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TSP+ Forms

All the TSP, TSPm, and TSP+ forms are given here in the alphabetical order of their abbreviations. Each form has an instruction that is on the immediate following page. The forms titled with TSP are core TSP forms which may have additional changes made for TSP+.  The forms titled TSP+ are add-on forms used to address other aspects of a mature software development organization.
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TSP+ Configuration Change Request Form - Form CCR

	Name
	
	Date
	

	E-mail
	
	Organization
	

	Project
	
	Launch/Phase
	


	CI Number
	
	Priority
	

	CCR Title
	

	

	Change Information

	Reason for Change

	

	

	

	

	

	

	Change Impact

	

	

	

	

	

	

	Change Description

	(For source code, reference requirements and attach listing; for code changes, include defect number [if any] and listing of changed and unchanged program segment.)

	

	

	

	

	

	

	When completed and reviewed, submit to the Support Manager or CMC and keep a copy.

	Do not write below this line.

	CCR Control #
	
	Priority
	

	Received
	
	Approved
	

	Evaluated
	
	Returned
	

	Product Owner
	
	Disapproved
	

	Effort Involved
	
	Implemented
	

	Comments/Information needed

	

	

	

	

	

	Approvals

	Product Owner
	
	Date
	

	Role Manager
	
	Date
	

	CCB
	
	Date
	


TSP+ Configuration Change Request Form Instructions - Form CCR

	Purpose
	· To provide a way to record configuration change request

· To maintain the integrity of work products currently under configuration control

	General
	Use the CCR form to

· describe the required change(s) to an item under configuration control

· record the rational for making the change(s)

· assign responsibility for making change(s)

· set priority for make change(s)

For changes to the OSSP, and / or PSSP, the SPDR and LOGSPDR performs the role of, and substitutes, the configuration change request forms and associated process (forms CCR and LOGCCR).

	Header
	· Enter your name, date, e-mail and organization.

· Provide the current project name and launch/phase the project is in.

	CI Number
	Provide the CI number for the configuration item being addressed by this change request.

	Priority
	· Indicate if CCR priority as urgent, important, or routine.

· Explain the reason for this priority under “Change Impact.”

	CCR Title
	Create a title for the CCR.

	Reason for Change
	Describe why the change is required. 

	Change Impact
	Where you can, reference other configuration items that will be impacted by this change and what is being done to address the impact.

	Change Description
	Describe the change being requested. Be as specific as possible.

	When Completed
	After you have completed the CCR, keep a copy and submit a copy to your team’s support manager or configuration management coordinator (CMC).

	Support Manager or Configuration Management Coordinator (CMC)
	· Review the CCR.

· Evaluate the CCR for completeness. If incomplete return for more information

· Enter CCR into LOGCCR and allocate unique CCR Control #

· Enter date received

· Identify Product Owner

· Identify Role Manger.  (For example: If the CCR impacts the code, then the implementation manager should evaluate CCR. etc.)

· Obtain Product Owner and Role Manager’s approval of CCR.

· Once approval of CCR is obtained from the Product Owner and the Role Manager, submit CCRs to the CCB for disposition.

· Record CCB’s initial evaluation date.

	Product Owner
	· Review the CCR.

· Evaluate the CCR for completeness. If incomplete return to support manager, or CMC, for more information.

· Provide initial estimate of effort involved in implementing the change.

· Record any relevant comments.

· If you concur with this change, sign and date approval line.

· Return CCR to Support Manager or CMC.

	Role Manager
	· Review the CCR for completeness in regards to your respective role. If incomplete return to support manager, or CMC, for more information. 

· Record any relevant comments.

· If you concur with this change, sign and date approval line.

· Return CCR to Support Manager or CMC.


(continued on next page)

TSP+ Configuration Change Request Form Instructions - Form CCR (continued)

	Configuration Control Board (CCB)
	· Review the CCR.

· Evaluate the CCR and determine disposition (Approved, Returned, Disapproved, or Implemented). 

· Set priority as urgent, important, or routine.

· Record any relevant comments.

· If you concur with this change, sign and date approval line.

· Track status of CCR to closure (Disapproved or Implemented).


TSP Checkpoint Team Member Data Review Form – Form CHECKTMDR

	Team Member Name:
	

	Team Name: 
	

	Role:
	

	Date Checkpoint Review Conducted:
	

	Coach Name: 
	


	Time Logging
	Observations

	Are times mostly recorded as the work is done?
	

	Is interrupt time tracked appropriately?
	

	Is comment field used to help guide and remind member of work?
	

	Other observations and questions for team member

	

	

	


	Defect Logging
	Observations

	Do all defects have required data?
	

	Were defect injected before they were removed?
	

	Does every defect have a fix time?
	

	Do defects injected in compile and tests have fix numbers?
	

	Are defects adequately described?
	

	Are defect types consistent with descriptions?
	

	Are defect types consistent with phase injected?
	

	Are defect types assigned consistently?
	

	Other observations and questions for team member

	

	

	


	Defect Log and Time Log Consistency
	Observations

	Are defects being recorded for personal reviews and inspections?
	

	Are defects being recorded for tests?
	

	Are defects removed consistent with compile and test phase time and program size?
	

	Is total compile defect fix times less than compile time?
	

	Is total test defect fix times less than test time?
	

	Are defect dates and phases consistent with the time log?
	

	Other observations and questions for team member

	

	

	


(continued on next page)
TSP Checkpoint Team Member Data Review Form – Form CHECKTMDR (continued)

	Tasks
	Observations

	Are all tasks < one week of effort in the next 2-4 weeks?
	

	Are all tasks following a process as defined in the PSSP?
	

	Is the number of open task hours < 5% of the plan?
	

	Are all open tasks hours < one week of effort?
	

	Other observations and questions for team member

	

	

	

	


	Schedule
	Observations

	Is vacation or other significant things scheduled?
	

	Is the next launch or re-launch scheduled?
	

	Other observations and questions for team member

	

	

	

	


	Quality
	Observations

	Are actual phase yields close to or exceeding plan yields?
	

	Are actual defect injections lower than or close to planned inject rates? 
	

	Are review rates appropriate?
	

	Do designs conform to team design standards?
	

	Does code conform to team coding standards?
	

	Is their evidence that checklists are being used in personal reviews?
	

	Are review rates for inspections appropriate?
	

	Are checklists being used in performing inspections?
	

	Are Process Quality Indicator ratios close to expected?
	

	Are the actual phase yields reasonable?
	

	Are checklists up to date?
	

	Are reviews and inspections being done properly?
	

	Other observations and questions for team member

	

	

	

	


(continued on next page)

TSP Checkpoint Team Member Data Review Form – Form CHECKTMDR (continued)

	Week
	Observations

	Is current plan date not > 1 week later than baseline date?
	

	Is predicted date not > 2 weeks later than baseline date?
	

	Is growth > 5% of plan?
	

	Are schedule hours this cycle to date < 10% of plan?
	

	Are to date hours for task completed > 10% of plan?
	

	Are milestone dates being met?
	

	Other observations and questions for team member

	

	

	

	


	Summary Data
	Observations

	Are actual sizes being recorded?
	

	Other observations and questions for team member

	

	

	

	


	Project Overview
	Observations

	Baseline Plan End Date
	

	Current Plan End Date
	

	Predicted End Date
	

	Earn Value Per Week (are most weeks ahead or behind baseline?)
	

	Did the current plan change a lot from the baseline?
	

	How many actual hours are ahead of / behind plan?
	

	Defects removed by phase (are they tracking defects? How does actual defects removed by phase compare to plan?)
	

	Other observations and questions for team member

	

	

	

	


(continued on next page)

TSP Checkpoint Team Member Data Review Form – Form CHECKTMDR (continued)

	Role Data (Scripts and Forms)
	Observations

	Is the team member performing all the responsibilities outlined in the role specification?
	

	Is the team member following all the scripts for which they are responsible?
	

	Are all the forms for which the team member is responsible being completed and maintained correctly?
	

	Other observations and questions for team member

	

	

	

	

	

	

	

	

	

	


TSP Checkpoint Team Member Data Review Form Instructions – Form CHECKTMDR
	Purpose
	To provide the TSP coach with a mechanism for systematically reviewing team member data and recording one-on-one interview discussions with team members

	General
	· The coach is responsible for ensuring that confidentiality is maintained. No individual statements by any individual team member are to be reported to anyone else. Only issues that are shared by multiple team members are to be reported.

· In general, the analysis of team member data is very context sensitive. Thus, the review of team member data should generate many questions that only the team member themselves can answer. Only after the context of the data is understood can true conclusions be made about the data.

· The questions provided in this form are designed to systematically walk the coach through the TSP data. It is not a complete list of questions. Other questions can and should be asked.

·  Note that this form is typically used as a template in a spreadsheet or database.

	Header
	· Enter team member’s name.

· Enter name of the team the member’s data is associated with.

· Enter the team member’s role assignment(s).

· Enter date(s) checkpoint review was conducted.

· Enter the name of the TSP Coach performing the checkpoint.

	TSP Coach
	· Review team member data and record answers to questions provided and observations made while analyzing the team member’s TSP data in the space provided.

· When analysis is complete, meet with team member to discuss observations and answer questions discovered while analyzing the team member’s data.  Questions about the team member’s data can best be answered by showing the team member the data in question directly in the TSP tool.

· Record information provided by the team member during the interview process in the “Other observations and questions for team member” space provided.

· After all data analysis and interviews are completed, consolidate finding in a Checkpoint Report (see TSP Checkpoint Report Guideline).

· Answer any questions the team member might have about the data or processes being used.


TSP+ Configuration Item Baseline, Plan, and Status Form - Form CIBPS

	Organization
	
	Page Number
	

	Project
	
	Launch/Phase
	


	Baseline

CI
Number
	CI Title
	Product
Owner
	Criteria for determining when

 to place new or modified item under configuration management
	Expected Release Date
	Actual

Release

Date
	New

CI

Number

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


TSP+ Configuration Item Plan, Status, and Baseline Form Instructions - Form CIBPS

	Purpose
	· To provide the team with a mechanism for establishing a configuration baseline, planning changes to existing configuration items and the creating of new configuration items, tracking the completing status of configuration item changes and creation

	General
	Use the CIBPS form to

· establish the project’s baseline for a given Launch/Phase

· establish criteria for determining when to place new or modified items under configuration management control

· communicate configuration item status with team members and multiple levels of management

Note that this form is typically used as a template in a spreadsheet or database.

	Header
	· Enter name of organization and page number.

· Provide the current project name and launch/phase the project is in.

	Baseline CI Number
	· Enter the CI Number of the configuration item being used as the project’s baseline.

· For new items to be placed under configuration during this project’s launch/phase, enter “New.”

	CI Title
	Enter the Configuration Item’s title.

	Product Owner
	Enter the name of the configuration item owner, as identified by the team for the given configuration item.

	Criteria for Determining When to Place New or Modified Item Under Configuration Management
	Record the established criteria for determining when to place the new or modified item under configuration management control

	Expected Release Date
	Enter the planned date for completing the identified modifications to an existing configuration or the completion of a new item to be placed under configuration management.  

	Actual Release Date
	Record the configuration item’s released date as recorded on the LOGCI form. 

	New CI Number
	Enter the configuration item’s control number, which contains the planned material, as it is recorded on the corresponding approved CIR from.


TSP+ Configuration Identification Release Form - Form CIR

	Organization
	
	Date
	

	Project
	
	Launch/Phase
	


	CI Number
	

	CI Title
	

	
	

	Release Type
	
	Initial
	
	Revision
	
	Version
	
	Rescind the release

	

	Requested Release or Rescinding Description:

	If applicable, list CCR Control #s or SPDR Control #s implemented in this release.

	

	

	

	

	

	

	

	

	

	

	

	

	When completed and reviewed, submit to the Support Manager or CMC and keep a copy.

	Do not write below this line.

	Approval / Disapproval Reasoning

	

	

	

	

	

	

	Approvals

	Product Owner
	
	Date
	

	Quality Manager
	
	Date
	

	Process Manager
	
	Date
	

	CCB
	
	Date
	


TSP+ Configuration Identification Release Form Instructions - Form CIR

	Purpose
	To provide the team with a mechanism for final approval or rescinding of the release of any configuration item.

	General
	Use the CIR form to

· obtain approval for the release of a configuration item

· maintain historical lineage of a configuration item

	Header
	· Enter name of organization and date of CIR submittal.

· Provide the current project name and launch/phase the project is in.

	CI Number
	Enter the CI Number assigned to the configuration item in LOGCI

	CI Title
	Enter the Configuration Item’s title.

	Release Type
	Select release type (Initial, Revision, Version, or Rescind the release)

	Requested Release or Rescinding Description
	· Provide description of why the configuration item is being released or rescinded.

· If applicable list CCR Control #s or SPDR Control #s implemented in this release.

	Approval/Disapproval Reasoning
	Capture any relevant information regarding the approval or disapproval of the configuration item’s release or rescindment.

	Product Owner
	· Verify that configuration item has met the criteria for placement under configuration management as documented on the CIBPS form.

· Record any relevant comments.

· If you concur with the release of the configuration item, sign and date the approval line.

	Quality Manager
	· Review the CIR

· verify that the configuration item is of high quality

· verify that the configuration item was effectively reviewed and inspected according to the team’s plan.

· Record any relevant comments.

· If you concur with the release of the configuration item, sign and date the approval line.

	Process Manager
	· Review the CIR

· verify that the configuration item was created using the team’s defined processes

· verify that the configuration item complies with any applicable team specification(s).

· Record any relevant comments.

· If you concur with the release of the configuration item, sign and date the approval line.  

	CCB
	· Review and evaluate the CIR and determine final disposition (Approved or Disapproved).

· Record any relevant comments.

· If you concur with the release of the configuration item, sign and date the approval line.


TSP+ Decision Analysis and Resolution Form - Form DAR

	Decision Owner
	
	Date
	

	E-mail
	
	Organization
	

	Project
	
	Launch/Phase
	


	Decision Title
	

	Decision Participants
	

	

	

	Decision Stakeholders
	

	

	

	

	Definition of Issue

	

	

	

	

	

	

	Alternative Solutions

	1.
	
	3.
	

	2.
	
	4.
	


	Evaluation Criteria
	Factor
	Method
	Solution 1
	Solution 2
	Solution 3
	Solution 4

	
	
	
	Rank
	Score
	Rank
	Score
	Rank
	Score
	Rank
	Score

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Total Score
	---
	
	---
	
	---
	
	---
	


	Final Solution
	

	Solution Justification

	

	

	

	

	

	

	

	

	

	

	Approvals

	Decision Owner
	
	Date
	

	Process Manager
	
	Date
	


TSP+ Decision Analysis and Resolution Form Instructions - Form DAR

	Purpose
	To provide a mechanism for documenting the formal evaluation and selection of a solution to a defined issue.

	General
	· Care should be taken to limit the use of the DAR process (script DAR) to key decisions, so as to not impede progress. 

· Note that this form is typically used as a template in a spreadsheet or database.

	Header
	· Enter the decision owner’s name, date, e-mail and organization.

