
	
	Define the CCB membership
	TSP Coach

	10
	
	
	Define role tasks and weekly status
	TSP Coach

	5
	
	
	Meeting wrap-up and report
	TSP Coach

	Decisions, Actions, and Key Information

	What
	Who
	When

	Development strategy (form STRAT)
	
	

	Process and support plans (form INV)
	
	

	Size summary (form SUMS)
	
	

	
	
	

	
	
	

	
	
	


(Use additional form copies if needed.)

	TSP Launch Meeting 3 - Script LAU3

	Purpose
	To help the team produce the development strategy, development process, and support plan

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

· Documented project goals and team roles are available.

· Forms: CIBPS, INV, ITL, MTG, PIP, STRAT, SUMS, SUMTASK, SPDR 

	General
	· Meeting 3 generally takes from 3 to 5 hours, depending on project status, product complexity, team size, and the team's TSP experience.

· Throughout this meeting many decisions are being made.  When important issues are identified which required a decision, time should be taken to determine if a formal evaluation of alternative solutions is needed, in which case the decision analysis and resolution (script DAR) process should be planned for to select the best solution.


	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
	Product Conceptual Design
	The design manager leads the team in

· producing a conceptual design

· defining the principal product components, elements, or features of the conceptual design

· making a gross size estimate of each component, element, or feature

	4
	Development Strategy
	· The team leader leads the team in establishing the project strategy. In developing the project strategy, the team considers

the gross size of each principal product component, element, or feature

whether the product should be developed in one or multiple versions 

the general content of each development version

the number of development cycles, and estimated size and hours of each

whether prototypes are needed, when they are needed, and their purpose

critical internal and external dependencies

· The results, principal product components or elements, estimated size and development hours, and development cycle, are recorded on form STRAT.

	5
	Products Produced
	· The team leader leads the team in defining the work products to be produced for the next phase or cycle, and all subsequent phases or cycles. These items are recorded on form SUMS. Examples include

prioritized list of fixes to the existing product

requirements documents and specifications

design documents and specifications

prototypes

principal product elements or components

installation, user, and maintenance manuals

test programs, scripts, data, and plans

· When defining the principal product elements or components, use a level of detail that is appropriate for the phase being planned. Subsystems or components are sufficient for the requirements and high-level design phases, and modules or objects may be needed for the implementation phase. The items on form STRAT may be used as a starting point and may be further refined as needed.


(continued on next page)
	TSP Launch Meeting 3 - Script LAU3 (continued)

	Step
	Activities
	Description

	6
	Development Process
	· The process manager leads the team in defining the development process by reviewing the PSSP (form CIBPS) to determine if the standards meet project needs and if they do not meet the projects needs, how they should be tailored or deviated (form SUMPD).

· Define the overall development process up to final delivery.

principal process phases

major activities in each phase

items to be baselined at each phase

· Refine the process steps for the next project phase or cycle to sufficient detail to support planning individual tasks that are 10 hours or less.

detailed steps required to produce each of the phase or cycle products

steps required to verify the quality of the inputs and the products

the point at which each product will be baselined

items to be baselined at each phase

· Using form INV, make a plan to develop, modify, or obtain each missing development process element. Include the estimated size; estimated hours; the date, phase, or cycle when needed; and who will document the process. Then update form CIBPS.

· Using form INV, make a plan for standard process deviations approvals as required (form SPDR).

	7
	Process Plan
	· The process manager leads the team in identifying any other process elements that are needed. Examples include

design, code, size, naming, and message standards

guidelines for team processes and procedures; i.e. resolving issues, making decisions, approving standards

· Make a plan on form INV for each missing process element.

· Identify processes in the PSSP (form CIBPS) that requires a deviation request (form SUMPD). The need to deviate occurs when a team finds that how they work does not match the documented process or is not applicable to the project. Then update form CIBPS.

· Using form INV, make a plan for standard process deviations approvals as required (form SPDR).

· Identify training needs for each process element and make a plan on form INV to obtain training.

	8
	Support Plan
	· The support manager leads the team in reviewing

· the available development and process support tools and facilities, and identifying any that are missing 

requirements and design aids

editors, compilers, debug aids, testing tools

defect tracking, configuration management, issue tracking 

LOC counting, difference counting, data analysis

the plan for managing the project data, and identifying missing elements

· Make a plan on form INV for obtaining each missing item.

· Identify training needs for each support item and make a plan on form INV to obtain training.


(continued on next page)
TSP Launch Meeting 3 - Script LAU3 (continued)

	9
	Configuration Management Plan
	The TSP coach leads the team in identifying the membership of the configuration control board (CCB) and the CCB chair.

· The support manager typically chairs the CCB.

· Other typical members are the design manager, team leader, and customer interface manager.

The support manager leads the team in creating a configuration management plan by:

· identifying all existing configuration items that will be used as a reference or base for implementing the work identified in the current plan and establishing criteria for determining when to place any modifications made under configuration control

· identifying new configuration items that will be created as a result of implementing the current plan and establish criteria for determining when to place new items under configuration control

· recording the base CI number and CI titles of all identified configuration items in form CIBPS, as well as the product owner of each CI and the criteria for placing new and modified items under configuration management

· reviewing the current configuration control mechanisms to ensure they are adequate for controlling existing and newly planned configuration items, and making a plan on form INV to address any identified issues or needs.

