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TSP+ Specifications

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

	Specifications

Abbreviation
	Specifications Name
	Page Reference

	NOTEBOOK
	TSP Project Notebook
	2

	PM
	TSP Postmortem Report
	3

	STATUS
	TSP Project Status Report
	5

	SUMMARY
	TSP Project Summary Report
	8

	TRN
	TSP+ Organizational and Project Training
	10


TSP Project Notebook - Specification NOTEBOOK

	Purpose
	To describe the contents of the project notebook

	General
	· The project notebook holds the complete project record. It should include all important project documents.

· The notebook provides the historical record needed for future planning and analysis. 

	Notebook Format
	The notebook format is not important.

· Small project notebooks may be in a 3-ring binder.

· Larger notebooks may be in one or more file folders.

· For much larger notebooks, use summary and a database.

	Outline
	An outline of the notebook contents and item locations

	Summary
	Copies of completed system-level SUMP and SUMQ forms

	Project Report
	· The final project report (SUMMARY specification)

· During the project, the NOTEBOOK file is a repository for documents to later include in the final report.

	Task and Schedule Plans and Actuals
	Include completed plan and actual resource and schedule data. 

· final completed TASK and SCHED templates

· project's overall and detailed next-phase plans

	Component Data
	SUMP forms for all modules, components, products, subsystems, and the overall system

	Quality Documents
	· SUMQ forms for all modules, components, products, subsystems, and the overall system

· Defect review records and forms (DEFECT and MTG forms)

· Inspection reports (INS forms)

	Risks and Issues
	Include the initial and working risk and issue documents.

· risk analysis and issue tracking reports and summaries

· copies of the ITL issue and risk tracking forms

· copies of risk analysis and issue resolution presentations 

· other risk analysis or issue resolution documents

	Support Plans
	Include the support plans.

· build, integration, and system test plans

· the process development plans and the processes used

· the support development plans and a description of the support environment and tools used

	Launch Summaries
	Include the summary results of the project launches.

· launch meeting reports and management presentation

· team role assignments

	Reports
	Include copies of

· all management and weekly meeting reports.

· copies of any periodic management or customer reports

· all cycle and project postmortem reports

· all checkpoint reports

	Working Documents
	· System requirements specification (SRS)

· Engineering requirements specification (ERS)

· The conceptual design and development strategy

· System design specification (SDS), (SRS/ERS traceability)

· Design documents (EDS traceability) 


TSP Postmortem Report – Specification PM

	Purpose
	· The postmortem report is used to record key data on all TSP projects.

· These data are typically needed by teams and their organizations to

· estimate and plan subsequent projects

· evaluate project performance against plan

· establish future goals

· improve process performance

· demonstrate process adherence for CMMI or TSP assessments

	General
	· Complete a postmortem report for every TSP project.

· For multi-team projects, complete one overall report listing the unit teams and overall summary data with separate reports for each unit team.

· Store the postmortem reports in a central TSP project data repository.

	Project General Information
	List the following facts for each TSP project.

· Project name (with release, version, or other number as needed) (If part of a larger project, give the larger project name)

· TSP team leader or leaders

· TSP team coach or coaches

· Number of TSP team members (all team members not just programmers)

· At initial team launch

· At peak staffing

· The initial project launch date

	Project Environment Information
	· Development environments (Rational, Microsoft Framework, etc.)

· Programming (languages, generators, etc.)

· Management systems (change control, code control, etc.) 

· Support tools (TSP tools, testing tools, etc.)

	Plan and Actual Project Performance Data
	Give the plan and actual values for each of the following. For multiple releases, provide these data for every release.

· Code complete date

· System test start and end, acceptance test start and end

· Total task hours, total development task hours, total test task hours

· Total defects, total development defects, total system test defects

· Total acceptance test defects

· Size (LOC, pages, etc.) for all products created or modified

· If available, customer reported defects

· First year

· Product life

	Product Delivery Data
	Give the plan and actual values for each of the following. For multiple deliveries, provide these data for every major product.

· Customer delivery date

· Delivered product size

· Delivered product functions

	Process Performance Data
	Complete a process performance summary for each unique process or sub process used to develop products.