· Provide the current project name and launch/phase the project is in.

	Decision Title
	Create title for decision that needs to be made.

	Decision Participants
	List the names of all participants that will assist in evaluating the alternative solutions.

	Decision Stakeholders
	List the names of all stakeholders, which is anyone affected by the decision but who will not participate in the decision making process.

	Definition of Issue
	Provide a clear definition of the issue requiring a decision as to which solution is preferable.

	Alternative Solutions
	In the space provide list between 2 to 4 of the identified alternative solutions to the defined issue that have been selected for further evaluation.

	Evaluation Criteria
	· In the space provided list between 2 to 7 evaluation criteria to be used to evaluation the alternative solutions.

· Typical evaluation criteria used to evaluate alternative solutions include, but are not limited to: cost, schedule, risk, performance, reliability, reusability, efficiency, maintainability, scalability, and portability.

	Factor
	· The factor is used to more accurately reflect the driving factors of the project or team. For each evaluation criteria, select a factor between 1 and 5. (The larger the factor, the more important that criteria is to the project or team. Some evaluation criteria may be considered equally important, in which case, the same factor is assigned to both criteria.)

· Enter the factor for each corresponding evaluation criteria in the space provided.

	Method
	· Typical methods used to evaluate alternative solutions include, but are not limited to: cost study/model, simulation, prototypes, benchmarks, trade studies, extrapolation based on experience and open discussion, user comments, testing, data comparison, feature comparison, and analysis of solutions to similar problems.

· Enter the selected method for each corresponding evaluation criteria in the space provided.

	Rank
	· For each alternative solution assign a unique ranking of 1 to 4 for each evaluation criteria, with 1 as the worst-ranked solution and 4 being the best-ranked solution.

· Enter the ranking in the spaces provided.

	Score
	· Calculate the score for each solution by multiplying the factor and rank of each evaluation criteria and recoding the product in the space provided.

· In the spaces provided enter the sum of the evaluation criteria scores for of each solution.

	Final Solution
	· Enter the solution with the highest total score.

· In the event of a tie between multiple solutions, the solution with the best ranking for the most important evaluation criteria should be selected.


(continued on next page)
TSP+ Decision Analysis and Resolution Form Instructions - Form DAR (continued)

	Solution Justification
	Provide justification of selected solution based on the data collected in relation to the evaluation criteria and associated methods selected.

	Decision Owner
	· Follow all the steps defined in script DAR.

· Once a solution has been selected and all corresponding data has been assembled, review decision with all relevant stakeholder for concurrence.

· Once concurrence is obtained, sign and date form and provide DAR data package to process manager for review.

	Process Manager
	· Review all the DAR material provided for completeness. If incomplete return for more information. The data package should include all information needed to reproduce the results and derive at the same conclusion.

· If data package is complete, sign and date form and place entire data package under formal configuration management.


TSP Defect Report - Form DEFECT

	Problem Report

	Originator
	
	Date
	

	Product
	
	Phase
	

	Problem Record
	Number
	
	Severity
	
	Category
	

	

	Problem Description

	Briefly describe the problem encountered and its impact.

	Include or attach sufficient data to recreate the problem.  Where you know a fix, describe it.

	

	

	

	

	

	

	Total time spent on problem (hours)
	

	

	Fix Report

	Team Member
	
	Date
	

	Product
	
	Component
	

	Defect Number
	
	Defect Type
	

	Phase Injected
	
	Phase Removed
	

	Fix Size (LOC)
	
	Team Member Fix Time
	

	Fix Defect Number
	
	Fix Category
	

	

	Fix Description

	Describe the changes made as completely as possible, including affected programs, dependencies, etc.

	

	

	

	

	

	

	

	

	

	When fix completed and reviewed, submit this form to the change control board.

	Do not write below this line.

	Fix Control #
	
	Date Verified
	

	Date Distributed
	
	Date Installed
	

	Notification
	
	Date Closed
	

	Prerequisites
	


TSP Defect Report Instructions - Form DEFECT

	Purpose
	· Record program problem and fix data on this form.

· Use the form for all defects reported during integration testing, system testing, acceptance testing, and customer installation and use.

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

	Problem Report
	In completing the problem report, the problem originator enters

· his/her name and the date

· the name and/or number of the product component and/or module where the problem was encountered

· the phase where the problem was found (system test, use, etc.)

	Problem Record
	· Number: enter a serial identification number for each problem.

· Severity: the problem originator enters the severity.

· C (critical): System operation is not possible.

· S (serious): System operation is possible but limited.

· U (usable): The problem can be bypassed

· M (minor): The problem is not operationally significant.

· Category: the team member making the fix enters the category.

· V (defect): a valid software defect

· D (duplicate): a previously reported defect

· I (invalid): any other problem report

· Invalid categories

· user error: the user made an error in using the system.

· non-software problem, e.g. hardware or other software 

· a product suggestion

	Problem Description
	· Describe the problem in as much detail as possible.

· Provide system or application data for problem recreation.

· If you know a fix or bypass, describe it.

· Record the total time spent on the problem.

	Fix Report
	· In completing the fix report, the development team member enters

· his/her name and the date

· the product name and the component or module fixed 

· the defect number, type, phase injected, and phase removed

· the total time diagnosing and fixing the problem and fix size 

· If it is a fix defect, the team member records the prior fix number.

· The team member enters the fix category.

· major: any change that will affect the program source 

· minor: any change that will not affect the program source

	Fix Description
	· Describe the defect and fix in sufficient detail to permit later analysis to determine problem cause and problem prevention.

· Note any dependencies on fixes, features, or configuration.

	Fix Control
	Use the bottom section of the form for tracking and managing the fix process.


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 Inspection Report - Form INS

	Name
	
	Date
	

	Project
	
	Team
	

	Product
	
	Phase
	

	Moderator
	
	Producer
	

	
	

	Inspection Summary
	
	Product Size
	
	Size Measure
	

	Total Defects for A
	
	Total Defects for B
	
	C (# common)
	

	Total Defects (AB/C)
	
	Number Found (A+B-C)
	
	Number Left
	

	Meeting Time
	
	Total Inspection Hours
	
	Overall Rate
	

	
	

	Reviewer Data
	

	Name
	Defects
	Preparation Data
	Est.

	
	Major
	Minor
	Size
	Time
	Rate
	Yield

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Totals
	
	
	
	
	
	

	

	Defect Data
	Defects 
	Reviewers (finding major defects)

	No.
	Defect Description
	Maj
	Min
	
	
	
	
	A
	B

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	Page Totals
	
	
	
	
	
	
	

	Page Unique Defects
	
	
	
	
	
	
	


TSP Inspection Report Instructions - Form INS

	Purpose
	· Use this form to gather and analyze inspection data.

· These data must be gathered during the inspection as they cannot generally be obtained later.

	General
	· Record the preparation data at the beginning of the inspection meeting.

· Complete the inspection data at the end of the inspection meeting.

· It is helpful to have line and page numbers on the printed product text.

	Major/Minor Defects
	· Major defects: where the fix will change the design or code

· Example: a requirements defect necessitating code changes

· Example: a coding change requiring an added semicolon

· Minor defects: all other defects

· Example: a comment, documentation, or code format change

	Header
	· Enter your name, the project name, team name, and the date.

· Enter the names of the moderator and producer. 

· Also enter the product and the process phase it is in or completing.

	Reviewer Data: Preparation
	· For each reviewer, enter the reviewer’s name and preparation time.

· the major and minor defects the reviewer found in preparation

· the LOC, lines, or pages each reviewer inspected (to save time, reviewers may concentrate on program sections)

· the preparation rate in LOC, pseudocode lines, or pages per hour

· Also calculate and enter the total preparation time, total major and minor defects found, and overall preparation rate.

	Reviewer Data: Yield
	At the end of the inspection, calculate the team and reviewer yields.

	Product Size
	· For requirements or high-level design inspections, enter the text pages.

· For detailed design inspections, enter the LOC or pseudocode lines.

· For source code inspections, enter the source LOC.

	Defect Data: Reviewers
	In the first row below the “Reviewers” heading, enter the name or initials of each reviewer who participated in the inspection.

	Defect Data: No.
	· Enter a number for each defect found in the inspection.

· It is most convenient to use the document line and page number.

	Defect Data: Defect Description
	· Describe defects and check whether major (Maj) or minor (Min). 

· For major defects, check the column for each reviewer who found that defect during inspection preparation.

	Summary: Estimate Remaining Defects
	· After all defects are entered, count the major defects each reviewer found that no other reviewer found (the reviewer's unique defects).

· Identify the reviewer who found the most unique defects.

· Check the defects that reviewer found in column A.

· In column B, check all the defects found by the other reviewers.

· Count the common defects (C for common) between columns A and B.

· The estimated number of defects in the product is AB/C.

· Round fractional results to the nearest integer.

· The number of defects found in the inspection is A+B-C.

· The number remaining is: total less the number found: (AB/C)-A-B+C.

· This defect estimate is only reliable when all the numbers A and B are greater than 4 and  A-C, and B-C are both greater than 1.  

· Even with these criteria, total defect error is likely to be 10% or more.

· Generally, the larger these numbers, the more reliable the estimate.

· If A=B=C, you have likely found all the defects.

· If several reviewers found the same largest number of unique defects, repeat these calculations, using each of these reviewers as A, and use the largest resulting number as the total defect estimate.

· Enter total meeting time, inspection hours, and inspection rate.


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 Issue and Risk Tracking Log Instructions - Form ITL

	Purpose
	Use this log to record and track project risks and issues.

· Risks or issues may affect the team or may be personal.

· Risks are uncertainties; they may or may not happen.

· Issues are certainties; without action, they will happen.

	General
	· For both risks and issues record

· a description of the risk or issue

· who is responsible for tracking each risk or issue (owner)

· data on each risk or issue, including when it is resolved 

· For risks, conduct a risk evaluation.

· Evaluate the risk in terms of likelihood and impact.

· Determine the source of the risks, which can fall within three categories; Engineering, Development Environment, and Program Constraints. For information about these categories, their associated sources and characteristics, refer to the Taxonomy-Based Risk Identification Technical Report, CMU/SEI-93-TR-6 (www.sei.cmu.edu).  

· A priority of HM would be a risk with a high likelihood of occurring and a medium impact on the project.

	Issue/Risk Tracking
	· Keep a master copy of the completed risk and issue logs in the project notebook.

· In each weekly meeting, each team member reviews the status of the risks and issues he or she is responsible for.

· In the weekly meetings, set review priorities based on issue/risk priority, flag date, and chronological age.

· For each new phase, review the flagged items for the phase.
· Note that this form is typically used as a template in a spreadsheet or database.

	No.
	Assign a control number to each risk and issue.

	Date
	Enter the date on which the risk or issue was entered in the ITL system.

	Personal/Team
	Enter an P for a personal risk or issue and a T for a team risk or issue.

	Risk/Issue
	Enter an R for a risk or an I for an issue.

	Impact
	For risks, enter the impact to the project if the risk occurs.

· H (High): high impact to the project

· M (Medium): medium impact to the project

· L (Low): low impact to the project

	Likelihood
	For risks, enter the likelihood that the risk will occur.

· H (High): high likelihood of occurring

· M (Medium): medium likelihood of occurring

· L (Low): low likelihood of occurring

	Source
	Based on the risk category, select one of the following sources of the described risk.
· Engineering: Requirements, Design, Code and Unit Test, Integration and Test, or Engineering Specialties

· Development Environment: Development Process, Development System, Management Process, Management Methods, or Work Environment

· Program Constraints: Resources, Contract, or Program Interfaces

	Owner
	Name the team member who is tracking the risk or issue.

	Description
	· Describe the risk or issue as clearly as possible. For example

· a change to be made or interface to be checked

· a requirements question to answer

· a possible delay in obtaining a support tool

· Describe the risk or issue completely enough to permit you or someone else to later take the needed action.

	Follow-up Date
	Note the date when the risk or issue should be reviewed.

	Resolved
	Record the date on which the risk or issue was resolved.


TSP+ Configuration Change Request Log - Form LOGCCR

	Organization
	
	Page Number
	

	Project
	
	Launch/Phase
	


	CCR Control

No.
	CCR Title
	CCB

Priority
	Product

Owner
	CI Number

Against
	Status
	CI

Number

Released

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


TSP+ Configuration Change Request Log Instructions - Form LOGCCR

	Purpose
	· To provide the support manager or configuration management coordinator (CMC) with a mechanism for recording and tracking all configuration change request forms (Form CCR)

· To maintain the integrity of work products currently under configuration control

	General
	· Use the LOGCCR form to

· assign unique CCR identification numbers to all CCR forms received

· maintain status of CCR

· maintain change control history of configuration items

· Note that this form is typically used as a template in a spreadsheet or database.

· For changes to the OSSP, and / or PSSP, the SPDR and LOGSPDR performs the role of, and substitutes, the configuration change request forms and associated process (forms CCR and LOGCCR).

	Header
	· Enter name of organization and page number.

· Provide the current project name and launch/phase the project is in.

	CCR Control No.
	· Enter the configuration change request number.  

· For each CCR, use a sequential number starting with 1 (or 001, etc.).

	CCR Title
	-  Enter the CCR Title as written on the CCR form.

	CCB Priority
	-  Enter the priority assigned by the CCB (Urgent, Important, or Routine).

	Product Owner
	-  Enter the product owner assigned to the particular CCR.

	CI Number Against
	· Enter the Configuration Item number the CCR was written against, as 

    specified on the CCR form.

	Status
	· Enter the CCR’s status (Received, Evaluated, Approved, Returned, 

    Disapproved, or Implemented).

-  This field should be updated whenever the CCR’s status is changed.

	CI Number Released
	· Enter the CI number of the first CI release which contains the CCR’s approved implementation.

· This field should be populated after Configuration Identification Release   Form (Form CIR) has been approved for the configuration item containing the CCR’s approved change.


TSP+ Configuration Item Log - Form LOGCI

	Organization
	
	Page Number
	

	Project
	
	Launch/Phase
	


	CI No.
	CI Title
	Release

Type
	Product
Owner
	Date

Released
	Location of CI
	Physical Configuration Audit

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


TSP+ Configuration Item Log Instructions - Form LOGCI

	Purpose
	· To provide the Support Manager or Configuration Management Coordinator (CMC) a mechanism for recording and tracking all configuration items which have been released (Form CIR)

· To maintain the integrity of work products currently under configuration control

	General
	· Use the LOGCI form to

· assign unique Configuration Item identification numbers to all configuration items identified using the Configuration Identification Release Form (Form CIR)

· maintain status and location of all configuration items

· maintain configuration history of all configuration items

· Note that this form is typically used as a template in a spreadsheet or database.

	Header
	· Enter name of organization and page number.

· Provide the current project name and launch/phase the project is in.

	CI No.
	· Enter the configuration item number for the configuration item identified of the CIR form.  

· For each CI, use the following format CI-V.R, starting with 001-0.0. A CI number is assigned to a particular configuration item when the “Initial” CIR is approved. CI numbers are assigned sequentially, starting with 001. For example, 005-0.0.  

