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Note: for meeting 6, the TSP and TSPm launch and relaunch processes are the same.

Meeting Report - Launch Meeting 6

	Name
	
	Date
	

	Chairperson
	TSP Coach
	Location
	

	Meeting Date
	
	Time From:
	
	To:
	

	
	

	Subject/Purpose
	TSP Launch Meeting 6: To produce a bottom-up plan for each team member

	for the next phase or cycle

	

	Attendees
	

	Name
	Role

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Agenda
	

	Times (min.)
	Topics
	Discussion Leader

	Plan
	Start
	Stop
	
	

	10
	
	
	Agenda and meeting process
	TSP Coach

	90
	
	
	Allocate next-phase tasks
	Team

	70
	
	
	Team members produce individual plans
	Team

	50
	
	
	Balance the team's workload
	Team

	15
	
	
	Document the next-phase plan
	Planning Manager

	5
	
	
	Meeting wrap-up and report
	TSP Coach

	
	
	
	
	

	
	
	
	
	

	Decisions, Actions, and Key Information

	What
	Who
	When

	Completed and balanced plans for every engineer 
	
	

	(TASK and SCHED templates)
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


(Use additional form copies if needed.)

	TSP Launch Meeting 6 - Script LAU6

	Purpose
	To help the team produce a balanced next-phase or cycle plan

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

· Documented process, quality, and support plans are available.

· Documented overall plan has been prepared.

· Overall and next-phase or cycle effort estimates are available.

· Forms: CIBPS, SCHED, TASK, INV, ITL, MTG, PIP, SUMP, SUMQ, SUMS

	General
	Meeting 6 generally takes 3 to 5 hours, depending on team size, project status, product complexity, and team TSP experience.


	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
	Allocate Tasks to Team Members
	· The team allocates the tasks for the next phase or cycle to individual team members using the following guidelines.

The team and team leader review the tasks for the next phase, and allocate these tasks among the team members.

The team may do load balancing during task allocation, or may do load balancing after each team member has produced their individual plans.

· To maintain a balanced workload while allocating tasks, the team works through the plan one week at a time.

agrees on which team member will do each task

maintains a balanced workload among the team members

	4
	Build Bottom-up Plans
	· Using personal data where possible, each team member

assesses his or her work and adds any role tasks

subdivides tasks longer than about 10 hours into smaller steps 

produces personal task, schedule, and earned value plans

	5
	Review and Rebalance Team Workload
	The planning manager leads the team review of the bottom-up plans.

· ensures that the quality criteria are met

· resolves conflicts, duplications, dependency issues, and critical path conflicts

· rebalances tasks until a minimum schedule is achieved 

	6
	Produce the Next-Phase or Cycle Development Plan
	The planning manager combines the bottom-up plans and generates the consolidated next-phase or cycle team plan, which contains

· consolidated team size estimates on form SUMS

· combined team plan on TASK and SCHED forms

· a team earned-value plan for tracking planned value, earned value, and projected earned value by week for the next phase or cycle

· an optional Gantt schedule for the next phase or cycle

· SUMP and SUMQ forms with size, resource, and quality data for the system and its components (as appropriate for the phase)

In the event that all cost, schedule, and functionality goals are not met, consider alternative plans (i.e., increase cost to meet schedule and functionality, or reduce functionality to meet cost and schedule constraints) to present to management.


(continued on next page)
	TSP Launch Meeting 6 - Script LAU6 (continued)

	Step
	Activities
	Description

	7
	Identify CI Release Dates
	The planning manager leads the team in reviewing the current project plan to identify completion dates for all new and modified configuration items. 

The support manager records all expected CI release dates in form CIBPS.

	8
	Launch Meeting Documentation
	The recorder completed 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 6 activities have been completed.

· Detailed next-phase or cycle plans for each team member and the team are documented (forms INV, SUMP, SUMQ, TASK, SCHED).

· 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 manger has copies of all meeting products.


