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Preparation Instructions

To ensure that your organization is properly prepared for the TSP/TSPm launch workshop, it is important that you do the following as soon as possible.

1. Appoint a launch coordinator who will handle the workshop preparation tasks and coordinate with the TSP coach. 

2. Give the attached launch preparation cover letter and checklist to the launch coordinator.

3. Have the launch coordinator obtain answers to the questions on the attached project profile and provide them to the TSP coach as soon as possible.  The coach requires this information at least one month before the launch date.  If these questions are not answered in time, the launch workshop may have to be delayed.

4. Have the launch coordinator follow the launch preparation cover letter and checklist to complete the arrangements for the launch workshop.

5. The launch coordinator should contact the TSP coach for answers to any preparation questions or issues.

	TSP/TSPm/TSP+ Project Profile 
Please provide the following information about the project to be launched and when completed, return this sheet to the TSP coach.

	1. The project name



	2. A brief description of the project and its status



	3. Names of all the team members on the project and their PSP/TSP training status.  (For any team member who has not completed PSP/TSP training, please provide the date when that completion is planned.)



	4. Name of the project leader and the TSP training that he or she has completed.  (If the project leader has not yet received TSP training, please provide the date when this training is planned.)



	5. Name, phone, business address, and e-mail address of the launch coordinator




Launch Preparation Cover Letter

Preparation for a launch workshop involves the following steps.

1. Check that all of the needed TSP+ materials are on hand.  The materials you need are

· Launch Checklists (Checklist PREPL or PREPLm)

· Workshop Schedule (Workshop Schedule.doc or TSPm Workshop Schedule.doc)

· TSPm Team Member Preparation Package (TSPm Launch Preparation Team Member.doc)

· TSPm Team Leader Preparation Package (TSPm Launch Preparation Team Leader.doc)

· TSPm Marketing Management Preparation Package(TSPm Launch Preparation Marketing.doc)

· TSPm Senior Management Preparation Package (TSPm Launch Preparation Senior Management.doc)

· Other Attendee Preparation Package (TSPm Launch Preparation Other.doc)

· TSP+ Launch Notebooks

2. Tell the TSP coach that you have received the workshop materials.

3. The TSP+ launch notebooks should be on hand, but they are not needed until the opening day of the launch workshop.

4. Follow TSP+ Launch Preparation Checklist PREPL/PREPLm for a launch. If this project has not previously had a launch workshop, this is a launch.

5. For a TSPm Launch: The leadership team (project manager and the team leaders) follow script PREPW to guide and review the team’s preparation work.

6. The TSP/TSPm team(s) follow script PREPT and checklist PREPT for launch preparation work.

7. Make sure that all attendees are available for the workshop during the times specified on the checklist.

8. Make sure that all observers know they are permitted to attend only the opening and closing workshop meetings, 1 and 9.  There are no observers for workshop meetings 2 through 8.

9. Distribute the appropriate preparation materials to the launch workshop attendees at least 3 weeks before the start of the workshop.

· Senior Manager:  TSP+ Launch Preparation Package Senior Management 

· Marketing Manager: TSP+ Launch Preparation Package Marketing Management

· Team Leader:  TSP+ Launch Preparation Package Team Leader

· Team Member:  TSP+ Launch Preparation Package Team Members

· Other participant:  TSP+ Launch Preparation Package Other Attendees

10. Make sure that the meeting facilities and catering are arranged.

11. Inform the TSP coach that you are prepared for the workshop.

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.
	


	TSPm Weekly Launch Preparation Meeting - Script PREPW

	Purpose
	· The leadership team meets with the lead TSP coach to review launch or relaunch preparation status and resolve outstanding issues.

· These meetings may be held via telephone or videoconference.

	Entry Criteria
	· The project manager, team leaders, and the lead TSP coach are present.

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

· Form: MTG

	General
	· The weekly launch or relaunch preparation meeting should be held every week for at least one month before a TSPm launch or relaunch.

· The meeting should normally take about one hour.