· V and R represent the configurations item’s version and revision, respectfully.  V and R are assigned sequentially, starting with 0.0.  The V is incremented whenever a “Version” CIR is approved for an existing configuration item. For example, 005-1.0.  

· The R is incremented whenever a “Revision” CIR is approved for an existing configuration item. For example, 005-1.1.

· In the event a “Rescind the release” CIR is approved. The CI number is simply the CI Number of the configuration item being rescinded.

	CI Title
	Enter the CI Title as written on the CIR form.

	Release Type
	Enter the release type selected on the CIR form (Initial, Revision, Version, or Rescind) 

	Product Owner
	Enter the name of the configuration item owner, as identified on the CIBPS form, for the given configuration item being released.

	Date Released
	Enter the date in which all approvals are received on the CIR form.

	Location of CI
	· Enter the location in which the configuration item is stored.  

· In order to establish and maintain the integrity of the configuration item, appropriate levels of control must also be established and maintained. The levels of control should be considered when determining the storage location of the configuration item.  

	Physical Configuration Audit
	This field is reserved for the quality manager.  The quality manager will populate this field when conducting a configuration management audit (see script CMAUDIT) 


	Defect Types
	

	10 Documentation
	60 Checking

	20 Syntax
	70 Data

	30 Build, Package
	80 Function

	40 Assignment
	90 System

	50 Interface
	100 Environment


TSP Defect Recording Log - Form LOGD

	Name
	
	Date
	

	Project
	
	
	

	Part/Assembly
	
	
	


	Date
	
	Number
	
	Type
	
	Assembly
	
	Inject
	
	Remove
	
	Fix Time
	
	Fix Defect

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Description
	

	

	

	Date
	
	Number
	
	Type
	
	Assembly
	
	Inject
	
	Remove
	
	Fix Time
	
	Fix Defect

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Description
	

	

	

	Date
	
	Number
	
	Type
	
	Assembly
	
	Inject
	
	Remove
	
	Fix Time
	
	Fix Defect

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Description
	

	

	

	Date
	
	Number
	
	Type
	
	Assembly
	
	Inject
	
	Remove
	
	Fix Time
	
	Fix Defect

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Description
	

	

	

	Date
	
	Number
	
	Type
	
	Assembly
	
	Inject
	
	Remove
	
	Fix Time
	
	Fix Defect

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Description
	

	

	

	Date
	
	Number
	
	Type
	
	Assembly
	
	Inject
	
	Remove
	
	Fix Time
	
	Fix Defect

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Description
	

	

	

	Date
	
	Number
	
	Type
	
	Assembly
	
	Inject
	
	Remove
	
	Fix Time
	
	Fix Defect

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Description
	

	

	

	Date
	
	Number
	
	Type
	
	Assembly
	
	Inject
	
	Remove
	
	Fix Time
	
	Fix Defect

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Description
	

	

	


TSP Defect Recording Log Instructions – Form LOGD

	Purpose
	· Use this form to hold data on the defects you find and correct.

· Keep separate logs for each program, component, or module. 

· These data are used to complete form SUMP.

· For integration, system test, and user-reported defects, also use form DEFECT.

	General
	· Record each defect separately and completely.

· If you need additional space, use another copy of the form.

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

	Header
	· Enter your name, project name, part or assembly name, and date.

· For larger programs, keep a separate LOGD form for each component or module.

	Date
	Enter the date you found the defect.

	Number
	· Enter the defect number.  

· For each program or module, use a sequential number starting with 1 (or 001, etc.).

	Type
	· Enter the defect type from the defect type list summarized in the top left corner of the LOGD form.

· Use your best judgment in selecting which type applies.

	Assembly
	Enter the assembly name

	Inject
	· Enter the phase when this defect was injected.

· Use your best judgment.

	Remove
	· Enter the phase during which you fixed the defect.

· This will generally be the phase when you found the defect.

	Fix Time
	· Enter the time you took to find and fix the defect.  

· This time can be determined by stopwatch or by judgment.  

	Fix Defect
	· If you or someone else injected this defect while fixing another defect, record the number of the improperly fixed defect.  

· If you cannot identify the defect number, enter an X.

	Description
	Write a succinct description of the defect that is clear enough to later remind you about the error and help you to remember why you made it.


TSP+ Process Improvement Proposal Log - Form LOGPIP

	Organization
	
	Page Number
	

	Project
	
	Launch/Phase
	


	PIP Control

No.
	PIP Title
	Estimated Effort Involved
	Status
	CI

Number

Released
	Actual

Effort Involved
	Date

Done

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


TSP+ Process Improvement Proposal Log Instructions - Form LOGPIP

	Purpose
	To provide the Process Manager or PIP Coordinator a mechanism for recording and tracking all process improvement proposal forms (Form PIP)

	General
	· Use the LOGPIP form to

· assign unique PIP identification numbers to all PIP forms received

· maintain status of PIP

· Note that this form is typically used as a template in a spreadsheet or database.

	Header
	· Enter name of organization and page number.

· Provide the current project name and launch/phase the project is in.

	PIP Control #
	· Enter the process improvement proposal number.  

· For each PIP, use a sequential number starting with 1 (or 001, etc.)

	PIP Title
	Enter the PIP Title as written on the PIP form.

	Estimated Effort Involved
	Enter the estimate of the effort involved in implementing the PIP, in terms of task hours.

	Status
	· Enter the PIP’s status (Received, Evaluated, Accepted, Returned, 

    Deferred, or Done)

-  This field should be updated whenever the PIP’s status is changed.

	CI Number Released
	· Enter the CI number of the first CI release which contains the PIP’s implementation.

· This field should be populated after Configuration Identification Release,   Form – Form CIR, has been approved for the configuration item containing the PIP’s changes.

	Actual Effort Involved
	After PIP has been implemented and configured, enter the actual effort involved in implementing the PIP, in terms of task hours.

	Date Done
	Enter date the PIP’s implementation was completed and configured.


TSP+ Standard Process Deviation Request Log - Form LOGSPDR

	Organization
	
	Page Number
	


	SPDR Control

No.
	SPDR Title
	Project
	Launch/Phase
	Effected Process Asset(s)
	Status
	PIP Number Created

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


TSP+ Standard Process Deviation Request Log Instructions - Form LOGSPDR

	Purpose
	· To provide the Process Group (PG) a mechanism for recording and tracking all standard process deviation request forms (Form SPDR)

· To establish and maintain the integrity of the organizational and project’s set of standard processes 

	General
	· Use the LOGSPDR form to

· assign unique SPDR identification numbers to all SPDR forms received

· maintain status of SPDR

· maintain history of the standard processes being used.

· For changes to the OSSP, and / or PSSP, the SPDR and LOGSPDR performs the role of, and substitutes, the configuration change request forms and associated process (forms CCR and LOGCCR).

· Note that this form is typically used as a template in a spreadsheet or database.

	Header
	Enter name of organization and page number.

	SPDR Control #
	· Enter the standard process deviation request’s control number.  

· For each SPDR, use a sequential number starting with 1 (or 001, etc.).

	SPDR Title
	Enter the SPDR Title as written on the SPDR form.

	Project
	Enter the project affected by the SPDR.

	Launch/Phase
	Enter the launch or phase the project is in, as stated on the SPDR.

	Effected Process Asset(s)
	List all scripts, specifications, guidelines, instructions and checklist affected by the deviation request.

	Status
	· Enter the SPDR’s status (Received, Approved, Returned, 

    Disapproved, or Evaluated).

-  This field should be updated whenever the SPDR’s status is changed.

	PIP Number Created
	Enter the PIP control # of any PIP generated from a team’s evaluation of the given SPDR. 


TSP Time Recording Log - Form LOGT

	Name
	
	Date
	

	Project
	
	
	


	Assembly
	Phase
	Task
	Start Date and Time
	Stop Date and Time
	Int. Time
	Delta Time
	Comments

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


TSP Time Recording Log Instructions – Form LOGT

	Purpose
	· Use this form to record the time spent on each project task.

· Either keep one log and note the task and product element for each entry, or keep separate logs for each major task.

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

· Record all the time you spend on the project.

· Record the time in minutes.

· Be as accurate as possible.

· If you need additional space, use another copy of the form.

· If you forget to record the starting, stopping, or interruption time for a task, promptly enter your best estimate.

	Header
	· Enter your name and the date.

· Enter the project name.

	Assembly
	Enter the assembly name.

	Phase
	Enter the name or other designation of the phase or step you worked on, e.g. Requirements, Design, Test.

	Task
	Enter the task name.

	Start Date and Time
	Enter the date and time when you start working on a task.

	Stop Date and Time
	Enter the date and time when you stop working on that task.

	Interruption Time
	· Record any interruption time that was not spent on the task

· If you have several interruptions, enter their total time.

· You may enter the reason for the interrupt in comments.

	Delta Time
	Enter the clock time you actually spent working on the task, less the interruption time.

	Comments
	Enter any other pertinent comments that might later remind you of any unusual circumstances regarding this activity. 


TSP+ Team Member Training Log – Form LOGTRNM

	Name
	
	Page
	

	E-mail
	
	Organization
	

	Role(s)
	

	

	


	Skills, Courses, OJT Experience
	(R)equired / (D)esired
	Date Completed

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


TSP+ Team Member Training Log Instructions – Form LOGTRNM

	Purpose
	To track the status of an individual’s training

	General
	· A separate team member training log should be established and maintained for each individual in the organization.

· Note that this form is typically used as a template in a spreadsheet or database.

	Header
	· Enter the team member’s name, email and designated roles.

· Enter the organization’s name and form page number

	Skills, Courses, OJT Experience
	Copy the Skills, Courses, and OJT Experienced listed in the training matrix (form TRNM).

	Required / Desired
	Based on the team member’s allocated role(s), mark each skill as required or desired by placing an R or D, respectively, in the field provided.

	Date Completed
	Enter the date in which each skill, course, or OJT experience has been obtained or waiver approved. The date completed can be obtained from the following forms: TRNOJT, TRNSI, TRNWR.

	Training Manager
	· Periodically review all individual’s team member training log to ensure that they are complete and accurate.

· When individual role assignments change or updates are made to the training matrix (form TRNM):

· Update all individual team member training logs (form LOGTRNM) to reflect changes made to the TRNM.

· Review individual team member training logs (form LOGTRNM) to determine if any additional training is required. Notify individuals of any unsatisfied training requirement.

· Notify team leader of team member’s unsatisfied training requirements.


TSP+ Training Request Log - Form LOGTRNR

	Organization
	
	Page Number
	


	TRNR
Number
	Proposed Training Activity 
(Course Title)
	Project
	Launch/Phase
	Date Approved
	Target

Date
	Status
	Date Complete

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


TSP+ Training Request Log Instructions - Form LOGTRNR

	Purpose
	To provide the training manager with a mechanism for recording and tracking all training requests (form TRNR)

	General
	· Use the LOGTRNR form to

· assign unique training request control numbers to all  training requests received (form TRNR)

· maintain status of all training requests.

· Note that this form is typically used as a template in a spreadsheet or database.

	Header
	Enter name of organization and form page number.

	TRNR Number
	· Enter the training request control number.

· For each TRNR, use a sequential number starting with 1 (or 001, etc.).

	Proposed Training Activity (Course Title)
	Enter the Proposed Training Activity as written on the TRNR form.

	Project
	Enter the project(s) effected by the training request.

	Launch/Phase
	Enter the launch or phase the project is in, as stated on the TRNR form.

	Date Approved
	Enter the date in which all approvals are received on the TRNR form.

	Target Date
	Enter the date in which the training is required or scheduled.

	Status
	· Enter the training request status (Approved, Denied, Received, Scheduled, or Completed).

· This field should be updated whenever the TRNR’s status is changed. 

	Date Completed
	· Enter the date in which the training was Denied or Completed.

· Upon completion of approved training requests, update all individuals who completed the training, using the Team Member Training Logs (form LOGTRNM).


TSP Meeting Report - Form MTG

	Name
	
	Date
	

	Chairperson
	
	Location
	

	Meeting Date
	
	Start Time
	
	End Time
	


	Subject/Purpose
	

	

	

	Attendees
	

	Name
	Role

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Agenda
	

	Times (min.)
	
	

	Plan
	Start
	Stop
	Topics
	Discussion Leader

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Decisions, Actions, and Key Information

	What
	Who
	When

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


TSP Meeting Report Instructions – Form MTG

	Purpose
	To  record meeting arrangements and results

	General
	· Complete the header, purpose, and agenda portions of this form in advance of the meeting.

· At the beginning of the meeting, determine who will handle the timekeeper and recorder roles.

· For more space, attach another form or separate sheets.

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

	Header
	· Enter your name and the date you filled out the form.

· Enter the name of the chairperson.

· Enter the planned meeting time and location.

	Subject/Purpose
	· Name the type of meeting: weekly team, status, review, etc.

· Succinctly describe the meeting’s purpose.

· If you cannot briefly describe what the meeting is to accomplish, reconsider holding the meeting.

	Attendees
	· List the planned meeting attendees.

· You must know in advance who will chair the meeting.

	Meeting Roles
	· The chairperson leads the discussion and ensures that the meeting process and agenda are followed.

· The chairperson also ensures that the meeting roles are assigned at the beginning of the meeting.

· The timekeeper records the actual meeting times and helps the chairperson keep the meeting on schedule.

· The recorder ensures that all conclusions, decisions, and planned actions are understood, and documented.

· The recorder completes the meeting report form and gives it to the chairperson.

· The chairperson prepares and distributes the meeting report.

· In most cases, a completed copy of the MTG form is an adequate report.

	Agenda
	· List the agenda topics with times and discussion leaders.

· All discussion leaders must know their agenda topics in advance.

· If you need additional space, use another form or attach a separate sheet with the agenda.

	Decisions, Actions, and Key Information
	· For all decisions, actions, and key information, clearly and completely list

· what is to be or was done

· who made the decision or will take the action

· what information was provided by whom

· when the actions are to be taken

· Where additional data are needed, attach separate sheets


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
	

	
	


TSP Process Improvement Proposal Instructions - Form PIP

	Purpose
	· To provide a way to record process problems and improvement ideas

· To provide an orderly record of your process improvement ideas for use in process improvement

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

· Use the PIP form to

· record process improvement ideas as they occur to you

· establish priorities for your improvement plans

· describe lessons learned and unusual conditions

· Keep PIP forms on hand while using the TSP.

· Record process problems, even without proposed solutions.

· Submit the PIPs for use in process improvement.

	Header
	· Enter your name and date.

· Provide your e-mail address and organization in case there are any questions.

	PIP Number
	Use for your own identification purposes.

	Priority
	· Indicate if PIP priority is urgent, important, or routine.

· Explain the reason for this priority under “Improvement Benefits.”

	PIP Title
	Create a title for the PIP.

	Improvement Description
	Describe your proposed improvement as explicitly as possible. 

	Process Elements Impacted
	Where you can, reference the specific process elements impacted and the changes suggested.

	Improvement Benefits
	Describe the benefits you expect from this change. Be as specific as possible. 