· Give the time, defects injected, and defects removed for every phase.

· Summarize data for similar components that used the same process.

· List each process phase and identify each phase as one of these types.

· Management 

· Creation (i.e., design, code, etc.)

· Appraisal (i.e., review or inspection)

· Failure (i.e., test or compile)


(continued on next page)

TSP Postmortem Report – Specification PM (continued)

	Process Improvement Data
	· Evaluate all approved standard process deviation requests (SPDR)

· Goal performance analysis: the goal and the actual result

· Plan analysis: actual vs. planned productivity, defect rates and densities

· Process improvement analysis: performance improvement goals, PIPs and SPDRs for the process changes suggested to achieve these improvements 


TSP Project Status Report - Specification STATUS

	Purpose
	To guide the project in making accurate, complete, concise, and informative management status reports

	General
	· Frequent and informative management reports are essential to keep management informed of project status.

· Management can most help the project when they thoroughly understand its status, risks, and issues.

	Meeting Frequency
	· Status meetings should be held weekly, biweekly, or monthly, as determined by management and the team.

· If management even occasionally asks for project status information, increase report frequency.

	Meeting Format
	· Be guided by management's preferences and interests.

· A consistent format saves preparation and meeting time.

	Agenda and Problems
	· Briefly cover the meeting agenda.

· State at the outset any key issues or problems to be raised.

· After a successful presentation, do not surprise management with a zinger at the end.

	Project Overview
	Unless ALL management attendees are familiar with the material, briefly summarize the project and its products.

	Schedule Status
	· Succinctly describe the project's status versus its plan.

· Show cumulative and actual hours to date, and describe actions planned to address any resource problems.

· Show earned value plan, actual, and projections, and describe actions planned to address any schedule problems.

	Quality Status
	· Briefly describe the quality plan.

· Show data on quality performance versus plan, and describe actions planned to address any quality problems.

· Report configuration audit results.

	Risks and Issues
	· Describe the principal project risks and issues and what is being done about them.

· Describe where management's help is needed and precisely what you wish them to do. It helps to draft a list of actions needed from management in advance.

	Prior Action Items
	· Summarize the action item status from the last meeting.

· Discuss all delinquent actions and needed next steps.

	Current Action Items
	· Review the action items from this meeting, including who, what, and when, and get agreement to the summary.

· Review the decisions made in this meeting and who made them, and get agreement to the summary.

	Meeting Report
	· After the meeting, briefly summarize the meeting decisions and planned actions in a written report.

· Distribute the report to all attendees and file a copy in the project notebook. 


(continued on next page)

TSP Project Status Report - Specification STATUS (continued)

	Purpose
	· This page suggests specific STATUS report contents.

· Some of the elements in these suggested report contents are described more fully on the previous page.

	Suggested Approach
	· Unless management suggests otherwise, present the basic report in management reviews.

· Be prepared with the full report materials and present them only in response to questions.

	Minimum Report Contents
	At a minimum, the STATUS report must contain the following.

· schedule status versus plan (use EV)

· planned actions to resolve any schedule issues

· any major risks and mitigation actions

· any outstanding actions from prior meetings

	Basic Report Contents
	You should have a basic report ready to present at any time. The basic STATUS report should contain the following.

· schedule status versus plan (use EV)

· planned actions to resolve any schedule issues

· planned versus actual weekly hours

· staffing problems and needed actions

· any major risks and mitigation actions

· any outstanding actions from prior meetings

	Standard Report Contents
	Be prepared to present the standard report every week. The standard STATUS report should contain the following.

· schedule status versus plan (use EV)

· projected phase completion date

· planned actions to resolve any schedule issues

· planned versus actual weekly hours

· staffing problems and needed actions

· basic quality status (inspection rates, review rates, defect levels, and to-date yields versus the quality plan)

· basic configuration status (CIBPS)

· a review of all major risks and mitigation actions

· the status of the actions from prior meetings

	Full Report Contents
	Be prepared to present the full report on request. The full STATUS report should contain the following.