	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 Agenda
	The project manager

· reviews the meeting agenda 

· asks for changes or additions

	3
	Status Review
	The project manager leads a review of each preparation activity. 

	
	Team Membership
	Status of team membership 

· allocation or reallocation of current employees

· hiring status for needed new team members

· hiring status for needed new managers

	
	Training Status
	The PSP and TSP training status for new managers and team members

· precise training status for each on board person

· plan to complete any required training

· plan for training new hires

	
	Conceptual Design and Strategy
	The status of the conceptual design and strategy work

· who is working on the conceptual design and strategy

· when they plan to be done

· when the leadership team review is planned

	
	Product and Prototyping Assignments
	The status of any needed product or prototyping assignments or reassignments

· who is working on product and prototyping assignments

· when the leadership team review is planned

	
	Role Team Responsibilities
	The status of role team responsibility planning

· who is defining the role team responsibilities

· when the leadership team review is planned

	4
	Strategy Presentation
	The status of the strategy presentation

· for a launch, the management and marketing presentations

· for a relaunch, the status, goal, and update presentations

· for both a launch and a relaunch, the conceptual design, strategy, product, prototyping, and roles presentations

	5
	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
	· Meeting agenda topics completed

· Completed meeting report with form MTG and any attachments


	TSP+ Team Launch Preparation - Script PREPT

	Purpose
	To prepare a team for a TSP launch

	Entry Criteria
	· The project has been identified and team members and leader named.

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

· Forms: ITL, MTG, PIP

	General
	· This meeting generally takes 3 to 4 hours.


	Step
	Activities
	Description

	1
	TSP and Launch Overview
	The TSP coach leads the meeting (script MTG). The TSP coach

· describes the TSP launch process and the launch products

· reviews the TSP team roles

· reviews the meeting roles and assigns a timekeeper and recorder (specification ROLE)

· discusses the work to be done in this meeting

	2
	Project Goals and Objectives
	The team leader, based on his/her current understanding, gives a short description of the project and answers any questions.

	3
	Goal and Objective Questions
	The team members are satisfied that they understand the project goals and objectives, realizing that goals and objectives may change prior to the launch.

	4
	Review Prelaunch Work 
	The TSP coach leads the team in reviewing the work to be completed in preparation for the launch (checklist PREPT) for each team member role (specification ROLE).

	5
	Prelaunch Work Assignments
	The team determines who will do what activities in preparation for the launch (checklist PREPT).

	6
	Meeting Documentation
	The recorder completes the 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 completed form MTG to the planning manager


	Exit Criteria
	· Team launch preparation activities have been completed.

· 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+ 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
	


	TSP+ Process Operations - Script POPS

	Purpose
	· To guide an organization in improving its software performance

· To couple the TSP, CMMI, and Lean Six Sigma improvement initiatives

	Entry Criteria
	Management seeks to improve the performance of its software-related operations.

	General
	This script assumes a TSP/CMMI implementation. The use of Lean Six Sigma methods and tools is optional.


	Step
	Activities
	Description

	1
	Contact 
	· Determine how the TSP and CMMI can address management’s concerns.

· Talk with working level engineers and managers to build interest.

	2
	Awareness
	· Expose senior management to the opportunity.

· Describe the potential benefits and the operating level interest.

· Provide credible references.

	3
	Obtain Sponsorship
	· Hold a one-day executive seminar for the senior managers and executives, which include a CMMI overview.

· Hold a half-day planning workshop to identify initial areas for TSP trial use

· Identify a manager to be responsible for the transition plan and execution.

	4
	Develop Transition Plan
	The responsible manager produces a plan for TSP trial use.

· arranges for qualified training and coaching support

· schedules managers and team members for training 

· schedules initial TSP launches, checkpoints, and relaunches

	5
	TSP Trial Use
	The organization conducts trial TSP projects (TOPS script).

· trains the engineers and managers 

· launches the teams and regularly reviews performance 

· identifies internal candidates to be initial PSP instructors and TSP coaches

	6
	Evaluation
	The organization assesses team and TSP performance and decides to proceed with the process improvement initiative.

· identifies a manager to lead the long-term improvement effort and become the process group team lead

· allocates initial resources

· issues a policy describing the process improvement initiative and its importance to the business

· defines management responsibilities

	7
	Adoption: Process Group Formation
	The process group team lead, with the help of the TSP Coach (POPS7 script) 

· produces a process improvement plan proposal 

· reviews this plan proposal with management and gets their approval

· recruits a staff and trains that staff in CMMI, PSP, and TSP 

· launches the process group team to plan and execute the process improvement plan proposal

	8
	Adoption: Institutionalize TSP
	Working with project management, the process manager

· develops a TSP introduction plan and schedule for each project team 

· assists projects in launching and running TSP projects (TOPS script)

	9
	Continuing Improvement
	Using the project’s needs as a guide and reviewing the Process Group Roles and Responsibilities specification, set priorities and build and execute a plan (script CYCLE) based on organizational business objectives for

· defining team and organizational processes

· establishing and maintaining a process asset library

· providing continuing training and coaching guidance

· obtaining needed tools and methods 

· providing tool and method training and support

· assessing the organization annually to identify further improvement needs

Apply Lean Six Sigma methods and tools to improve current process performance.