· the difficulties overcome

· the impact on the product, the process, and you

	When Completed
	· Keep a copy for your records.

· Submit a copy to your team’s process manager or PIP coordinator.

	Process Manager or PIP Coordinator
	· Review all PIPs.

· Evaluate the PIP.

· Estimate implementation effort.

· Enter PIP into LOGPIP and allocate unique PIP Control No.

· Enter date received.

· Decide whether to accept the PIP, return it for more information, or defer it.

· Notify the author of the disposition and, if returned, the information needed.

· Submit approved PIPs to the process group for action.


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+ Relevant Stakeholder Involvement Matrix Form – Form RSIM
	
	

	Organization
	 
	 
	 
	 
	 
	Page Number
	 
	 
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	 
	 
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Roles
	Management
	 
	 
	Team Lead
	Customer Interface Manager
	Design Manager
	Implementation Manager
	Planning Manager
	Process Manager
	Support Manager
	Quality Manager
	Test Manager
	TSP Team
	Team Member
	PG Team
	 
	PG Planning Manager
	PG Support Manager
	PG Process Manager
	PG Implementation Manager
	PG Quality Manager
	PG Coaching Manager / Lead TSP Coach
	PG Process Asset and Data Repository Manager
	PG Training Manager
	TSP Coach
	PSP Instructor
	Configuration Control Board
	Product Owner
	Course Instructor
	Role Manager Team
	 

	Scripts, Forms
	Type
	
	Leadership Team
	Customer / Marketing
	
	
	
	
	
	
	
	
	
	
	
	
	PG Team Lead
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	ANA
	S
	I
	 
	C
	 
	R
	 
	 
	 
	 
	 
	 
	 
	R
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	C
	 
	A
	 
	 
	 
	 

	CCR
	F
	I
	 
	I
	 
	 
	 
	 
	 
	 
	R
	 
	 
	I
	R
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	A
	A
	 
	 
	 

	CHECKPOINT
	S
	I
	I
	I
	C
	 
	 
	 
	 
	 
	 
	 
	 
	I
	C
	 
	I
	 
	 
	 
	 
	 
	A
	 
	 
	R
	 
	 
	 
	 
	 
	 

	CHECKTMDR
	F
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	C
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	R
	 
	 
	 
	 
	 
	 

	CIBPS
	F
	I
	 
	I
	 
	 
	 
	 
	 
	 
	R
	 
	 
	C
	 
	 
	C
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	C
	 
	 
	 
	 

	CIR
	F
	I
	 
	I
	 
	 
	 
	 
	 
	A
	R
	A
	 
	I
	R
	I
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	A
	A
	 
	 
	 

	CMAUDIT
	S
	I
	 
	 
	C
	 
	 
	 
	 
	 
	C
	R
	 
	I
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	I
	 
	 
	 
	 
	 
	 

	CYCLE
	S
	A
	R
	I
	 
	 
	 
	 
	 
	 
	 
	 
	 
	R
	 
	 
	C
	 
	 
	 
	 
	 
	 
	 
	 
	C
	
	
	
	
	
	

	DEFECT
	F
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	C
	C
	I
	R
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	I
	 
	A
	 
	 
	 
	 

	DEV
	S
	A
	R
	I
	 
	 
	 
	 
	 
	 
	 
	 
	 
	R
	 
	 
	C
	 
	 
	 
	 
	 
	 
	 
	 
	C
	
	
	
	
	
	

	GOAL
	F
	A
	 
	A
	 
	 
	 
	 
	 
	 
	 
	 
	 
	R
	 
	 
	A
	 
	 
	 
	 
	 
	 
	 
	 
	C
	 
	 
	 
	 
	 
	 

	HLD
	S
	C
	 
	C
	 
	 
	R
	 
	 
	 
	 
	 
	 
	R
	 
	 
	I
	 
	 
	 
	 
	 
	 
	 
	 
	C
	 
	A
	 
	 
	 
	 

	IMP
	S
	I
	 
	I
	 
	 
	R
	R
	R
	 
	 
	R
	R
	C
	 
	 
	I
	 
	 
	 
	 
	 
	 
	 
	 
	C
	 
	A
	 
	 
	 
	 

	IMP6
	S
	I
	 
	I
	 
	 
	 
	 
	R
	 
	 
	 
	R
	I
	 
	 
	I
	 
	 
	 
	 
	 
	 
	 
	 
	C
	 
	 
	 
	 
	 
	 

	INS
	S
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	R
	 
	R
	 
	 
	 
	 
	 
	 
	 
	I
	 
	 
	 
	C
	 
	 
	R
	 
	 
	 

	INS
	F
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	R
	 
	R
	 
	 
	 
	 
	 
	 
	 
	I
	 
	 
	 
	C
	 
	 
	R
	 
	 
	 

	INV
	F
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	R
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	C
	 
	 
	 
	 
	 
	 

	ITL
	F
	I
	 
	I
	 
	 
	 
	 
	 
	 
	 
	 
	 
	R
	R
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	C
	 
	 
	 
	 
	 
	 

	LAU
	S
	A
	 
	A
	 
	 
	 
	 
	 
	 
	 
	 
	 
	R
	 
	I
	A
	 
	 
	 
	 
	 
	 
	 
	 
	R
	 
	 
	 
	 
	 
	 

	LAU1
	S
	R
	R
	R
	 
	 
	 
	 
	 
	 
	 
	 
	 
	C
	 
	 
	R
	 
	 
	 
	 
	 
	R
	 
	 
	R
	 
	 
	 
	 
	 
	 

	LAU1A
	S
	 
	R
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	R
	 
	 
	 
	 
	 
	 
	 
	 
	R
	 
	 
	R
	 
	 
	 
	 
	 
	 

	LAU2
	S
	 
	 
	 
	R
	 
	 
	 
	 
	 
	 
	 
	 
	R
	 
	 
	 
	 
	 
	 
	 
	 
	C
	 
	 
	R
	 
	 
	 
	 
	 
	 

	LAU3
	S
	 
	 
	 
	R
	 
	R
	 
	 
	R
	R
	 
	 
	R
	 
	 
	 
	 
	 
	 
	 
	 
	C
	 
	 
	R
	 
	 
	 
	 
	 
	 

	LAU3A
	S
	 
	R
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	C
	 
	 
	 
	 
	 
	 
	 
	 
	R
	 
	 
	R
	 
	 
	 
	 
	I
	 

	LAU4
	S
	 
	 
	 
	R
	 
	R
	 
	R
	 
	 
	 
	 
	R
	 
	 
	 
	 
	 
	 
	 
	 
	C
	 
	 
	R
	 
	 
	 
	 
	 
	 

	LAU5
	S
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	R
	 
	R
	 
	 
	 
	 
	 
	 
	 
	 
	C
	 
	 
	R
	 
	 
	 
	 
	 
	 

	LAU5B
	S
	 
	I
	 
	 
	 
	 
	 
	R
	 
	 
	 
	 
	I
	 
	 
	 
	 
	 
	 
	 
	 
	C
	 
	 
	R
	 
	 
	 
	 
	R
	 

	LAU5C
	S
	 
	I
	 
	 
	 
	 
	 
	 
	 
	 
	R
	 
	I
	 
	 
	 
	 
	 
	 
	 
	 
	C
	 
	 
	R
	 
	 
	 
	 
	R
	 

	LAU6
	S
	 
	 
	 
	 
	 
	 
	 
	R
	 
	 
	 
	 
	R
	R
	 
	 
	 
	 
	 
	 
	 
	C
	 
	 
	R
	 
	 
	 
	 
	 
	 

	LAU6B
	S
	 
	I
	 
	 
	 
	 
	 
	R
	 
	 
	 
	 
	I
	 
	 
	 
	 
	 
	 
	 
	 
	C
	 
	 
	R
	 
	 
	 
	 
	R
	 

	LAU7
	S
	 
	 
	 
	R
	 
	 
	 
	 
	 
	 
	 
	 
	R
	 
	 
	 
	 
	 
	 
	 
	 
	C
	 
	 
	R
	 
	 
	 
	 
	 
	 

	LAU7A
	S
	 
	R
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	I
	 
	 
	 
	 
	 
	 
	 
	 
	R
	 
	 
	R
	 
	 
	 
	 
	 
	 

	LAU8
	S
	 
	C
	 
	R
	 
	 
	 
	 
	 
	 
	 
	 
	R
	 
	 
	 
	 
	 
	 
	 
	 
	C
	 
	 
	R
	 
	 
	 
	 
	 
	 

	LAU9
	S
	A
	R
	A
	R
	 
	 
	 
	 
	 
	 
	 
	 
	R
	 
	 
	A
	 
	 
	 
	 
	 
	R
	 
	 
	R
	 
	 
	 
	 
	 
	 

	LAUm
	S
	A
	R
	A
	 
	 
	 
	 
	 
	 
	 
	 
	 
	R
	 
	I
	A
	 
	 
	 
	 
	 
	R
	 
	 
	R
	 
	 
	 
	 
	R
	 

	LAUPM
	S
	I
	I
	 
	R
	 
	 
	 
	 
	 
	 
	 
	 
	R
	 
	I
	 
	 
	 
	 
	 
	 
	R
	 
	 
	R
	 
	 
	 
	 
	 
	 

	LOGCCR
	F
	I
	 
	 
	 
	 
	 
	 
	 
	 
	R
	 
	 
	I
	 
	I
	 
	 
	 
	 
	 
	 
	 
	 
	 
	I
	 
	 
	 
	 
	 
	 

	LOGCI
	F
	 
	 
	 
	 
	 
	 
	 
	 
	 
	R
	I
	 
	I
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	I
	 
	I
	 
	 
	 
	 

	LOGD
	F
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	C
	 
	 
	R
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	C
	 
	 
	 
	 
	 
	 

	LOGPIP
	F
	I
	I
	 
	 
	 
	 
	 
	 
	C
	 
	 
	 
	I
	 
	 
	C
	 
	 
	R
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	LOGSPDR
	F
	I
	 
	 
	I
	 
	 
	 
	 
	I
	 
	 
	 
	 
	I
	I
	I
	 
	 
	R
	 
	 
	 
	 
	 
	I
	 
	 
	 
	 
	 
	 

	LOGT
	F
	 
	 
	 
	 
	 
	 
	 
	C
	 
	 
	 
	 
	 
	R
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	C
	 
	 
	 
	 
	 
	 

	LOGTRNM
	F
	 
	 
	 
	I
	 
	 
	 
	 
	 
	 
	 
	 
	 
	I
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TSP+ Relevant Stakeholder Involvement Matrix Form Instructions – Form RSIM
	Purpose
	To document and communicate stakeholder roles and responsibilities within an organization and project

	General
	· A relevant stakeholder is a group or individual that is called out in a plan to perform certain types of activities or receive certain kinds of information and is affected by or in some way accountable for the outcome of an undertaking.

· The matrix must be assessed periodically to ensure that it meets the immediate needs of the organization and its projects.

· Note the relevant stakeholder involvement matrix has been pre-populated with a minimal set of roles, scripts and forms as an example.  

· Each organization and project must evaluate the example and tailor the matrix for completeness.  

· For example the management role has been used in the broadest sense of the term.  This role may be broken down into more specific management roles within an organization.  

· The types of involvement (Responsible, Accountable, Consulted, and Informed) may also be expanded or modified to adequately describe the involvement of specified stakeholders.

· A description of most roles can be found in the role specification (specification ROLE).

· Refer to the Stakeholder Role Assignment Matrix (form SRAM) for individual assignments

· Many cells in the table are left blank, indicating there is no involvement by the stakeholder for that activity, decision, or deliverable.

· Note that this form is typically used as a template in a spreadsheet or database.

· The team leader will (1) periodically review the RSIM with teams, projects, the process group, and management for completeness and approval, (2) make changes as required, (3) Ensure that RSIM is placed under appropriate levels of control, and (4) distribute the latest version of RSIM to all relevant stakeholders.

	Header
	Enter the organization’s name and page number.

	Roles
	List all organizational and project specific roles.

	Scripts, Forms
	· List all organizational and project specific scripts and forms defined in the OSSP and PSSP.

· For each script and form listed determine how the relevant stakeholders and specify their type of involvement by entering an “R”, “A”, “C”, or “I” in the corresponding row and column. The involvement types are defined as follows.

· Responsible – role responsible for performing the activity or producing the deliverable

· Accountable – role accountable for approving the activity or deliverable

· Consulted – role that needs to be given an opportunity to provide input on the activity or deliverable before it is completed

· Informed – role that needs to be informed of the activity or deliverable after it is completed

	Type
	Identify as either a script or form by entering an “S” or “F”, respectively.


TSP Schedule Planning Template - Form SCHED

	Name
	
	Date
	

	Project
	
	Launch/Phase
	


	
	
	Plan
	Actual

	Week

No.
	Date
	Task

Direct

Hours
	Cumulative

Hours
	Cumulative

Planned

Value
	Task

Hours
	Cumulative

Hours
	Week

Earned Value
	Cumulative

Earned Value

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


TSP Schedule Planning Template Instructions - Form SCHED

	Purpose
	· To record the estimated and actual hours expended by calendar period

· To relate the task planned value to the calendar schedule

· To calculate adjusted planned and earned values when tasks change

	General
	· Expand this template or use multiple pages as needed.

· Complete in conjunction with the task planning template.

· 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.

	Week No.
	· From the project start, enter a week number, typically starting with 1.

· For very small projects, it may be more convenient to use days instead of weeks.

	Date
	· Enter the calendar date for each week.

· Pick a standard day in the week, for example, Monday.

	Plan: Task Direct Hours
	· Enter the planned number of task project hours you expect to spend each week.

· Consider non-work time such as vacations, holidays, etc.

· Consider other committed activities such as e-mail, courses, meetings, and other projects.

	Plan: Cumulative Hours
	Enter the cumulative planned hours through each week.

	Plan: Cumulative Planned Value
	· For each week

· take the plan cumulative hours from the SCHED template

· on the TASK template, find the task with nearest equal or lower plan cumulative hours and note its plan cumulative value

· enter this cumulative value in the SCHED template for that week

· if the cumulative value for the prior week still applies, enter it again

	Actual
	· During development, enter the actual direct hours, cumulative hours, and cumulative earned value for each week.

· Determine status against plan by comparing the cumulative planned value and the actual cumulative earned value.


TSP+ Standard Process Deviation Evaluation Form - Form SPDE

	Name
	
	Date
	

	Organization
	
	Project
	

	Launch/Phase
	
	SPDR Number
	


	SPDR Title
	

	

	Team Recommendation
	
	Successful
	
	Unsuccessful
	
	Indeterminate Results

	

	Has a PIP been created for Successful SPDR?
	
	Yes
	
	No

	If no, why?
	

	

	

	

	Evaluation

	Based on the Effectiveness Evaluation Criteria, document results of deviation. Include metrics and

	reference artifacts as appropriate. Provide justification of team’s recommendation.  If use of the deviation is 

	terminated prior to project completion, provide rational for premature termination.

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	When completed and reviewed, submit to the Process Manager and keep a copy.

	Do not write below this line.

