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Note: for meeting 2, the TSP launch and relaunch processes are the same.

Meeting Report - Launch Meeting 2

	Name
	
	Date
	

	Chairperson
	TSP Coach
	Location
	

	Meeting Date
	
	Time From:
	
	To:
	

	
	

	Subject/Purpose
	TSP Launch Meeting 2: To assign team roles and establish the project's goals

	

	

	Attendees
	

	Name
	Role

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Agenda
	

	Times (min.)
	Topics
	Discussion Leader

	Plan
	Start
	Stop
	
	

	10
	
	
	Agenda and meeting process
	TSP Coach

	45
	
	
	Review management's goals
	Team Leader

	45
	
	
	Define implied goals
	Team Leader

	60
	
	
	Establish team goals
	Team Leader

	50
	
	
	Select team roles
	TSP Coach

	25
	
	
	Assign goal tracking responsibility
	Team Leader

	5
	
	
	Meeting wrap-up and report
	TSP Coach

	Decisions, Actions, and Key Information

	What
	Who
	When

	Attachments: form GOALS and form ROLE
	Recorder
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


(Use additional form copies if needed.)

	TSP Launch Meeting 2 - Script LAU2

	Purpose
	To guide the team in setting goals and establishing roles

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

· Forms: GOAL, ITL, MTG, PIP, ROLE, ROLEMX

	General
	Meeting 2 generally takes 3 to 5 hours.


	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
	Review Management's Stated Goals
	The team leader leads the team in reviewing management's goals to

· get agreement on what management stated as the goals

· identify one or more measure for the key management goals

· record results on form GOAL

	4
	Implied Goals
	The team leader leads the team in defining the goals that are implied by management's stated goals. Considerations include customer satisfaction, financial performance, and competitive capability.

	5
	Team Goals
	The team leader leads the team in 

· establishing team goals to meet management's stated and implied goals

· defining product, process, quality, and project goals

· identifying one or more measures for each key team goal

· record results on form GOAL

	6
	Team Role Selection
	The team uses the procedure given with form ROLEMX to

· review the team roles

· allocate the roles among the team members

· identify an alternate for each role

· document the role assignments (form ROLE)

Note that the team leader generally is not assigned any of the TSP team roles.

	7
	Goal Tracking
	The team leader leads the team in 

· assigning team-member tracking responsibility for each goal 

· recording the assignments on form GOAL

· establishing a tracking schedule for each goal

Note that role assignments may determine goal-tracking responsibility.

	8
	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 2 activities have been completed.

· Team roles and alternates are documented (form ROLE).

· Project goals are documented (form GOAL).

· 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 Role Assignments - Form ROLE

	Name
	
	Date
	

	Project
	
	Launch/Phase
	


	Team Member Roles
	Requirements
	Design
	Implementation
	Integration and Test

	Official Team Leader
	P
	
	
	
	

	
	A
	
	
	
	

	Customer Interface
	P
	
	
	
	

	Manager
	A
	
	
	
	

	Design Manager
	P
	
	
	
	

	
	A
	
	
	
	

	Implementation
	P
	
	
	
	

	Manager
	A
	
	
	
	

	Planning Manager
	P
	
	
	
	

	
	A
	
	
	
	

	Process Manager
	P
	
	
	
	

	
	A
	
	
	
	

	Quality Manager
	P
	
	
	
	

	
	A
	
	
	
	

	Support Manager
	P
	
	
	
	

	
	A
	
	
	
	

	Test Manager
	P
	
	
	
	

	
	A
	
	
	
	

	
	P
	
	
	
	

	
	A
	
	
	
	

	
	P
	
	
	
	

	
	A
	
	
	
	

	
	P
	
	
	
	

	
	A
	
	
	
	

	
	P
	
	
	
	

	
	A
	
	
	
	

	
	P
	
	
	
	

	
	A
	
	
	
	

	
	P
	
	
	
	

	
	A
	
	
	
	

	
	P
	
	
	
	

	
	A
	
	
	
	

	
	P
	
	
	
	

	
	A
	
	
	
	

	
	
	

	
	P
	Principal responsibility for the role

	
	A
	Alternate responsibility for the role


TSP Team Role Assignments Instructions - Form ROLE

	Purpose
	This form holds data on the team role assignments.

	General
	· Make team role assignments during launch and relaunch.

· Enter the names of those assigned the principal and alternate responsibilities for each role.

· Every team member should have at least one principal or alternate team role.

· Update the form during relaunch or when roles change.

· Use form ROLEMX if necessary to help make role selections.

· See ROLE specification for the role responsibilities.

· 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.

	Team Member Roles
	List any other role assignments at the bottom of the form.

	Team Leader
	The team leader

· serves as the project and team manager

· obtains project staffing, makes job assignments, approves plans, reports status, and arranges for needed support

· leads the launch and relaunch meetings

· supports and guides the team members in doing their jobs

· usually has no other team role.