(continued on next page)
TSP+ Process Operations - Script POPS (continued)
	Continuing Review
	Management annually reviews the organization’s software operations.

· analyzes cost and benefit data

· obtains customer, manager, and engineer feedback on improvement results

· adjusts the improvement program to address identified problems and capitalize on new improvement opportunities during Meeting 1 of the process group’s (re)launches (script CYCLE)


	TSP+ Team Operations - Script TOPS

	Purpose
	To guide managers, teams, and engineers in introducing and using the TSP process

	Entry Criteria – Trial Use
	· Senior management has participated in the TSP executive strategy seminar and planning workshop and supports TSP introduction.

· An initial TSP trial program has been approved.

	Entry Criteria – TSP Adoption
	To move beyond trial use and start broad TSP introduction

· TSP trial use has been successful.

· A TSP adoption plan has been developed and approved.

· Initial PSP instructors and TSP coaches have been selected and are scheduled for training.

	Entry Criteria – TSPm Initial Use
	To launch a TSPm multi-team or distributed multi-team

· TSP trial use has been successful.

· The organization has at least one authorized TSP coach on its staff and enough additional coaches are to be trained to support team operation.

	General
	To use the TOPS script, one or more of the entry criteria must be satisfied.


	Step
	Activities
	Description

	1
	Team Formation and Training
	For each TSP or TSPm team, a project is identified and the staff has been trained.

· All managers on each project or in its management chain are TSP trained before the launch.

· All project software professionals are PSP trained before the launch.

· All other project professionals are trained in the personal process before the launch.

	2
	Launch Preparation
	· Prepare to launch each TSP or TSPm team (checklist PREPL).

· For each TSPm multi-team or distributed multi-team, also follow scripts PREP and PREPW during launch preparation.

	3
	TSP Cycle
	Follow script CYCLE until project conclusion in order to guide the team in:

· launching the project

· executing the team’s detailed planning

· undergoing a checkpoint (script CHECKPOINT)

· conducting a phase, cycle or project postmortem

· preparing for subsequent relaunches (if needed)

	4
	Multi-Team (TSPm) Project Operations
	For multi-teams only, follow script TOPS4 concurrently for each sub-team following the TSP cycle (script CYCLE) in order to manage the sub-team interdependencies and overall project.


	Exit Criteria
	· Project completed with team and team member plan and actual data

· Project data filed in the project notebook (specification NOTEBOOK)

· Final project report prepared and presented to management


Standard TSP Launch Workshop Schedule

	When
	What
	Topics and Attendees

	Day 1
	
	
	

	8:30
	10:00
	Meeting 1
	TSP and workshop overview

Senior management discussion of the business need for the project

Marketing discussion of the market need for the product 

Coach, team members, team leader, senior management

	10:00
	10:15
	Break
	

	10:15
	12:15
	Meeting 2
	Team roles and goals 

Coach, team members, team leader

	12:15
	1:00
	Lunch
	

	1:00
	3:00
	Meeting 2 (continued)
	Coach, team members, team leader

	3:00
	3:15
	Break
	

	3:15
	6:45
	Meeting 3
	Strategy, process, and support planning

Coach, team members, team leader

	
	
	
	

	Day 2
	
	
	

	8:00
	8:30
	Meeting 3 (continued)
	Coach, team members, team leader

	8:30
	10:00
	Meeting 4
	Overall project plan 

Coach, team members, team leader

	10:00
	10:15
	Break
	

	10:15
	12:15
	Meeting 4 (continued)
	Coach, team members, team leader

	12:15
	1:00
	Lunch
	

	1:00
	1:30
	Meeting 4 (continued)
	Coach, team members, team leader

	1:30
	2:30
	Meeting 5
	Quality plan

Coach, team members, team leader

	2:30
	2:45
	Break
	

	2:45
	5:00
	Meeting 6
	Detailed engineer and team next-phase plans, balanced plan

Coach, team members, team leader

	
	
	
	

	Day 3
	
	
	

	8:30
	10:15
	Meeting 6 (continued)
	Coach, team members, team leader

	10:15
	10:30
	Break
	

	10:30
	12:00
	Meeting 7
	Team risk assessment

Coach, team members, team leader

	12:00
	1:00
	Lunch
	

	1:00
	2:30
	Meeting 8
	Management meeting planning

Coach, team members, team leader

	2:30
	2:45
	Break
	

	2:45
	5:30
	Work period
	Management meeting preparation

Team members, team leader

	
	