	SPDR Control No.
	
	Received
	

	Returned
	
	Accepted
	

	Comments/Information Needed

	

	

	

	

	

	

	Approvals

	Process Manager
	
	Date
	

	Process Group
	
	Date
	

	Management
	
	Date
	


TSP+ Standard Process Deviation Evaluation Form Instructions - Form SPDE

	Purpose
	To provide a mechanism for a team to capture the effectiveness of an approved process deviation (Form SPDR)

	General
	· All approved SPDRs must be evaluated against the stated effectiveness evaluation criteria, upon completion of a project or applicable cycle.

· The evaluation of the SPDR should be conducted prior to or during a project postmortem in order to incorporate lessons learned into the next project cycle or into future projects within the organization.

	Header
	· Enter your name, date, and organization.

· Provide the current project name and launch/phase the project is in.

	SPDR Number
	Use for your own identification purposes. It should be same as the number used on the approved SPDR.

	SPDR Title
	Enter the SPDR title as written on the approved SPDR form.

	Team Recommendation
	Select team recommendation based on evaluation (Successful, Unsuccessful, or Indeterminate Results)

	Has PIP been created for Successful SPDR?
	Select yes if PIP has been or will be generated, or no if the team does not plan to generate a PIP. If the answer is no, provide reason for not generating a PIP.

	Evaluation
	Based on the effectiveness evaluation criteria on form SPDR, document results of deviation. Include metrics and reference artifacts as appropriate. Provide justification of team’s recommendation. If use of the deviation is terminated prior to project completion, provide rationale for premature termination.

	When Completed
	After you have completed the SPDE, keep a copy and submit a copy to your team’s process manager.

	Process Manager
	· Review the SPDE.

· Evaluate the SPDE for completeness. If incomplete return for more information.

· Compare SPDE to SPDR to ensure all aspects of the effectiveness evaluation criteria of the SPDR has been addressed by the SPDE. If criteria has not been fully addressed return to originator to complete evaluation.

· Enter the SPDE’s associated SPDR’s control number.

· Record any relevant comments.

· Sign and date approval line.

· Forward SPDE to process group for approval.

	Process Group (PG)
	· Review the SPDE.

· Evaluate the SPDE for completeness. If incomplete return to process manager for more information.

· Compare SPDE to SPDR to ensure all aspects of the effectiveness evaluation criteria of the SPDR have been addressed by the SPDE. If criteria have not been fully addressed, return to process manager.

· For “Successful” team recommendations, compare SPDR and SPDE to associated PIP to ensure constancy and that sufficient information has been collected to implement the PIP. If not, return SPDE with request for additional information.

· Enter date received.

· Record any relevant comments.

· Sign and date approval line.

· Obtain management approval.

· Enter date accepted.

· Update SPDR status in LOGSPDR to “Evaluated.”

· If applicable, enter “PIP number created” in LOGSPDR.


TSP+ Standard Process Deviation Request Form - Form SPDR

	Name
	
	Date
	

	Organization
	
	Project
	

	Launch/Phase
	
	SPDR Number
	


	SPDR Title
	

	

	Deviation Request Information

	List Script(s), Form(s), Specification(s), Guideline(s), Instruction(s) and Checklist(s) effected by deviation 

	Request. (Be as specific as possible; include step numbers, section references, etc.)

	

	

	

	

	

	Provide rationale for deviation, including expected benefits.

	

	

	

	

	

	

	Effectiveness Evaluation Criteria

	(Describe what metrics and/or criteria will be used to evaluate effectiveness and/or determine if a PIP will be submitted to modify the standard process.)

	

	

	

	

	

	

	When completed and reviewed, submit to the Process Manager and keep a copy.

	Do not write below this line.

	SPDR Control No.
	
	Received
	

	Approved
	
	Returned
	

	Disapproved
	
	Evaluated
	

	Comments/Information Needed

	

	

	

	

	

	

	Approvals

	Process Manager
	
	Date
	

	Process Group
	
	Date
	

	Management
	
	Date
	


TSP+ Standard Process Deviation Request Form Instructions - Form SPDR 

	Purpose
	To provide a mechanism for a team to make deviation request(s) for a specific project or cycle

	General
	· Any deviation from the Organizational Set of Standard Processes (OSSP) or the Project’s Set of Standard Processes (PSSP) must be documented, reviewed and approved using the SPDR form. 

· For changes to the OSSP, and/or PSSP, the SPDR and LOGSPDR performs the role of, and substitutes for, the configuration change request forms and associated process (forms CCR and LOGCCR).

	Header
	· Enter your name, date, and organization.

· Provide the current project name and launch/phase the project is in.

	SPDR Number
	Use for your own identification purposes.

	SPDR Title
	Create title for SPDR.

	Deviation Request Information
	· List all parts of the OSSP or PSSP impacted by this deviation request.

· Provide rational for deviation, including expected benefits.

· Describe what metrics and/or criteria will be used to evaluate the effectiveness and/or determine if a PIP will be submitted to modify the OSSP.

	When Completed
	After you have completed the SPDR, keep a copy and submit a copy to your team’s process manager.

	Process Manager
	· Review the SPDR.

· Evaluate the SPDR for completeness. If incomplete return for more information.

· Compare the SPDR to other SPDRs to ensure no conflicts have occurred. If conflicts are detected, review conflicted SPDRs with originators for resolution. If originators cannot agree on resolution, take SPDRs to team for final resolution.

· Compare SPDR to the team’s goals to ensure that SPDR does not inadvertently prevent the team from accomplishing its objectives. If conflicts are detected, review conflict with SPDR’s originator for resolution.  If resolution cannot be found, take SPDR to team for final resolution.

· Record any relevant comments.

· Sign and date approval line.

· Forward SPDR to process group for approval.

	Process Group (PG)
	· Review the SPDR.

· Evaluate the SPDR for completeness. If incomplete, return to process manager for more information.

· Enter SPDR into LOGSPDR and allocate unique SPDR Control No.

· Enter date received.

· Compare the SPDR to the organization’s business goals and objectives. If conflicts are detected, review conflict with SPDR’s originator and process manager for resolution. If resolution cannot be found, take SPDR to team lead and management for final resolution.

· Record any relevant comments.

· Sign and date approval line.

· Obtain management approval.

· Enter date approved.

· Inform process manager of approval.

· Track status of SPDR to closure (Disapproved or Evaluated).


	TSP+ Stakeholder Role Assignment Matrix Form – Form SRAM
	
	

	Organization
	 
	 
	 
	 
	 
	Page Number
	 
	 
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	 
	 
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Roles
	Management
	 
	 
	Team Lead
	Customer Interface Manager
	Design Manager
	Implementation Manager
	Planning Manager
	Process Manager
	Support Manager
	Quality Manager
	Test Manager
	TSP Team
	Team Member
	PG Team
	 
	PG Planning Manager
	PG Support Manager
	PG Process Manager
	PG Implementation Manager
	PG Quality Manager
	PG Coaching Manager / Lead TSP Coach
	PG Process Asset and Data Repository Manager
	PG Training Manager
	TSP Coach
	PSP Instructor
	Configuration Control Board
	Product Owner
	Course Instructor
	Role Manager Team
	 

	Name
	
	Leadership Team
	Customer / Marketing
	
	
	
	
	
	
	
	
	
	
	
	
	PG Team Lead
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


TSP+ Stakeholder Role Assignment Matrix Form Instructions – Form SRAM
	Purpose
	To provide a mechanism for assigning roles identified in the relevant stakeholder involvement matrix (form RSIM) to individuals

	General
	· The matrix must be assessed periodically to ensure that it meets the immediate needs of the organization and its projects.

· A description of most roles can be found in the role specification (specification ROLE).

· Type of role involvement is identified in the relevant stakeholder involvement matrix (form RSIM).

· Note that this form is typically used as a template in a spreadsheet or database.

· The team leader will (1) periodically review the SRAM with teams, projects, the process group and management for completeness and approval, (2) make changes as required, (3) ensure that SRAM is placed under appropriate levels of control, and (4)  distribute the latest version of the SRAM to all individuals listed in the matrix.

	Header
	Enter the project’s name and page number.

	Roles
	List all organizational and project specific roles as listed in the Relevant Stakeholder Involvement Matrix (form RSIM).

	Name
	· List all relevant stakeholders assigned to the project.

· For each individual listed determine which roles the individual is performing by entering a “P” or “B” in the corresponding row and column for Primary or Backup respectively. 

· In the event that an individual does not map to any role, reevaluate the Relevant Stakeholder Involvement Matrix (form RSIM) for completeness or consider removing the individual from the project’s stakeholder role assignment matrix (SRAM).

· Note: not all roles will be assigned a backup.


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.


	Plan
	

	Bottom-up Plan
	

	Actual
	


TSP Defects Injected Summary - Form SUMDI

	Name
	
	Date
	

	Project
	
	Launch/Phase
	

	Assembly
	
	Part Level
	


	Phase

Parts
	
	Requirements
	
	Requirements Inspection
	
	High-level Design
	
	HLD Inspection
	
	Detailed Design
	
	Detailed Design Review
	
	Detailed Design Inspection
	
	Code
	
	Code Review
	
	Compile
	
	Code Inspection
	
	Unit Test
	
	Build and Integration
	
	System Test

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Total
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


TSP Defects Injected Summary Instructions - Form SUMDI

	Purpose
	· This form summarizes the data for estimated and actual defects injected. 

· At the lowest level, it holds summaries of all the module data in a product or product component.

· At higher levels, it holds summaries of all the component data in a product, all the product data in a sub-system, or all the sub-system data in an overall system.

	General
	· Use this form to record the defect-injected data from a number of modules, components, products, or sub-systems.

· The totals from this form are used to complete the defects-injected entries in the next higher-level plan summary.

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

· In such cases, the number of rows is variable, depending on the number of modules, components, products, or sub-systems.

	Plan/Bottom-up Plan/Actual
	Check whether the form is for plan, bottom-up plan, or actual data.

· Plan: use when recording estimates in top-level planning.

· Bottom-up plan: use when rolling up estimates from lower-level parts plans to assembly-level plans.

· Actual: use for entering or rolling up actual data.

	Header
	· Enter your name, project name, part or assembly name, launch phase, and date.

· Assembly level specifies the level of this part: module, component, product, sub-system, or system.

	Phase
	The phases of the development process are listed across the top of the form.

	Parts
	List the name or number of each module, component, product, or subsystem in the left column.

	Columns
	Under each phase heading, enter, for each part, the number of defects injected in that phase.

	Total
	At the bottom of the form, enter the totals of the defects injected in all the parts in that phase.


	Plan
	

	Bottom-up Plan
	

	Actual
	


TSP Defects Removed Summary - Form SUMDR

	Name
	
	Date
	

	Project
	
	Launch/Phase
	

	Assembly
	
	Part Level
	


	Phase

Parts
	
	Requirements
	
	Requirements Inspection
	
	High-level Design
	
	HLD Inspection
	
	Detailed Design
	
	Detailed Design Review
	
	Detailed Design Inspection
	
	Code
	
	Code Review
	
	Compile
	
	Code Inspection
	
	Unit Test
	
	Build and Integration
	
	System Test

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Total
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


TSP Defects Removed Summary Instructions - Form SUMDR

	Purpose
	· This form summarizes the data for estimated and actual defects removed. 

· At the lowest level, it holds summaries of all the module data in a product or product component.

· At higher levels, it holds summaries of all the component data in a product, all the product data in a sub-system, or all the sub-system data in an overall system.

	General
	· Use this form to record the defect-removed data from a number of modules, components, products, or sub-systems.

· The totals from this form are used to complete the defects-removed entries in the next higher-level plan summary.

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

· In such cases, the number of rows is variable, depending on the number of modules, components, products, or sub-systems.

	Plan/Bottom-up Plan/Actual
	Check whether the form is for plan, bottom-up plan, or actual data.

· Plan: use when recording estimates in top-level planning.

· Bottom-up plan: use when rolling up estimates from lower-level parts plans to assembly-level plans.

· Actual: use for entering or rolling up actual data.

	Header
	· Enter your name, project name, part or assembly name, launch phase, and date.

· Assembly level specifies the level of this part: module, component, product, sub-system, or system.

	Phase
	The phases of the development process are listed across the top of the form.

	Parts
	List the name or number of each module, component, product, or subsystem in the left column.

	Columns
	Under each phase heading, enter, for each part, the number of defects removed in that phase.

	Total
	At the bottom of the form, enter the totals of the defects removed in all the parts in that phase.


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 Plan Summary Instructions – Form SUMP

	Purpose
	· This form holds plan and actual data for parts or assemblies.

· An assembly could be a system with multiple products, a product with multiple components, or a component with multiple modules.

· A part could be a module, component, or product.

· Note: the lowest-level parts or modules typically have no system-level data (i.e. requirements, high-level design, or system test).

	General
	· Where possible, make estimates based on your own historical data.

· Where data are not available, use the PLAN standard for guidance.

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

	Header
	· Enter your name, project name, part or assembly name, launch phase, and date.

· Assembly level specifies the level of this part: module, component, product, sub-system, or system.

	Summary
	· For CPI, use the sums of planned and actual development times for all products developed in this system to date.

· Enter the new and changed LOC per hour planned, the actual for this product, and the rate for all products at this level to date.

· CPI = (To Date Planned Time)/(To Date Actual Time).

· Reuse percent is reuse LOC as a percent of total LOC.

· New Reuse percent is new reuse LOC as a percent of new and changed LOC.

	Product Size
	· For text and designs, enter only the new and changed size data.

· For program parts or assemblies, enter all the indicated LOC data.

	Time in Phase
	· Enter estimated and actual time by phase.

· For higher-level assemblies, enter the sums of the plan and actual times for the parts (from SUMT).

· For the lowest-level parts, these values come from the TASK template.

· Actual Percent:  Enter the percent of the actual development time by phase.  

	Defects Injected
	· Enter estimated and actual defects injected by phase from form SUMDI.

· For assemblies, enter the total of the plan and actual defects injected for its parts.  For modules, enter the defect data directly.

· Make the defect estimates while producing the quality plan.

· Actual Percent:  Enter the percent of the actual defects injected by phase.  

	Defects Removed
	· Enter estimated and actual defects removed by phase from form SUMDR.

· For assemblies, enter the total of the plan and actual defects removed for its parts.  For modules, enter the defect data directly.

· Make the defect estimates while producing the quality plan.

· Actual Percent:  Enter the percent of the actual defects removed by phase.  


TSP+ Standard Process Deviation Summary - Form SUMPD

	Organization
	
	Date
	

	Project
	
	Launch/Phase
	


	No.
	Standard Process Impacted
	Proposed Change
	Rationale

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


TSP+ Standard Process Deviation Summary Instructions - Form SUMPD

	Purpose
	This form summarizes the proposed deviations to the project’s standard set of processes (PSSP).

	General
	· Use this form to record recommended changes or deviations to the PSSP, based on project requirements during both launch/relaunch preparations and launch/relaunch meeting 3 (LAU3).

· Note that this form is typically used as a template in a spreadsheet or database.