Meeting Report – TSPm Launch Meeting 6A

	Name
	
	Date
	

	Chairperson
	TSP Coach
	Location
	

	Meeting Date
	
	Time From:
	
	To:
	

	
	

	Subject/Purpose
	TSPm Launch Meeting 6A:  The leadership team meets to review launch

	status and resolve issues

	

	Attendees
	

	Name
	Role

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Agenda
	

	Times (min.)
	Topics
	Discussion Leader

	Plan
	Start
	Stop
	
	

	5
	
	
	Meeting roles and process
	TSP Coach

	5
	
	
	Meeting agenda
	Project Manager

	15
	
	
	Review launch status 
	Team Leaders

	20
	
	
	Review issues 
	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.)

Meeting Report – TSPm Launch Meeting 6B

	Name
	
	Date
	

	Chairperson
	TSP Coach
	Location
	

	Meeting Date
	
	Time From:
	
	To:
	

	
	

	Subject/Purpose
	TSPm Launch Meeting 6B:  Each TSPm planning role manager team meets to

	review, balance, and consolidate the team’s detailed next phase or cycle plans.

	

	Attendees
	

	Name
	Role

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Agenda
	

	Times (min.)
	Topics
	Discussion Leader

	Plan
	Start
	Stop
	
	

	5
	
	
	Meeting roles and process
	TSP Coach

	5
	
	
	Meeting agenda
	TSP Coach

	15
	
	
	Review the team detailed plans
	Lead Role Manager

	20
	
	
	Identify any workload imbalances
	Lead Role Manager

	30
	
	
	Recommend ways to balance the team workload
	Lead Role Manager

	10
	
	
	Decide on the report to the leadership team
	Lead Role Manager

	5
	
	
	Launch meeting documentation
	Lead Role Manager

	
	
	
	
	

	
	
	
	
	

	Decisions, Actions, and Key Information

	What
	Who
	When

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


(Use additional form copies if needed.)

	TSPm Launch Meeting 6B - Script LAU6B

	Purpose
	The planning manager team meets to

· identify project imbalances that require resource adjustment 

· produce a consolidated detailed team plan for the next phase or cycle

	Entry Criteria
	· All the team members for all the teams have produced detailed plans for the next project phase or cycle.

· The planning managers have these detailed plans.

· For distributed teams, remote planning managers participate via telephone or videoconference.

· A TSP coach is available to guide the planning manager team meeting.

· Forms: MTG, ITL

	General
	· Meeting 6B follows launch meeting 6, with the specific time depending on the availability of all team members and a TSP coach.

· Meeting 6B takes from 1 to 2 hours.


	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 Overview
	The TSP coach reviews the purpose of the meeting and the results to be produced.

	3
	Review Team Plans
	The lead planning manager leads the team in 

· reviewing the detailed plans for each sub-team

· identifying imbalance problems that might impact other teams

· deciding what changes are required to balance the overall team plan

· assigning responsibility for making these changes 

· listing each change as an issue in ITL

	4
	Consolidate Team Plans
	The lead planning manager leads the team in 

· deciding which sub-team detailed plans should be consolidated

· assigning responsibility for making these consolidations

	5
	Other Items
	The lead planning manager leads the team in 

· identifying any other planning issues that need attention across the teams

· deciding how to handle these issues

· assigning responsibilities for handling and tracking these issues

· recording each issue in the ITL

	6
	Reporting
	The lead planning manager leads the team in 

· deciding what items should be reported to the leadership team

· preparing the report

· deciding how and when to present the report

	7
	Launch Meeting Documentation
	The recorder gives the completed form MTG to the lead planning 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
	· Team workload imbalances identified and responsibilities defined.

· Consolidated plan prepared or assignments made to prepare it.

· All issues have been recorded (form ITL).