	
	

	Day 4
	
	
	

	8:30
	10:00
	Meeting 9
	Senior management reviews the launch results

Coach, team members, team leader, senior management

	10:00
	10:30
	Break
	

	10:30
	11:30
	Launch postmortem meeting
	Launch postmortem

Coach, team members, team leader

	11:30
	12:30
	Lunch
	

	12:30
	4:30
	TSP Process Review
	Coach and all new team members


TSP Relaunch Workshop Schedule

	When
	What
	Topics and Attendees

	Day 1
	
	
	

	8:30
	10:00
	Meeting 1
	Workshop overview

Team leader review of project status and any changes in business goals

Coach, team members, team leader, and other attendees as appropriate

	10:00
	10:15
	Break
	

	10:15
	12:15
	Meeting 2
	Team roles and goals 

Coach, team members, team leader

	12:15
	1:00
	Lunch
	

	1:00
	3:00
	Meeting 2 (continued)
	Coach, team members, team leader

	3:00
	3:15
	Break
	

	3:15
	5:00
	Meeting 3
	Strategy, process, and support planning

Coach, team members, team leader

	
	
	
	

	Day 2
	
	
	

	8:00
	10:15
	Meeting 3 (continued)
	Coach, team members, team leader

	10:15
	10:30
	Break
	

	10:30
	12:00
	Meeting 4
	Overall project plan 

Coach, team members, team leader

	12:00
	1:00
	Lunch
	

	1:00
	3:30
	Meeting 4 (continued)
	Coach, team members, team leader

	3:30
	3:45
	Break
	

	3:45
	4:45
	Meeting 5
	Quality plan

Coach, team members, team leader

	
	
	
	

	Day 3
	
	
	

	8:00
	10:00
	Meeting 6
	Detailed engineer and team next-phase plans, balanced plan

Coach, team members, team leader

	10:00
	10:15
	Break
	

	10:15
	12:15
	Meeting 6 (continued)
	Coach, team members, team leader

	12:15
	1:00
	Lunch
	

	1:00
	2:30
	Meeting 7
	Team risk assessment

Coach, team members, team leader

	2:30
	2:45
	Break
	

	2:45
	3:45
	Launch postmortem meeting
	Launch postmortem

Coach, team members, team leader


TSPm Launch Workshop Schedule

	When
	What
	Topics and Attendees

	Day 1
	
	
	

	8:30
	10:00
	Meeting 1
	Full team and senior management meeting

TSP and workshop overview

Marketing discussion of the needed product 

Senior management discussion of the business and project goals

For distributed teams, remote members participate via videoconference.

	10:00
	10:15
	Break
	

	10:15
	12:15
	Meeting 1A
	Common team meeting

Discussion of overall project strategy and team assignments

For distributed teams, remote members participate via telephone or videoconference.

	12:15
	1:00
	Lunch
	

	1:00
	3:00
	Meeting 2
	Sub-team meetings

Team goals and roles 

	3:00
	3:15
	Break
	

	3:15
	6:15
	Meeting 3
	Sub-team meetings

Strategy, process, and support planning

	
	
	
	

	6:15
	8:15
	Meeting 3A
	Leadership meeting - status and issues, select interim lead role managers

For distributed teams, remote members participate via telephone or videoconference

	Day 2
	
	
	

	8:00
	10:00
	Meeting 3 (continued)
	Coach, team members, team leader

	10:00
	10:15
	Break
	

	10:15
	12:15
	Meeting 4 
	Sub-team meetings

Overall project plan

	12:15
	1:00
	Lunch
	

	1:00
	3:00
	Meeting 4 (continued)
	Coach, team members, team leader

	3:00
	3:15
	Break
	

	3:15
	5:30
	Meeting 4 (continued)
	Coach, team members, team leader

	Day 3
	
	
	

	8:30
	10:00
	Meeting 4 (continued)
	Coach, team members, team leader

	10:00
	10:15
	Break
	

	10:15
	12:00
	Meeting 5
	Sub-team meetings

Quality plan

	12:00
	1:00
	Lunch
	

	1:00
	3:15
	Meeting 5 (continued)
	Coach, team members, team leader

	3:15
	3:30
	Break
	

	3:30
	5:30
	Meetings 5A, 5B, 5C
	Leadership meeting - status and issues

Planning managers - consolidated team plan

Quality managers – quality issues and consolidated quality plan

For distributed teams, remote members participate via telephone or videoconference


(continued)

TSPm Launch Workshop Schedule (continued)

	When
	What
	Topics and Attendees

	Day 4
	
	
	