	Header
	· Enter name of organization and date of SUMPD creation.

· Provide the current project name and launch/phase the project is in.

	Reference #
	Use for your own identification purposes.

	Standard Process Impacted
	List Script(s), Form(s), Specification(s), Guideline(s), Instruction(s) and Checklist(s) effected by the proposed change.

	Proposed Change
	Briefly describe the proposed change to the PSSP.

	Rationale
	Provide a brief rationale for making changes to the PSSP.


TSP Quality Summary - Form SUMQ

	Name
	
	Date
	

	Project
	
	Launch/Phase
	

	Part/Assembly
	
	Assembly Level
	


	Percent Defect Free
	Plan
	
	Actual

	  In compile
	
	
	

	  In unit test
	
	
	

	  In integration test
	
	
	

	  In system test
	
	
	

	  In acceptance test
	
	
	

	  In one year of use
	
	
	

	  In product life
	
	
	

	Defect/Page
	
	
	

	  Requirements inspection
	
	
	

	  HLD review
	
	
	

	  HLD inspection
	
	
	

	Defects/KLOC
	
	
	

	  DLD review
	
	
	

	  DLD inspection
	
	
	

	  Code review
	
	
	

	  Compile
	
	
	

	  Code inspection
	
	
	

	  Unit test
	
	
	

	  Build and integration 
	
	
	

	  System test
	
	
	

	    Total development
	
	
	

	  Acceptance test
	
	
	

	  Product life
	
	
	

	    Total
	
	
	

	Defect Ratios
	
	
	

	  Code review/Compile
	
	
	

	  DLD review/Unit test
	
	
	

	Development Time Ratios (%)
	
	
	

	  Requirements inspection/Req. time
	
	
	

	  HLD inspection/HLD time
	
	
	

	  DLD/code
	
	
	

	  DLD review/design
	
	
	

	  Code review/code
	
	
	

	A/FR
	
	
	

	Personal Review Rates
	
	
	

	  DLD lines/hour
	
	
	

	  Code LOC/hour
	
	
	

	Inspection Rates
	
	
	

	  Requirement pages/hour
	
	
	

	  HLD pages/hour
	
	
	

	  DLD lines/hour
	
	
	

	  Code LOC/hour
	
	
	


(continued on next page)

TSP Quality Summary - Form SUMQ (continued)

	Part/Assembly
	
	Date
	


	Defect Injection Rates
	Plan
	
	Actual

	  Requirements
	
	
	

	  HLD 
	
	
	

	  DLD
	
	
	

	  Coding
	
	
	

	  Compile
	
	
	

	  Unit test
	
	
	

	  Build and integration 
	
	
	

	  System test
	
	
	

	
	
	
	

	Defect Removal Rates
	Plan
	
	Actual

	  Requirements 
	
	
	

	  System test planning
	
	
	

	  Requirements inspection
	
	
	

	  HLD 
	
	
	

	  Integration test planning
	
	
	

	  HLD inspection
	
	
	

	  DLD review 
	
	
	

	  Test development
	
	
	

	  DLD inspection
	
	
	

	  Code 
	
	
	

	  Code review
	
	
	

	  Compile
	
	
	

	  Code inspection
	
	
	

	  Unit test
	
	
	

	  Build and integration 
	
	
	

	  System test
	
	
	

	
	
	
	

	Phase Yields
	Plan
	
	Actual

	  Requirements inspection
	
	
	

	  HLD inspection
	
	
	

	  DLD review
	
	
	

	  DLD inspection 
	
	
	

	  Code review
	
	
	

	  Compile
	
	
	

	  Code inspection
	
	
	

	  Unit test
	
	
	

	  Build and integration 
	
	
	

	  System test
	
	
	

	
	
	
	

	Process Yields
	Plan
	
	Actual

	  % before compile
	
	
	

	  % before unit test 
	
	
	

	  % before build and integration 
	
	
	

	  % before system test
	
	
	

	  % before system delivery
	
	
	


TSP Quality Summary Instructions – Form SUMQ

	Purpose
	· This form holds plan and actual quality data for parts or assemblies.

· An assembly could be a system with multiple products, a product with multiple components, or a component with multiple modules.

· A part could be a module, component, or product.

· Note: the lowest-level parts or modules typically have no system-level data (i.e., requirements, high-level design, or system test).

	General
	· Where possible, establish goals based on your own historical data.

· Where data are not available, use the QUAL standard for guidance.

· In planning, follow script LAU5 to make the quality plan.

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

	Header
	· Enter your name, project name, part or assembly name, launch phase, and date.

· Assembly level specifies the level of this part: module, component, product, sub-system, or system.

	Percent Defect Free (PDF)
	· Set the percent defect free (PDF) plan values in the project launch.

· At phase completion, enter the actual PDF values.

· PDF does not apply to modules or lowest-level parts.

· For program assemblies, compute PDF from form SUMDR.

	Defects/page and Defects/KLOC
	· Set the defect/page and defect/KLOC plan values in the launch.

· After development, calculate the actual values. For modules, calculate directly; for assemblies, calculate from the forms  SUMS and SUMDR.

	Defect Ratios
	· From the defects/KLOC values, calculate the defect ratios.

· When compile or unit test defects are 0, enter "inf."

	%Development Time Ratios
	· Calculate the planned and actual ratios from form SUMP.

· During development, monitor these planned and actual ratios to ensure the work meets the team quality goals.

	A/FR
	· For A/FR, use detailed design and code review and inspection times divided by compile and unit test times.

· Use the sum of personal review and team inspection times.

	Review and Inspection Rates 
	· From forms SUMT and SUMS, calculate the indicated planned or actual review and inspection rates.

· During development, monitor these planned and actual rates to ensure that the work meets the team quality goals.

	Defect Injection and Removal Rates
	· Based on the quality plan, establish standard team rates.

· As you gather actual data, compute the actual defect injection and removal rates for each phase.

· For modules, compute the values directly.

· For larger program assemblies, compute the values from the forms SUMT, SUMDI, and SUMDR.

	Yield
	· In planning, use historical data to estimate the yield values needed for each defect-removal phase. 

· After each phase, calculate the estimated yield values.

· Update these values as development progresses.

· For modules, compute the yield values directly.

· For larger program assemblies, compute the yield values from SUMDI and SUMDR.


	Plan
	

	Bottom-up Plan
	

	Actual
	


TSP Product Size Summary - Form SUMS

	Name
	
	Date
	

	Project
	
	Launch/Phase
	

	Assembly
	
	Part Level
	


	
	
	
	
	Size Category

	Product or Part Names
	
	Size Measure
	
	Base
	
	Deleted
	
	Modified
	
	Added
	
	Reused
	
	New and Changed
	
	Total
	
	Total New Reuse

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Totals
	
	Text Pages
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	HLD Pages
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	DLD Lines
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	LOC
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


TSP Product Size Summary Instructions - Form SUMS

	Purpose
	· This form summarizes the data for program size. 

· At the lowest level, it holds summaries of all the module data in a product or product component.

· At higher levels, it holds summaries of all the component data in a product, all the product data in a sub-system, or all the sub-system data in an overall system.

	General
	· Use this form to record the size data for a number of modules, components, products, or sub-systems.

· The totals from this form are used to complete the size entries in the next higher-level plan summary.

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

· In such cases, the number of rows is variable, depending on the number of modules, components, products, or sub-systems.

	Plan/Bottom-up Plan/Actual
	Check whether the form is for plan, bottom-up plan, or actual data.

· Plan: use when recording estimates in top-level planning.

· Bottom-up plan: use when rolling up estimates from lower-level parts plans to assembly-level plans.

· Actual: use for entering or rolling up actual data.

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

· Name the assembly that contains these parts.

· For part level, enter whether module, component, product, or sub-system data are summarized in the form.

	Product or Part Names
	List the name or number of each module, component, or other product in the left column.

	Size Measure
	· Enter the size measure for the product in each row.

· Example measures are text pages, HLD pages, DLD pseudocode lines, and LOC.

	Size Category
	· For planned size, under each size category, for each part

· Enter the estimated Base, Deleted, Modified, Added, Reused, and Total New Reuse size.

· Calculate New and Changed size  (Added + Modified) categories.

· Calculate the Total size (Base - Deleted + Added + Reused).

· For actual size, under each size category, for each part

· Measure and enter the estimated Base, Deleted, Modified, Added, Reused, and Total New Reuse size.

· Calculate New and Changed size  (Added + Modified) categories.

· Calculate the Total size (Base - Deleted + Added + Reused).

	Total
	· At the bottom of the form, enter the totals of each size measure.

· Be careful not to double count the base size measure when several parts have been developed from the same base.

· Also, when products are developed in cycles, check that the base or reused code are not double counted.


	Plan
	

	Bottom-up Plan
	

	Actual
	


TSP Development Time Summary - Form SUMT

	Name
	
	Date
	

	Project
	
	Launch/Phase
	

	Assembly
	
	Part Level
	


	Phase

Parts
	
	Launch and Planning
	
	Requirements
	
	System Test Planning
	
	Requirements Inspection
	
	Relaunch
	
	High-level Design
	
	Integration Test Planning
	
	HLD Inspection
	
	Relaunch
	
	Detailed Design
	
	Detailed Design Review
	
	Test Development
	
	Detailed Design Inspection
	
	Code
	
	Code Review
	
	Compile
	
	Code Inspection
	
	Unit Test
	
	Relaunch
	
	Build and Integration
	
	System Test
	
	Postmortem

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Total
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


TSP Development Time Summary Instructions - Form SUMT

	Purpose
	· This form summarizes the data for estimated and actual development time. 

· At the lowest level, it holds summaries of all the module data in a product or product component.

· At higher levels, it holds summaries of all the component data in a product, all the product data in a sub-system, or all the sub-system data in an overall system.

	General
	· Use this form to record the development time data for a number of modules, components, products, or sub-systems.

· The totals from this form are used to complete the phase time entries in the next higher-level plan summary.

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

· In such cases, the number of rows is variable, depending on the number of modules, components, products, or sub-systems.

	Header
	· Enter your name, project name, part or assembly name, launch phase, and date.

· Assembly level specifies the level of this part: module, component, product, sub-system, or system.

	Plan/Bottom-up Plan/Actual
	Check whether the form is for plan, bottom-up plan, or actual data.

· Plan: use when recording estimates in top-level planning.

· Bottom-up plan: use when rolling up estimates from lower-level parts plans to assembly-level plans.

· Actual: use for entering or rolling up actual data.

	Phase
	The phases of the development process are listed across the top of the form.

	Parts
	List the name or number of each module, component, product, or subsystem part in the left column.

	Columns
	Under each phase heading, enter, for each part, the plan or actual time for that development phase.

	Total
	At the bottom of the form, enter the total development time for all parts in that phase.


TSP Task Plan Summary - Form SUMTASK

	Name
	
	Date
	

	Project
	
	Launch/Phase
	

	Part/Assembly
	
	Assembly Level
	


	Products of the task
	

	
	

	Task users/customers
	

	
	

	
	

	Overall requirements/message
	

	
	

	
	

	
	

	
	

	Specifications/constraints
	

	
	

	
	

	Product Elements
	Size

Unit
	
	Plan

Units
	
	Plan

Rate
	
	Plan

Time
	
	Act.

Units
	
	Act.

Time
	
	Act.

Rate

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Total
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Time in Phase 
	Plan
	
	Actual
	
	%
	
	Base Times

	  Planning
	
	
	
	
	
	
	

	  Research
	
	
	
	
	
	
	

	  Outline/High-level design
	
	
	
	
	
	
	

	  Peer review and correct
	
	
	
	
	
	
	

	  Draft/Detailed-level design
	
	
	
	
	
	
	

	  Design review
	
	
	
	
	
	
	

	  Peer review and correct
	
	
	
	
	
	
	

	  Implement/Rewrite
	
	
	
	
	
	
	

	  Review
	
	
	
	
	
	
	

	  Peer review and correct
	
	
	
	
	
	
	

	  Test/Trial use
	
	
	
	
	
	
	

	  Postmortem
	
	
	
	
	
	
	

	Total time (minutes)
	
	
	
	
	
	
	

	Total time (hours)
	
	
	
	
	
	
	


TSP Task Plan Summary Instructions - Form SUMTASK

	Purpose
	· To facilitate planning and tracking task activities

· Use this form for tasks that take more than about 10 hours.

· This form is for those general tasks which are large enough to warrant detailed project plan summaries.

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

	Header
	· Enter your name, project name, part or assembly name, launch phase, and date.

· Assembly level specifies the level of this part: module, component, product, sub-system, or system.

	Product of the Task
	Describe the product to be produced by this task: i.e., test scripts, requirements documents, database designs, etc.

	Task Users/Customers
	· Note who will use or be the customer for this product.

· For example, if it is a process, the team will use, list "team."

	Overall Requirements/ Message
	· Briefly list the product requirements.

· If the product is a document, give a brief outline of the principal topics or document sections.

· For a process, list its principal steps and elements.

	Specifications/ Constraints
	· Summarize any special task or product constraints.

· For example: prerequisites, page limits, number of slides, etc.

	Product Elements
	· List the various product elements to be produced.

· Give the size unit for each element type.

· Estimate the development rate in minutes per unit.

· Estimate the new and changed units per element type and the time.

· Record the actual units, time, and rate when done.

	Time in Phase
	· Record the plan and actual times for the task phases.

· Where some phases are not appropriate or differ from those in the form, make appropriate changes.

	% and Base
	When your personal plan contains tasks of more than 10 hours, use % and Base Times columns to divide tasks into smaller steps.

	Percent (%)
	The percent of time you typically plan for each task phase.

	Base Times
	· Using the phase % values, allocate the original total estimated task time among the phases.

· Since the base times add up to the original estimate, using these values will preserve the original earned value plan.

	Example
	Suppose, during the launch, you planned a task to take 30 hours, and had not then divided it into smaller time steps.

· You now estimate the task to take 50 hours.

· Your current phase estimates in hours are planning: 2, research: 10, design: 5, implementation: 12, review: 6, peer review: 8, trial: 6, and postmortem: 1.

· These percents are respectively 4, 20, 10, 24, 12, 16, 12, 2. 

· In “Base Times”, enter 1.2 for planning (4*30/100), 3 for research (10*30/100), etc.

· To preserve your earned value plan, enter new rows for these tasks and times and set the original 30 hour estimate to 0.