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


TSP Plan Summary - Form SUMP

	Name
	
	Date
	

	Project
	
	Launch/Phase
	

	Part/Assembly
	
	Assembly Level 
	


	Summary
	Plan
	
	Actual

	CPI(Cost-Performance Index)
	
	
	

	LOC/Hour
	
	
	

	% Reuse (% of Total LOC - T)
	
	
	

	% New Reuse (% of N&C LOC - N)
	
	
	

	Product Size 
	Plan
	
	Actual

	Requirements pages (SRS)
	
	
	

	High-level design pages (SDS)
	
	
	

	Detailed design lines
	
	
	

	Base LOC (B) (measured)
	
	
	

	  Deleted LOC (D) 
	
	
	

	
	(Estimated)
	
	(Counted)

	  Modified LOC (M)
	
	
	

	
	(Estimated)
	
	(Counted)

	  Added LOC (A)
	
	
	

	
	(N-M)
	
	(T-B+D-R)

	  Reused LOC (R)
	
	
	

	
	(Estimated)
	
	(Counted)

	Total New & Changed LOC (N)
	
	
	

	
	(Estimated)
	
	(A+M)

	Total LOC (T)
	
	
	

	
	(N+B-M-D+R)
	
	(Measured)

	Total New Reuse LOC
	
	
	

	Estimated Object LOC (E)
	
	
	

	Size UPI (70%)
	
	
	

	Size LPI (70%)
	
	
	

	Time in Phase (hours)
	Plan
	
	Actual
	
	Actual %

	  Launch and planning
	
	
	
	
	

	  Requirements
	
	
	
	
	

	  System test plan
	
	
	
	
	

	  Requirements inspection
	
	
	
	
	

	  Relaunch and planning
	
	
	
	
	

	  High-level design
	
	
	
	
	

	  Integration test plan
	
	
	
	
	

	  High-level design inspection
	
	
	
	
	

	  Relaunch and planning
	
	
	
	
	

	  Detailed design
	
	
	
	
	

	  Detailed design review
	
	
	
	
	

	  Test development
	
	
	
	
	

	  Detailed design inspection
	
	
	
	
	

	  Code
	
	
	
	
	

	  Code review
	
	
	
	
	

	  Compile
	
	
	
	
	

	  Code inspection
	
	
	
	
	

	  Unit test
	
	
	
	
	


(continued on next page)

TSP Plan Summary - Form SUMP (continued)

	Part/Assembly
	
	Date
	


	Time in Phase (hours) (Continued)
	Plan
	
	Actual
	
	Actual %

	  Relaunch and planning
	
	
	
	
	

	  Build and integration
	
	
	
	
	

	  System test
	
	
	
	
	

	  Postmortem
	
	
	
	
	

	    Total
	
	
	
	
	

	Time UPI (70%)
	
	
	
	
	

	Time LPI (70%)
	
	
	
	
	

	Defects Injected
	Plan
	
	Actual
	
	Actual %

	  Requirements
	
	
	
	
	

	  Requirements inspection
	
	
	
	
	

	  High-level design
	
	
	
	
	

	  High-level design inspection
	
	
	
	
	

	  Detailed design
	
	
	
	
	

	  Detailed design review
	
	
	
	
	

	  Detailed design inspection
	
	
	
	
	

	  Code
	
	
	
	
	

	  Code review
	
	
	
	
	

	  Compile
	
	
	
	
	

	  Code inspection
	
	
	
	
	

	  Unit Test
	
	
	
	
	

	  Build and integration
	
	
	
	
	

	  System test
	
	
	
	
	

	    Total Development
	
	
	
	
	

	Defects Removed
	Plan
	
	Actual
	
	Actual %

	  Requirements
	
	
	
	
	

	  System test planning
	
	
	
	
	

	  Requirements inspection
	
	
	
	
	

	  High-level design
	
	
	
	
	

	  Integration test planning
	
	
	
	
	

	  High-level design inspection
	
	
	
	
	

	  Detailed design
	
	
	
	
	

	  Detailed design review
	
	
	
	
	

	  Test development
	
	
	
	
	

	  Detailed design inspection
	
	
	
	
	

	  Code
	
	
	
	
	

	  Code review
	
	
	
	
	

	  Compile
	
	
	
	
	

	  Code inspection
	
	
	
	
	

	  Unit Test
	
	
	
	
	

	  Build and integration
	
	
	
	
	

	  System test
	
	
	
	
	

	    Total Development
	
	
	
	
	

	  Acceptance test
	
	
	
	
	

	  Product life
	
	
	
	
	


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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