· schedule status versus plan (use EV)

· projected phase and overall project completion dates

· planned actions to resolve any schedule issues

· planned versus actual weekly hours

· staffing problems and needed actions

· basic quality status (inspection rates, review rates, defect levels, and to-date yields versus the quality plan)

· projected phase quality levels and PDF (defects per KLOC and percent defect free)

· basic configuration status (CIBPS)

· a review of all the major risks and mitigation actions

· the status of the actions from prior meetings


(continued on next page)

TSP Project Status Report - Specification STATUS (continued)

	Presentation Hints
	The guidelines outlined on this page will help you make crisp, effective, and rewarding management status presentations.

	Agenda and Problems
	First, briefly cover the meeting purpose and agenda.

· State any key issues or problems to be raised.

· Do not surprise management with a zinger at the end. For example, if you have a schedule problem, describe the problem and say you will later discuss how to handle it; however, if management wishes to discuss this issue now, do so.

	Remind of Prior Status and Actions
	Do not assume that management remembers the actions to be taken from prior meetings.

· Summarize the actions, who was to take them, and status.

· Where management has not taken action on a commitment, describe the impact on the project.

· Do not place blame; be factual and objective.

· It is generally wise to discuss your and the team's shortcomings before reviewing management failings.

	Move Quickly
	· Management is generally smarter than you realize.

· Assume they will understand very quickly.

· Cover the material as rapidly as you can, consistent with being complete and factual.

· Under no conditions make them tell you to hurry.

· If you feel that you must explain something, put it in the backup materials and only cover it if asked.

	Use Plain Language
	· Do not use technical terms. They take time to explain.

· If you cannot stick to plain language, get preparation help.

	Be Crisp
	At the end of the meeting, briefly summarize the decisions made and actions to be taken, by who, and when.

	Stop When They are Done
	· Once you have covered the key points and management indicates they have heard enough, stop, even if you have not covered all the material.

· When presenters continue at this point, they often lose the “sale,” even when management has previously agreed.

	Make Sure You Understand Management
	· If you do not understand a decision, get clarification.

· Do not leave the meeting confused about any management decisions that affect the team.

· If you are confused, management may have misunderstood you.

	Bring Lots of Backup
	· Leave all the details out of the main presentation.

· Bring backup materials to cover questions management might ask.

· Management will be impressed if you have thought of their questions and have brought backup material to cover them.


TSP Project Summary Report - Specification SUMMARY

	Purpose
	To produce a useful project analysis report

	General
	A thorough and complete project summary report will provide the

· data for planning future projects

· basis for assessing and improving the process 

	Schedule Analysis
	To plan the next project, you need to know both the amount of time and percent of time spent in each phase.

	Schedule Contents
	In the schedule section, list the project phases and the planned and actual data for each.  For example

· List the key project milestones (each launch, each phase start, and each phase end, etc.).

· Give the plan and actual dates for each milestone.

· Give the percent of project schedule spent in each phase.

	Resource Analysis
	To make accurate plans, you need to know the principal project tasks and the time required for each.

	Resource Contents
	In the resource section, list the key project tasks and the hours spent on each.  For example, list the

· tasks (requirements inspection, detailed design, etc.)

· hours spent on each task

· percent of total project hours spend on each task

	Size Analysis
	In making plans, you need to know the size products produced by each phase and key activity.

	Size Contents
	In the size section, list the products produced by each key project task and the product's size.  For example

· Describe the product produced or assessed by each task.

· List product sizes for the modules, components, and system.

	Productivity Analysis
	When you have historical productivity data and a size estimate, you can make more accurate plans.

	Productivity Contents
	In the productivity section, calculate the average, maximum, and minimum productivity rates for each project task.  For example

· requirements pages produced per hour

· high-level design classes per hour

· system test hours per KLOC

	Defect Analysis
	To plan a quality process, you need to know how many defects were injected and removed by phase.

	Defect Contents
	In the defect section, list the defect densities and injection and removal rates.  For example

· phase defect densities for modules, components, and system

· the average and range of defects injected per hour by phase

· the average and range of defects removed per hour by phase

	Yield Analysis
	To manage the product defect content throughout the development process, you need to know the process and phase yields


(continued on next page)

TSP Project Summary Report - Specification SUMMARY (continued)

	Yield Contents
	In the yield section, provide phase yield data.  For example

· defects found and missed by phase for the system, each component, and each module 

· phase yields for modules, components, and system

· cumulative process yield for each phase after coding

	Ratio Analysis
	One way to guide development work is to use time ratios.