TSP+ Training Survey Summary Form – Form SUMTRNS 

	Course Title 
	

	Instructor(s)
	

	Date(s)
	

	No. of Attendees
	
	No. of Responses
	
	Response Rate
	


	Content / Instruction

How would you rate:
	Excellent (4)
	Good (3)
	Fair (2)
	Poor (1)
	N/A
	Total
	Total Possible
	Rating

	the contents of the course
	
	
	
	
	
	
	
	

	the organization of the course materials
	
	
	
	
	
	
	
	

	the quality of the instruction
	
	
	
	
	
	
	
	

	your current understanding of the material covered
	
	
	
	
	
	
	
	

	how well the course matched its stated goals and objectives
	
	
	
	
	
	
	
	

	the quality of the exercised (if applicable)
	
	
	
	
	
	
	
	

	Subtotal
	
	
	
	
	
	
	
	


	Relevance

How much of the subject matter was:
	>80% (4)
	>50 % (3)
	<50% (2)
	<20% (1)
	N/A
	Total
	Total Possible
	Rating

	important/relevant to your job
	
	
	
	
	
	
	
	

	Subtotal
	
	
	
	
	
	
	
	


	Length / Questions

How would you rate:
	Too Much (1)
	(2)
	About Right (3)
	(2)
	Too Little (1)
	N/A
	Total
	Total Possible
	Rating

	length of time for the course
	
	
	
	
	
	
	
	
	

	amount of material covered
	
	
	
	
	
	
	
	
	

	depth of material covered
	
	
	
	
	
	
	
	
	

	individual/”hands on” learning
	
	
	
	
	
	
	
	
	

	group exercises
	
	
	
	
	
	
	
	
	

	direct interaction with instructors
	
	
	
	
	
	
	
	
	

	asking questions
	
	
	
	
	
	
	
	
	

	breaks/intermissions
	
	
	
	
	
	
	
	
	

	testing your understanding of the content
	
	
	
	
	
	
	
	
	

	Subtotal
	
	
	
	
	
	
	
	
	


(continued on next page)
TSP+ Training Survey Summary Form – Form SUMTRNS (continued)

	Instructional Material

Was the instructional material:
	Often (5)
	(4)
	Sometimes (3)
	(2)
	Rarely (1)
	N/A
	Total
	Total Possible
	Rating

	easy to understand
	
	
	
	
	
	
	
	
	

	complete
	
	
	
	
	
	
	
	
	

	well-designed
	
	
	
	
	
	
	
	
	

	relevant to the course
	
	
	
	
	
	
	
	
	

	Subtotal
	
	
	
	
	
	
	
	
	


	Best aspects of the course

	

	

	

	

	

	

	

	

	Worst aspects of the course

	

	

	

	

	

	

	

	

	

	How can the course be improved to better satisfy student needs?

	

	

	

	

	

	

	

	

	

	Additional comments

	

	

	

	

	

	


TSP+ Training Survey Summary Form Instructions – Form SUMTRNS
	Purpose
	To provide a consistent way of measuring the effectiveness of training provided.

	General
	The training manager must distribute and collect training surveys (form TRNSUR) as input into generating training summary information.

Note that this form is typically used as a template in a spreadsheet or database.

	Header
	· Enter name of the course being taught.

· Enter instructor(s) name(s).

· Enter date course was conducted.

· Enter the number of training attendees by counting the number of attendees listed on the course’s training sign in form (form TRNSI)

· Enter the number of responses by counting the number of completed training survey forms (form TRNSUR) for the given course.

· Calculate the survey response rate as a percentage. (Response Rate = 100 * (# of responses) /( # of attendees))

	Content / Instruction
	· Count the number of Excellent, Good, Fair, Poor, and N/A responses for each of the questions and enter the number in the appropriate column and row.

· Calculate the total for each question. (Total = (# of Excellent) * 4 + (# of Good) * 3 + (# of Fair) * 2 + (# of Poor) * 1)

· Calculate the Total Possible for each question. (Total Possible = ((# of Excellent) + (# of Good) + (# of Fair) + (# of Poor)) * 4)

· Calculate the Subtotal for each column.

· Calculate the Content / Instruction rating as a percentage. (Rating = 100 * (Subtotal of Total) / (Subtotal of Total Possible))

	Relevance
	· Count the number of >80%, >50%, <50%, <20%, and N/A responses for each of the questions and enter the number in the appropriate column and row.

· Calculate the total for each question. (Total = (# of >80%) * 4 + (# of >50%) * 3 + (# of <50%) * 2 + (# of <20%) * 1)

· Calculate the Total Possible for each question. (Total Possible = ((# of >80%) + (# of >50%) + (# of <50%) + (# of <20%)) * 4)

· Calculate the Subtotal for each column.

· Calculate the Relevance rating as a percentage. (Rating = 100 * (Subtotal of Total) / (Subtotal of Total Possible))

	Length / Questions
	· Count the number of each response, on the Too Much to Too Little scale and N/A, for each of the questions and enter the number in the appropriate column and row.

· Calculate the total for each question. (Total = (# of Too Much) *1 + (# of “(2)”) * 2 + (# of About Right) * 3 + (# of “(2)”) * 2 + (# of  Too Little) * 1)

· Calculate the Total Possible for each question. (Total Possible = ((# of Too Much) + (# of  “(2)”) + (# of  About Right) +(# of  “(2)”) +  (# of Too Little)) * 3)

· Calculate the Subtotal for each column.

· Calculate the Length / Questions rating as a percentage. (Rating = 100 * (Subtotal of Total) / (Subtotal of Total Possible))


(continued on next page)
TSP+ Training Survey Summary Form Instructions – Form SUMTRNS (continued)

	Instructional Material
	· Count the number of each response, on the Often to Rarely scale and N/A, for each of the questions and enter the number in the appropriate column and row.

· Calculate the total for each question. (Total = (# of Often) *5 + (# of “(4)”) * 4 + (# of Sometimes) * 3 + (# of “(2)”) * 2 + (# of  Too Rarely) * 1)

· Calculate the Total Possible for each question. (Total Possible = ((# of Often) + (# of  “(4)”) + (# of  Sometimes) +(# of  “(2)”) +  (# of Rarely)) * 5)

· Calculate the Subtotal for each column.

· Calculate the Instructional Material rating as a percentage. (Rating = 100 * (Subtotal of Total) / (Subtotal of Total Possible))

	Attendee Comments
	· Copy any comments written on the surveys (form TRNSUR) into the appropriate section of the training summary (form SUMTRNS)

	Training Manager
	· Provide instructors with a copy of the completed survey results (form SUMTRNS).

· Store a copy of the SUMTRNS, all completed TRNSURs, associated TRNSI(s)

· Periodically review SUMTRNS results with Process Group and Management for consideration in future training improvements.


TSP Task Planning Template - Form TASK

	Name
	
	Date
	

	Project
	
	Launch/Phase
	


	Task
	Plan
	Actual

	Phase
	Part
	Task Name
	Number of Team members
	Hours
	Cumulative Hours
	Size Units
	Size
	Week No.
	Planned Value - PV
	Cumulative

PV
	Hours
	Cumulative EV
	Week No.

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Totals
	
	
	
	
	
	
	
	
	
	
	


TSP Task Planning Template Instructions - Form TASK

	Purpose
	· To estimate the development time for each project task

· To compute the planned value for each project task  

· To estimate the planned completion date for each task

· To provide a basis for tracking schedule progress even when the tasks are not completed in the planned order

	General
	· Complete the SCHED and TASK templates together.

· Expand this template or use multiple pages as needed.

· Include every significant task. 

· Use task names and numbers that support the activity and are consistent with the project work breakdown structure. 

· 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.

	Task 
	· Enter the project phase for each task.

· Enter the product, part, or assembly to which the task relates.

· Enter task names and/or numbers in the order in which you expect to complete them.

· Select tasks that have explicit completion criteria, i.e., plan completed, program compiled and defects corrected, etc.

	Plan: No. of Team members
	Enter the number of team members who will equally share in this task.

If their individual times will differ, use different task names.

	Plan: Hours
	Enter the total planned hours for each task.

	Plan: Cumulative Hours
	Enter the cumulative sum of the total planned hours.

	Plan: Units
	For each product produced, enter the units of the size measure, i.e., LOC, KLOC, pages, classes, scripts, etc.

	Plan: Size
	For each task, enter the size of the product produced, if any.

	Plan Week
	· On form SCHED, find the plan cumulative hours entry that equals or just exceeds each cumulative hours entry on this form.

· The week number in that row of the form SCHED is the plan week number for the task on form TASK.

· If several weeks on the schedule template have the same cumulative value, enter the earliest week number.

· Pick the plan date as the Monday of the week during which completion for that task is planned.

	Plan: Planned Value (PV)
	· Total the planned hours for all tasks.

· Find the percent each task's planned hours are of total hours.

· Enter this percent as the planned value for each task.

	Plan: Cumulative PV
	Enter the cumulative sum of the planned values.

	Actual: Hours
	When a task is completed, enter the hours spent on the task.

	Actual: Cumulative Earned Value (EV)
	· Each week, total the EV for all completed tasks and enter that total beside the latest completed task.

· Also enter the weekly and cumulative total EV on form SCHED.

	Actual: Week No.
	As a task is completed, enter the week number it was completed.


TSP Test Log - Form TESTLOG

	Name
	
	Date
	

	Project
	
	Launch/Phase
	

	Part/Assembly
	
	Assembly Level 
	


	Date
	
	Test
	
	Product
	
	Start
	
	Stop
	
	Delta Time
	
	Problems

	
	
	
	
	
	
	
	
	
	
	
	
	

	Comments
	

	

	

	Date
	
	Test
	
	Product
	
	Start
	
	Stop
	
	Delta Time
	
	Problems

	
	
	
	
	
	
	
	
	
	
	
	
	

	Comments
	

	

	

	Date
	
	Test
	
	Product
	
	Start
	
	Stop
	
	Delta Time
	
	Problems

	
	
	
	
	
	
	
	
	
	
	
	
	

	Comments
	

	

	

	Date
	
	Test
	
	Product
	
	Start
	
	Stop
	
	Delta Time
	
	Problems

	
	
	
	
	
	
	
	
	
	
	
	
	

	Comments
	

	

	

	Date
	
	Test
	
	Product
	
	Start
	
	Stop
	
	Delta Time
	
	Problems

	
	
	
	
	
	
	
	
	
	
	
	
	

	Comments
	

	

	

	Date
	
	Test
	
	Product
	
	Start
	
	Stop
	
	Delta Time
	
	Problems

	
	
	
	
	
	
	
	
	
	
	
	
	

	Comments
	

	

	

	Date
	
	Test
	
	Product
	
	Start
	
	Stop
	
	Delta Time
	
	Problems

	
	
	
	
	
	
	
	
	
	
	
	
	

	Comments
	

	

	

	Date
	
	Test
	
	Product
	
	Start
	
	Stop
	
	Delta Time
	
	Problems

	
	
	
	
	
	
	
	
	
	
	
	
	

	Comments
	

	

	


TSP Test Log Instructions – Form TESTLOG

	Purpose
	· To report test data and results

	General
	· You need test data to improve the testing processes.

· the tests run

· how long they took to run

· the numbers and types of defects found

· You also need to demonstrate the benefits of a quality process.

· the testing time required to produce a workable product

· the numbers of defects found in the product

· the relative costs of fixing defects in test as opposed to earlier in the development process

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

	Header
	· Enter your name, project name, part or assembly name, launch phase, and date.

· Assembly level specifies the level of this part: module, component, product, sub-system, or system.

	Date
	Enter the date each test was run.

	Test 
	· Uniquely identify each test.

· Use the same name or number as in the test plan.

	Product
	Name the product being tested.

	Test Time
	· Enter the test time.

· Start: when the test was started

· Stop: when the test was stopped, either because it finished successfully or it was interrupted for any program or test-related reason

· Delta time: the time between starting and stopping the test.

	Problems
	· Enter the number of test problem reports.

· If one or more problems is determined to be a defect, note that under comments.

	Comments
	· Briefly note the test results.  For example

· The test finished successfully

· The test was completed, but the result was incorrect

· The test failed with 3 problems, 1 defect

· Where possible, give additional information on test results, test configuration, or anything else that would permit reproducing the test results.


TSP+ Training Matrix Form – Form TRNM

	Organization
	
	Page Number
	

	Roles


	Management
	Leadership Team Member
	Customer / Marketing
	Team Lead
	Customer Interface Manager
	Design Manager
	Implementation Manager
	Planning Manager
	Process Manager
	Support Manager
	Quality Manager
	Test Manager
	PG Team Lead
	PG Planning Manager
	PG Support Manager
	PG Process Manager
	PG Implementation Manager
	PG Quality Manager
	Coaching Manager / Lead TSP Coach
	Process Asset Library Manager
	Training Manager
	Software Developer Team Member *
	Other Team Member *
	TSP Coach
	PSP Instructor
	Configuration Control Board Member
	

	Skills, Courses, OJT Experience
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	TSP Executive Strategy Seminar
	R
	R
	D
	D
	
	
	
	
	
	
	
	
	D
	
	
	
	
	
	D
	
	
	
	
	
	
	D
	

	Leading a Development Team
	D
	R
	
	R
	
	
	
	
	
	
	
	
	R
	
	
	
	
	
	D
	
	
	
	
	
	
	
	

	PSP Fundamentals
	
	D
	
	D
	
	
	
	
	
	
	
	
	D
	
	
	
	
	
	R
	
	
	R
	D
	R
	R
	
	

	PSP Advanced
	
	D
	
	D
	
	R
	R
	
	R
	
	R
	
	D
	
	
	
	
	
	R
	
	
	D
	
	R
	R
	
	

	Introduction to Personal Process or  TSP Team Member Training
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	R
	
	
	
	

	PSP Instructor Training
	
	
	
	
	
	
	
	
	
	
	
	
	D
	
	
	
	
	
	R
	
	
	
	
	D
	R
	
	

	TSP Coach Training
	
	
	
	
	
	
	
	
	
	
	
	
	D
	
	
	
	
	
	R
	
	
	
	
	R
	D
	
	

	Introduction to CMMI
	D
	D
	D
	R
	
	
	
	
	R
	
	
	
	R
	R
	R
	R
	R
	R
	R
	R
	R
	D
	D
	R
	D
	
	

	Intermediate Concepts of CMMI
	
	D
	
	D
	
	
	
	
	D
	
	
	
	R
	
	
	R
	
	
	D
	
	
	
	
	
	
	
	

	Configuration Management
	
	
	
	
	
	
	
	
	
	R
	
	
	
	
	R
	
	
	
	
	
	
	
	
	
	
	D
	

	Test Methodologies
	
	
	
	
	
	
	
	
	
	
	
	R
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Training Coordination
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	R
	
	
	
	
	
	

	Lean Six Sigma
	
	
	
	
	
	
	
	
	
	
	
	
	D
	D
	D
	D
	D
	D
	D
	
	
	
	
	D
	
	
	

	Etc.
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	* All members of a TSP-team or a PG TSP-team are considered a Software Developer Team Member or an Other Team Member in addition to other assigned roles.


TSP+ Training Matrix Form Instructions – Form TRNM

	Purpose
	The training matrix outlines the minimum required training for the primary roles within the organization and its projects.

	General
	· The training matrix and the training plan must be assessed periodically to ensure that it meets the immediate needs of the organization’s projects and the long term business objectives of the organization. 

· Note that the training matrix has been pre-populated with a minimal set of roles, skills, course, and on-the-job experiences as an example.  Each organization and project must evaluate the example and tailor the matrix for completeness.  

· Note that this form is typically used as a template in a spreadsheet or database.

	Header
	Enter the organization’s name and page number.

	Roles
	List all organizational and project specific roles.