	Customer Interface Manager
	The customer interface manager

· manages requirements issues and changes

· ensures that all requirements assumptions are verified

· leads usability, installation, documentation, and training plans

	Design Manager
	The design manager

· leads the design work and controls design changes

· sets the design standards and specifications

	Implementation Manager
	The implementation manager

· leads the implementation work

· sets the implementation, size, and performance standards

	Planning Manager
	The planning manager

· guides estimating, planning, tracking, and risk management 

· establishes the standard planning framework used for developing the team and personal plans

· consolidates the team members' plans into the overall team plan

	Process Manager
	The process manager

· leads the process and procedure definition work

· manages the PIP process 

· owns and maintains the team processes

	Quality Manager
	The quality manager

· develops and tracks the quality plan and analyzes quality data 

· moderates team inspections or obtains a moderator

· alerts the team and management to likely quality problems

	Support Manager
	The support manager

· establishes the development system

· operates the configuration management, change management, and issue tracking systems

	Test Manager
	The test manager

· ensures that testing issues are considered in every phase

· leads test planning, measuring, tracking, and management

	Team Member 
	All team members do design, implementation, and testing work and support other team members as needed.


TSP Role Assignment Matrix - Form ROLEMX

	Name
	
	Date
	

	Project
	
	Launch/Phase
	


	Team Member Roles

Team Members
	Customer Interface Manager
	Design Manager
	Implementation Manager
	Planning Manager
	Process Manager
	Quality Manager
	Support Manager
	Test Manager
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


TSP Role Assignment Matrix Instructions - Form ROLEMX

	Purpose
	This form is used by the team to select team role assignments.

	General
	· Make team role assignments during launch and relaunch.

· Record the names of those assigned the principal and alternate responsibilities for each role in form ROLE.

· Every team member should have at least one principal or alternate team role.

· See ROLE specification for the role responsibilities.

· 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.

	Team Member Roles
	· The standard TSP role assignments are listed across the top of the form.

· List any other role assignments in the blank spaces at the right of the form.

	Team Leader
	· The project leader or team manager is typically designated by management before the project starts.

· The team leader usually has no other team role.

	Team Members
	List the team members in the left-hand column of the form.

	Initial Role Selection
	· Have each team member identify the two roles he or she would prefer to have.

· Label these roles with 1 or 2 for the first or second choice.

· For small teams, make a larger number of initial selections.

	Initial Role Entry
	For each team member, mark a 1 or 2 by the two roles selected by that team member (or 3, etc. for smaller teams).

	Unique Role Identification
	· Where a team member is the only one to select a role, that team member gets that assignment.

· Where a team member has two or more unique roles, he or she may choose which one to take.

	Choice Elimination
	· When a team member's role has been selected, cross off all other choices for that team member. Also cross off all selected roles.

· Next, note which team members now have unique roles selected and make appropriate assignments.

· Continue this process until either all roles have been selected or no unique choices remains.

	Duplicate Role Choices
	· Where two or more team members select the same roles, they decide with the team's assistance which will have the role.

· Where they cannot agree, the team leader, with the team's assistance, makes the final selection.

	Unselected Roles
	Similarly, where no roles have been selected, volunteers are requested from those team members with no or the fewest roles.

	Alternate Roles
	· After the roles have been selected, select an alternate for each role.

· The role alternate backs up the role manager when needed.

· Be guided by the team members' preferences in assigning the alternate roles.


TSP Team Goals - Form GOAL

	Name
	
	Date
	

	Project
	
	Launch/Phase
	

	
	

	
	Measures
	Tracking

	Goal
	Goal
	Actual
	Responsibility

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


TSP Team Goals Instructions - Form GOAL

	Purpose
	Use this form to record the team's goals.

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

	Goal-setting Process
	In establishing goals, follow these guidelines.

· Start with management's and marketing’s or customer’s stated goals.

· Identify implied goals.

· Define the team goals required to meet stated and implied goals.

	Implied Goals
	Some goals seem too obvious to state.  Examples include:

· Produce a product that works reliably and consistently.

· Provide a product that is safe, does not damage people or property, and is protected against anticipated failures.

· Respond to customer requests with sufficient reports and information to keep them satisfied with the team's work.

	Team Goals
	In establishing goals, examine each stated and implied goal and ask what would have to happen for this result to be assured. 

· What must the team do to assure that this goal is met?

· Define team goals that require that these actions be taken.

	Example Team Goals
	· Provide a highly usable and convenient system.

· Deliver the product on time and at planned costs.

· Produce a defect-free product.

· Reduce development cycle time.

· Keep management and the customer fully informed of project status.

	Measures: Goal
	Try to define one or more measurements for every goal.

· Sometimes, the goal will be readily measurable.

· Often, indirect or opinion measures will be needed.

· For every goal, specify how to determine if it was met.

	Example Measures
	Possible measures for the above example goals include,

· Establish user performance targets and run usability tests to measure the performance and reaction of typical users.

· Measure cost and schedule performance against the plan.

· Set percent defect free (PDF) targets and track through development, test, acceptance, and use.

· Measure how often specific managers must ask about project status rather than being informed in advance. 

	Measures: Actual
	At project completion or whenever the data are available, measure and enter actual performance against each goal.

	Responsibility
	· Name the team member or role manager responsible for tracking and reporting on each goal.

· In the weekly meeting, report status against all goals as soon as performance measures are available.


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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