	Ratio Contents
	In the ratio section, determine the time ratios for all design, review, and inspection phases.  For example

· requirements time to inspection time ratio

· high-level design time to requirements time ratio

· high-level design time to inspection time ratio

· detailed design time to coding time ratio

· detailed design time to review time ratio

· coding time to code review time ratio

	Rate Analysis
	Another way to manage development work is with rates.

	Rate Contents
	In the rate section, determine the review and inspection rates for every module, component, and the system.  For example, list the

· requirements inspection in pages per hour

· high-level design inspection in pages or classes per hour 

· detailed design inspection in lines per hour 

· code inspection in LOC per hour 

· You need similar rates for all reviews and inspections.

	Component Analysis
	To establish development guidelines, determine the rates and ratios that produced the best components and modules.

	Component Contents
	In the component section, list the components and/or modules with their key data.  For example

· List components in order of defect densities in system test.

· If you have the data, list the components and/or modules in order by defect densities for acceptance test or usage.

· List the design, review, and inspection ratios and rates with every component and/or module.

	Process Analysis
	Based on the data from this and other projects, establish process quality parameters.

	Process Contents
	In the process section, determine the rates and ratios needed to consistently produce quality products.  For example, determine from the component data where quality starts to deteriorate.

· requirements inspection pages per hour

· high-level design time to inspection time ratio

· detailed design time to coding time ratio

· detailed design review rate in LOC or lines per hour

· coding time to code review time ratio

· code inspection rate in LOC per hour

Document the team’s evaluation results (Form SPDE) of all approved process deviation requests (Form SPDR)


TSP+ Organizational and Project Training - Specification TRN

	Purpose
	To guide the organization in creating an organizational training program that supports the organization’s and project’s business goals and objectives by ensuring that individuals receive adequate and appropriate training.

	General
	· The TSP scripts, forms, specifications, guidelines, instructions and checklists implements a training program that addresses the knowledge and skills required by both the organization and project. 

	Levels of Training
	· Organization training is defined as training required to support the organization’s strategic business objectives and to meet the tactical training needs that are common across projects. This includes, but not limited to, process training needs based on the skills that are required to perform the organization’s set of standard processes (OSSP). Other examples of organization training include management, sexual harassment prevention, security, ethics, or any other training deemed necessary.

· Project training is defined as training required supporting specific needs of the project that are not already covered by organizational training.

	Training Requirements
	· Periodically the training manager must evaluate the current training requirements and its ability to support the organization and projects business goals and objectives.  The evaluation is accomplished by reviewing the training requests, management’s stated goals and objectives, and training survey results. The results of this evaluation should be reviewed with teams, projects, management, and the process group for completeness and approval.

· Once the type of training is identified, the format, general scope and source (internal or external) of each type of training to be conducted must be determined and planned for.  Some required training can best be delivered through an informal format such as on-the-job training. Other required skills may need to be obtained through more formal training techniques such as classroom training, computer-based training, and formal mentoring programs. 

	Configuration Control
	· Appropriate configuration controls should be used in maintaining all training products which have either been developer or acquired.

	Training Request
	· New training needs may be identified to enable an individual or group of individuals to meet a given project’s requirements.  The training manager must be able to process training requests and coordinate the development or acquisition of desired training.

	Determining Fulfillment of Training Requirements
	· A team member training log should be maintained for each individual within an organization.

· Team members should be periodically informed of unsatisfied training requirements and given opportunities to satisfy training requirement

· Evidence of an individual’s fulfillment of required training is available.

	Training Metrics
	· An individual course’s content/instruction, relevance, length/questions, and instructional material rating are generated using form SUMTRNS

· The training program’s performance is measured as part of the process group’s planning and tracking of commitments using the standard TSP planning and tracking scripts, forms, specifications, guidelines, instructions and checklists.

	Training Status
	· Training status will be reviewed with management as part of the process group’s status review (Specification STATUS) 
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