	Skills, Course, OJT Experience
	· List all organizational and project specific skill required to meeting project needs and the long term business objectives of the organization.

· For each skill listed, determine if it is required or desired for each defined role by entering a “R” or “D”, respectively, in the corresponding row and column.

	Training Manager
	· Periodically review the TRNM with teams, projects, the process group and management for completeness and approval.

· Make changes as required.

· When changes are made, update all individual team member training logs (form LOGTRNM) to reflect changes made to the TRNM.

· When changes are made, review all individual team member training logs (form LOGTRNM) to determine impact of changes to individuals. Notify affected individuals of new training requirements.


TSP+ On-the-Job Training Form - Form TRNOJT

	Name
	
	Date
	

	E-mail
	
	Organization
	

	Project
	
	Launch/Phase
	


	Course Title or Type of Training
	

	Individual/Company who will Provide Training
	

	Training Requirement Being Fulfilled?
	

	Starting Date

Ending Date

Starting Time

Ending Time



	

	Course Description

	

	

	

	

	

	Training Material

(Attach any handouts, exercises, etc. provided during the training session.)

	

	

	

	

	

	

	When completed and reviewed, submit to the Training Manager and keep a copy.

	Do not write below this line.

	Date Received
	
	
	Approved
	
	Denied

	Comments/Information Needed/Reason Denied

	

	

	

	

	

	

	Approvals

	Training Manager
	
	Date
	

	Team Lead
	
	Date
	


TSP+ On-the-Job Training Form Instructions - Form TRNOJT

	Purpose
	To provide a mechanism for documenting on-the-job, computer-based, or self-directed training in fulfillment of required or desired training

	General
	Any team member may request on-the-job training in fulfillment of required or desired training by filling out this form. Once the form has been completed, the form should be submitted to the training manager to obtain the necessary approvals.

	Header
	· Enter your name, date, e-mail and organization.

· Provide the current project name and launch/phase the project is in.

	Course Title
	Enter the course title or type of training obtained

	Provider of Training
	Enter name of individual or company who provided the training.

	Training Requirement being fulfilled?
	Enter the name of the skills, courses or OJT experience, as listed in the Training Matrix (form TRNM), being fulfilled by this training.

	Start and Ending Date and Time
	· Enter the starting and ending date of the training.

· Enter the starting and ending time of the training.

	Course Description
	· Enter a detailed description of the training course.

· There must be enough information about the course to enable the approval authority to make an informed decision as to whether the training is sufficient.

	Training Material
	· Enter explanation of the training material or provide a copy of the training material used.

· If training material is available, please attach the material to the form.

	Training Manager
	· Review the TRNOJT

· Evaluate the TRNOJT for completeness. If incomplete return for more information.

· Enter date received.

· If concur that the on-the-job training meets the intent of the specified skills, courses, or OJT experience specified in the training matrix (form TRNM), sign and date approval line.

· Obtain approval from team lead.

· Inform requester of approval or denial.

· If approved, update individual’s team member training log (form LOGTRNM).

· Upon completion of on-the-job training, provide the individual with an evaluation form (form TRNSUR), in order to evaluate the effectiveness of the on-the-job training. Periodically review on-the-job training surveys collected with the process group and management for consideration in future training improvements.


TSP+ Training Request Form - Form TRNR

	Name
	
	Date
	

	E-mail
	
	Organization
	

	Project
	
	Launch/Phase
	


	Proposed Training Activity (Course Title)
	

	Proposed Date(s)
	

	Number of students (if requesting internal training)
	

	Length of Course
	

	Source of Funding
	
	Organization
	
	Project
	
	Other, specify
	

	

	How will this training contribute to established goals?

	Personal goals
	

	

	

	Project goals
	

	

	

	Organizational goals
	

	

	

	How can this information be shared across the organization?

	

	

	

	

	

	

	Is this part of a certification program?

	(If so, list courses completed and remaining courses that need to be completed.)

	

	

	

	

	

	

	When completed and reviewed, submit to the Training Manager and keep a copy.

	Do not write below this line.

	Date Received
	
	
	Approved
	
	Denied

	TRNR Control #
	
	
	
	
	

	Comments/Information Needed/Reason Denied

	

	

	

	

	

	

	Approvals

	Training Manager
	
	Date
	

	Team Lead
	
	Date
	


TSP+ Training Request Form Instructions - Form TRNR

	Purpose
	To provide a way to request training in order to meet a project or organizational need.

	General
	Any team member may request internal or external training by filling out this form. Once the form has been completed, the form should be submitted to the training manager to obtain the necessary approvals.

	Header
	· Enter your name, date, e-mail and organization.

· Provide the current project name and launch/phase the project is in.

	Proposed Training Activity
	Enter the course title or description of the proposed training activity.

	Proposed Date(s)
	Enter the dates or time frame in which this course would be most beneficial to the team member requesting the training.

	Number of students
	Enter the number of students for which the training session should be conducted. This field is applicable only if the team member is requesting internal or in-house training.

	Length of course
	Enter the length of the course. The length should be entered in terms of hours or days.

	Source of funding
	If known, select the source of funding (organization, project, or other) that will be used to pay for the training.  If other, specify source.

	Contribute to Established Goals
	Enter how the requested training will accomplish the team member’s personal professional goals and how this training may benefit the project and organization in accomplishing their goals.

	Sharing Information
	Indicate who would benefit from the requested training. Indicate the best method for sharing the information to all members who would benefit.

	Certification Program
	Indicate if this training is part of a certificate program. If it is part of a certificate program, list the courses that have already been completed and the remaining courses that need to be taken to complete the program.

	Training Manager
	· Review the TRNR

· Evaluate the TRNR for completeness. If incomplete, return for more information.

· Enter TRNR into LOGTRNR and allocate unique TRNR Control Number.

· Enter date received.

· Enter TRNR Control No.

· Ensure funding is available for training.

· If concur with request and funding is available, sign and date approval line.

· Obtain approval from team lead.

· Inform requester of approval or denial.

· If approved, arrange for training.

· Maintain training request status in LOGTRNR.


TSP+ Training Sign-in Form – Form TRNSI

	Course Title(s)
	

	Instructor(s)
	

	Date
	
	Start Time
	
	End Time
	

	

	Attendee (Print)
	Phone Number
	Email Address

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


TSP+ Training Sign-in Form Instructions – Form TRNSI

	Purpose
	To provide a mechanism for course instructors to document attendance and for training manager to determine fulfillment of individual training requirements

	General
	Course instructors should pass the training sign-in form around for students to complete.  Upon course completion, a copy of the training sign-in form should be sent to the training manager so that students may obtain credit for fulfillment of required or desired training.  If any student fails to complete the course, the instructor must inform the training manager so that the incomplete student is not given credit for attending the course. 

	Header
	· Enter name of the course or courses being taught.

· Enter instructor(s) name(s).

· Enter date course was conducted.

· Enter start and end time of course.

	Attendee
	For each attendee, print attendee’s name, phone number, and email address.

	Training Manager
	· Evaluate the TRNSI for completeness. If incomplete, return to instructor for more information.

· Upon completion of training course, update team member training logs (form LOGTRNM) for all individuals who completed the training.

· Send each course attendee a training survey form (form TRNSUR).


TSP+ Training Survey Form – Form TRNSUR

	Name (Optional) 
	

	Course Attended 
	

	Date(s) Attended
	

	Instructor(s) 
	


	How would you rate:
	Excellent
	Good
	Fair
	Poor
	N/A

	the contents of the course? …………......………………………………………..…...
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	the organization of the course materials?……………..………………………….…..
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	the quality of the instruction?………………...………………………………………
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	your current understanding of the material covered?………………………………...
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	how well the course matched its stated goals and objectives?………………..……...
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	the quality of the exercises (if applicable)?…….……………….……………………
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



	How much of the subject matter was:
	Most (>80%)
	Much (>50%)
	Some (<50%)
	Little (<20%)
	N/A

	important/relevant to your job?……………………………………………………….
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



	[image: image2.png]


How would you rate the:
	Too Much
	
	About Right
	
	Too Little

	length of time for the course?…………...……………………….…….……………...
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	amount of material covered?……………………………………….….……………...
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	depth of material covered?……………………………………………..……………..
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



(continued on next page)
TSP+ Training Survey Form – Form TRNSUR (continued)
	Were there opportunities for:
	Too Much
	
	About Right
	
	Too Little
	NA

	individual/ “hands on” learning?…………………………………………….…...
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	group exercises?………………………………………………………………..…
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	direct interaction with instructors?…………………………………………….…
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	asking questions?………………………………………………………………....
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	breaks/intermissions?…………………………………………………………..…
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	testing your understanding of the content?……………………………..………...
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



	Was the instructional material:
	Often
	
	Sometimes
	
	Rarely

	easy to understand?…………………………………………………………………...
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	complete?…….………………..……………………………………………………..
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	well-designed?…………………..………………………………….…………………
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	relevant to the course?……………………………………………………..………….
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



	Describe the best aspects of the course

	

	

	

	Describe the worst aspects of the course

	

	

	

	

	Overall, how can the course be improved to better satisfy your needs?

	

	

	

	

	Provide any additional information

	

	

	


TSP+ Training Survey Form Instructions – Form TRNSUR 

	Purpose
	To provide an opportunity for attendees to provide feedback on a given course.  This information can then be used to evaluate the effectiveness of the course and determine ways to improve the course for future attendees.

	General
	The training survey form will be distributed to attendees upon training completion.  All completed training surveys (form TRNSUR) should be returned to the training manager for analysis.

	Header
	· Enter attendee’s name (optional).

· Enter name of the course being taught.

· Enter date course was conducted.

· Enter instructor(s) name(s).

	Attendee
	· Fill in header information.

· Answer each question by putting an “X” in the box that corresponds to your response to the question.

· Briefly describe the best aspects of the course in the space provided.

· Briefly describe the worst aspects of the course in the space provided.

· Briefly describe how the course could be improved to better satisfy your needs.

· Provide any additional information.

· When completed and reviewed, submit to the training manager.

	Training Manager
	· Collect all training survey forms for the given class.

· Input survey results into the training survey summary form (form SUMTRNS).

· Provide instructors with a copy of the completed survey results (form SUMTRNS).


TSP+ Training Waiver Request Form - Form TRNWR

	Name
	
	Date
	

	E-mail
	
	Organization
	

	Project
	
	Launch/Phase
	


	Course title from which waiver is requested
	

	
	

	Explain why training waiver request should be approved

	

	

	

	

	

	

	

	

	Training Evidence

	(attach certificate of completion, transcripts, or other evidence of obtained knowledge.)

	

	

	

	

	

	

	

	

	When completed and reviewed, submit to the Training Manager and keep a copy.

	Do not write below this line.

	Date Received
	
	
	Approved
	
	Denied

	
	
	
	
	
	

	Comments/Information Needed/Reason Denied

	

	

	

	

	

	

	Approvals

	Training Manager
	
	Date
	

	Team Lead
	
	Date
	


TSP+ Training Waiver Request Form Instructions - Form TRNWR

	Purpose
	To provide a way to request a training waiver for an individual that is able to show evidence that he/she has received similar training or that he/she does not need to attend required training to effectively perform his/her job or in satisfying project or organizational business objectives.

	General
	Anyone may request to be waived from attending required training when they already possess the knowledge and skills needed to satisfy the training objectives by filling out this form. Once the form has been completed, the form should be submitted to the training manager to obtain the necessary approvals.

	Header
	· Enter your name, date, e-mail and organization.

· Provide the current project name and launch/phase the project is in.

	Course Title
	Enter the name of the Skills, Courses, OJT Experience, as listed in the Training Matrix (form TRNM), from which waiver is requested

	Why
	Explain why this training waiver request should be approved, by providing a detailed description of the training or experience, already taken or obtained.

	Training Evidence
	· Provide training evidence. Attach certificate of completion, transcripts, or other evidence of obtained knowledge.

· Note: depending on the amount of time since the course was completed, completeness of the material learned and other factors, your waiver request may still be denied, regardless of evidence provided.

	Training Manager
	· Review the TRNWR.

· evaluate the TRNWR for completeness. If incomplete return for more information

· enter date received

· If concur that the individual does not need to attend required training to effectively perform his/her job or in satisfying project or organizational business objectives, mark the approved box else, check the denied box.

· Sign and date approval line.

· Obtain approval from team lead.

· Inform requester of approval or denial.

· If approved, update individual’s team member training log (form LOGTRNM).


TSP Weekly Status Report - Form WEEK

	Name
	
	Date
	

	Project
	
	Week No.
	


	Weekly Data
	
	
	
	Planned
	
	Actual

	  Project hours for this week
	
	
	
	
	
	

	  Project hours this phase to date
	
	
	
	
	
	

	  Earned value for this week
	
	
	
	
	
	

	  Earned value this phase to date
	
	
	
	
	
	

	  Non earned-value project tasks
	
	
	
	
	
	

	
	
	
	
	
	
	

	Role Tasks Completed
	
	Hours
	
	Earned Value
	
	Planned Week

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Totals
	
	
	
	
	
	

	
	
	
	
	
	
	

	Development Tasks Completed
	
	Hours
	
	Earned Value
	
	Planned Week

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Totals
	
	
	
	
	
	

	
	
	
	
	
	
	

	Other Project Activities This Week
	
	Hours

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Totals
	
	

	
	
	
	
	
	
	

	Risk/Issue Tracking
	
	

	  Risk Name
	
	Status

	
	
	

	
	
	

	
	
	

	  Issue Name
	
	Status

	
	
	

	
	
	

	
	
	


TSP Weekly Status Report Instructions - Form WEEK

	Purpose
	Use this form to prepare your weekly status reports.

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

· Complete a copy of this form each week and give it to the planning manager before the weekly meeting.

· The planning manager prepares the team summary form.

· Role tasks are those tasks you perform for a team assigned role such as planning manager, quality manager, etc.

· Development tasks are those tasks you perform while developing the product such as designing, coding, or inspecting.

	Header
	Enter your name, project name, date, and the week number reported.

	Weekly Data
	· Enter the hours you actually spent on the project this week and the hours you planned to spend.

· Enter the actual and planned cumulative hours you have spent on this phase of the project.

· Enter the earned value planned for the week and your actual earned value.

· Enter your cumulative earned value planned and actual for the project phase to date.

· Note: the team may choose to track time and earned value for the entire project to date, rather than just for the current phase.

	Role Tasks Completed
	For each of your team roles:

· Enter the name of each task you completed this week.

· Enter the total time you spent on each of these tasks.

· Enter the week number when you planned to finish the task.

· Total the week’s earned value.

	Development Tasks Completed
	For your development work:

· Enter the name of each task you completed this week.

· Enter the total time you spent on each of these tasks.

· Enter the week number when you planned to finish the task.

· Total the week’s earned value.

	Other Project Activities
	For any other project work that is not on the task schedule:

· Enter the activity on which you spent time this week.

· Enter the total time you spent on each of these activities.

	Risk/Issue Tracking
	· For the risks you track, summarize the status and any important changes or exposures for this week.

· For the issues you track, summarize the status and any important changes this week.
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