	8:00
	10:00
	Meeting 6
	Sub-team meetings

Detailed team and engineer next-phase plans, balanced plan

	10:00
	10:15
	Break
	

	10:15
	12:00
	Meeting 6 (continued)
	Coach, team members, team leader

	12:00
	1:00
	Lunch
	

	1:00
	2:00
	Meetings 6A, 6B
	Leadership meeting - status and issues

Planning managers meeting - balanced next-phase team plan

For distributed teams, remote members participate via telephone or videoconference

	2:00
	3:15
	Meeting 7
	Sub-team meetings

Team risk assessment

	3:15
	3:30
	Break
	

	3:30
	4:30
	Meeting 7A
	Leadership meeting – status and issues

Plan for management presentation

For distributed teams, remote members participate via telephone or videoconference

	4:30
	6:00
	Meeting 8
	Sub-team meetings

Management meeting planning

	Day 5
	
	
	

	8:00
	9:00
	Meeting 8 (continued)
	Coach, team members, team leader

	9:00
	10:30
	Meeting 9
	Full team and senior management meeting

Leadership team presents launch results to senior management and the entire team

For distributed teams, remote members participate via videoconference.

	10:30
	10:45
	Break
	

	10:45
	12:15
	Postmortem meetings 
	Leadership team postmortem meeting

For distributed teams, remote team leaders participate via telephone or videoconference

Sub-team postmortem meetings


TSPm Relaunch Workshop Schedule

	When
	What
	Topics and Attendees

	Day 1
	
	
	

	8:30
	10:00
	Meeting 1A
	Common team meeting

Discussion of overall project strategy and team assignments

For distributed teams, remote members participate via videoconference.

	10:00
	10:15
	Break
	

	10:15
	11:00
	Meeting 2
	Sub-team meetings

Team roles and goals

	11:00
	12:15
	Meeting 3
	Sub-team meetings

Strategy, process, and support planning

	12:15
	1:00
	Lunch
	

	1:00
	3:00
	Meeting 3 (continued)
	Coach, team members, team leader

	3:00
	3:15
	Break
	

	3:15
	5:00
	Meeting 3A
	Leadership meeting - status and issues, select interim lead role managers

For distributed teams, remote members participate via telephone or videoconference

	
	
	
	

	Day 2
	
	
	

	8:00
	10:00
	Meeting 4
	Overall project plan 

Coach, team members, team leader

	10:15
	10:30
	Break
	

	10:30
	12:00
	Meeting 4 (continued)
	Coach, team members, team leader

	12:00
	1:00
	Lunch
	

	1:00
	3:00
	Meeting 5
	Quality plan

Coach, team members, team leader

	3:00
	3:15
	Break
	

	3:15
	5:00
	Meetings 5A, 5B, 5C
	Leadership meeting - status and issues

Planning managers - consolidated team plan

Quality managers – quality issues and consolidated quality plan

For distributed teams, remote members participate via telephone or videoconference


(continued)

TSPm Relaunch Workshop Schedule (continued)

	When
	What
	Topics and Attendees

	Day 3
	
	
	

	8:00
	10:00
	Meeting 6
	Detailed engineer and team next-phase plans, balanced plan

Coach, team members, team leader

	10:00
	10:15
	Break
	

	10:15
	12:15
	Meeting 6 (continued)
	Coach, team members, team leader

	12:15
	1:00
	Lunch
	

	1:00
	2:00
	Meetings 6A, 6B
	Leadership meeting - status and issues

Planning managers meeting - balanced next-phase team plan

For distributed teams, remote members participate via telephone or videoconference

	2:00
	3:15
	Meeting 7
	Sub-team meetings

Team risk assessment

	3:15
	3:30
	Break
	

	3:30
	4:30
	Meeting 7A
	Leadership meeting – status and issues

Plan for management presentation

For distributed teams, remote members participate via telephone or videoconference

	4:30
	6:00
	Meeting 8
	Sub-team meetings

Management meeting planning

	Day 4
	
	
	

	8:00
	9:00
	Meeting 8 (continued)
	Coach, team members, team leader

	9:00
	10:15
	Meeting 9
	Full team and senior management meeting

Leadership team presents launch results to senior management and the entire team

For distributed teams, remote members participate via videoconference.

	10:15
	10:30
	Break
	

	10:30
	12:00
	Postmortem meeting 
	Sub-team meetings

Launch postmortem


� Notional schedule; it can be compressed or extended to meet scope of launch.


� Notional schedule; it can be compressed or extended to meet scope of launch.
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