	10
	Role Plan
	The TSP coach leads the team in defining the tasks and weekly reporting for each role (see TSP Roles), and records the tasks on form INV.

	11
	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 3 activities have been completed.

· Development strategy is defined (form STRAT).

· List of products to be produced has been recorded (form SUMS).

· Overall and detailed development process steps are documented.

· Process plan and support plan are documented (form INV).

· 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 3A

	Name
	
	Date
	

	Chairperson
	TSP Coach
	Location
	

	Meeting Date
	
	Time From:
	
	To:
	

	
	

	Subject/Purpose
	TSPm Launch Meeting 3A:  The leadership team meets to review launch status,

	resolve issues, and designate the lead role managers for each role.

	

	Attendees
	

	Name
	Role

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Agenda
	

	Times (min.)
	Topics
	Discussion Leader

	Plan
	Start
	Stop
	
	

	5
	
	
	Meeting roles and process
	TSP Coach

	5
	
	
	Meeting agenda
	Project Manager

	20
	
	
	Review launch status 
	Team Leaders

	20
	
	
	Review issues 
	Project Manager

	25
	
	
	Designate interim lead role managers 
	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 3A - Script LAU3A

	Purpose
	The leadership team meets to

· review launch status 

· identify and resolve outstanding issues

· review the team role assignments

· designate the leader for each role manager team

	Entry Criteria
	· The project manager and team leaders participate in launch meeting 3A.

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

· The team role assignments have been made and are available.

· Forms: MTG, ITL, 

	General
	Meeting 3A 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 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 any 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
	Issues Review
	The project manager or designee 

· leads a discussion of cross team issues

· settles issues that can be resolved in the meeting

· identifies the team leader responsible for resolving each deferred issue and the date by which it is to be settled

· has each deferred issue recorded in the project ITL

	6
	Role Manager Team Leaders
	If not already done, the project manager leads a discussion of team roles (see TSPm Role Manager Team Responsibilities and TSPm Lead Role Manager Responsibilities), and identifies the

· members assigned to each role

· member to be interim leader for each role manager team

· team leader who will inform that member of the lead role assignment

	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
	· Launch meeting activities have been completed.

· The status of each team’s launch has been reviewed.

· All issues are recorded on ITL forms.

· The leader has been identified for each role manager team. 

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

· The planning manager has copies of all meeting products.


TSP Strategy Recording - Form STRAT

	Name
	
	Date
	

	Project
	
	Launch/Phase
	


	
	
	Cycle LOC
	Cycle Hours

	Ref.
	Component, Element, or Feature
	1
	2
	3
	1
	2
	3

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Totals
	
	
	
	
	
	
	


TSP Strategy Recording Instructions - STRAT

	Purpose
	· Use this form to record strategic decisions.

· Use it during strategy development to allocate product functions to development cycles.

· Also use it during high-level design to allocate SRS functions to components.

	General
	· This form provides a way to record strategic decisions. Use it or any other format that contains the same data.

· If you need space for more functions or cycles, use additional form copies.

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

	Header
	Enter your name, project name, launch phase, and date.

	Reference
	Use this column to list the need statement, SRS paragraph, sentence number, or other reference for the functions.

	Component, Element, or Feature
	In this column, list the principal product components, elements, or features to be included in the product in each development cycle.

	Cycle LOC
	· Use these columns for the estimated LOC or other size measure for each function.

· Enter the size estimated for each function under the number of the development cycle that will include that function.

· If you plan to implement a function partially in two or more cycles, enter the estimated new and changed size for each cycle.

	Cycle Hours
	· Use these columns for the estimated time required to develop each function.

· Enter the time estimated for each function under the number of the cycle where you plan to include that function.

· If you plan to implement a function partially in two or more cycles, enter the estimated development time for each cycle.


TSP Process Inventory - Form INV

	Name
	
	Date
	

	Project
	
	Launch/Phase
	


(If you need additional space, use another inventory sheet.)

(List the elements in categories such as forms, scripts, standards, text pages, etc.) 

	
	
	Work Units
	
	When
	
	Est.
	
	

	Process Elements
	
	Mod.
	
	New
	
	Needed
	
	Hours
	
	Team Member

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Totals
	
	
	
	
	
	
	
	
	
	


TSP Process Inventory Instructions - Form INV

	Purpose
	Use this form for 

· listing needed scripts, forms, standards, or other work products

· specifying when those items are needed

· recording the estimated size of the item and the time for developing or obtaining it

· assigning a team member to obtain or develop each item

	General
	· In making the inventory, group the processes or other items in categories.

· Since it generally takes a different amount of time to develop elements in each category, the data from this form will help you make more accurate estimates in the future.

· When making detailed plans, team members should include these items in their personal task plans.

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

	Header
	Enter your name, project name, launch phase, and date.

	Process Elements 
	List the process elements you plan to develop or modify.

	Size
	Determine and record the number of elements or pages to be 

· modified

· newly developed

	When Needed
	Enter when each element will be needed, either by a date or by a process phase.

	Estimated Hours
	List the estimated hours of work required to develop, modify, or obtain each item.

	Team member
	Enter the name of the team member who will either develop the element or otherwise obtain it for the team.

	Total
	Total the estimated size and time data by element category.


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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