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Relaunch Preparation Package

Team Leader

This package contains material you need to prepare for the relaunch.  The elements contained are as follows.
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Relaunch workshop hours:  The relaunch is normally completed during standard working hours.  Occasionally, particularly with large teams or complex projects, the work may take longer than the working day.  Team members should be prepared to work one or two additional hours on day 1 or 2.  While this will probably not be necessary, everyone must be prepared to stay in case more time is needed.

What to read and when:

Prior to the relaunch, read this entire package.

You may wish to read the preparation guidelines for other participants; copies are in the relaunch preparation package.

Team Relaunch Preparation Guidelines

Relaunch purpose:  The relaunch will help you replan your project.  A relaunch should be held when

· your project has completed one phase or cycle and is ready for the next.

· the previously developed plan is no longer useful and a simple replanning exercise is not sufficient.

· the project has added a substantial number of new members.

· there are other significant changes that invalidate the results of the previous launch or relaunch.

Also, if there have been major changes that impact management's goals for the project or the intended product's basic requirements, consider conducting another full launch.

Relaunch hours:  The relaunch is normally completed during standard working hours.  Occasionally, particularly with large teams or complex projects, the work may take longer than the working day.  Team members should be prepared to work one or two additional hours on day 1 or 2.  While this will probably not be necessary, everyone must be prepared to stay in case more time is needed.

Relaunch products:  The relaunch produces an updated set of the same products produced by the launch.  Any new team members who are not familiar with TSP should review the Team Launch Preparation Guidelines for a brief overview of the launch process and a listing of the launch products.

Relaunch participants:  The relaunch is part of your project.  Thus, except for the first meeting, there are no observers.  Only the team leader, the TSP coach, and the team members participate.  While exceptions may make sense when a support or other team member is directly involved in the team's work, this should be rare.  Occasionally, an additional person may participate as part of becoming qualified as a TSP coach.

Relaunch preparation:  Since you will be making project and personal plans you should bring prior data on both your personal work on this and other projects.  Such data will help you to make more accurate plans for this project.  Also, bring any relevant process definition materials that you think will be needed for this project.  Agree on which team member will bring a copy of the organization's defined process, if there is one, the process used so far on this project, and any other relevant engineering standards or processes.

Team Leader Status Report Guidelines

Relaunch Meeting 1

Purpose:  In relaunch meeting 1, you present a status report on the team's progress to date on this project, give a summary of where the team stands against its goals from the prior launch or relaunch, and describe any changes in management's goals for the project.

Meeting objectives:  This meeting has four principal objectives.

1. Introduce new project members to the team.

2. Familiarize new team members, the TSP coach, and any other attendees with the project and where it stands.

3. Explain any important changes in management's or the customer's goals for the project.

4. Review the team's status against their goals, both to show performance to date and to provide the data needed for establishing new or updated goals.

The project status report:  The suggested contents of the project status report are described in the TSP STATUS Specification, a copy of which follows this page.  Either give the "Standard" or the "Full" report contents, although you may choose not to review risk or action item status.

Team goals performance:  By reinforcing team goal performance, you reinforce the importance of measurable goals.  When goals are properly set, measured, and frequently reviewed, teams treat them seriously.  List all of the goals from the prior launches and give the performance against each one.  Where performance is not readily measurable or the data are not available, point out this issue to the team and discuss how to handle these goals more effectively in this relaunch.

Management update objectives:  In the management update, address all significant changes to management's goals or the customer's requirements.  The team needs to understand these changes to make informed decisions.  If you feel it would be appropriate, invite a senior manager or a senior marketing representative to handle one or both of these discussions.

Intended result:  At the end of the meeting, the team should fully understand the project's status, progress to date against the team's goals, all of the significant business or marketing changes to this project, and why these changes have been made.  They should also understand why the business undertook this project and what a successful outcome will mean to the organization.

TSP Project Status Report - Specification STATUS

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

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

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

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

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

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

· A consistent format saves preparation and meeting time.

	Agenda and Problems
	· Briefly cover the meeting agenda.

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

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

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

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

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

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

	Quality Status
	· Briefly describe the quality plan.

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

· Report configuration audit results.

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

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

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

· Discuss all delinquent actions and needed next steps.

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

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

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

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


(continued on next page)

TSP Project Status Report - Specification STATUS (continued)

	Purpose
	· This page suggests specific STATUS report contents.

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

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

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

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

· schedule status versus plan (use EV)

· planned actions to resolve any schedule issues

· any major risks and mitigation actions

· any outstanding actions from prior meetings

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

· schedule status versus plan (use EV)

· planned actions to resolve any schedule issues

· planned versus actual weekly hours

· staffing problems and needed actions

· any major risks and mitigation actions

· any outstanding actions from prior meetings

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

· schedule status versus plan (use EV)

· projected phase completion date

· planned actions to resolve any schedule issues

· planned versus actual weekly hours

· staffing problems and needed actions

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

· basic configuration status (CIBPS)

· a review of all major risks and mitigation actions

· the status of the actions from prior meetings

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

· schedule status versus plan (use EV)

· projected phase and overall project completion dates

· planned actions to resolve any schedule issues

· planned versus actual weekly hours

· staffing problems and needed actions

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

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

· basic configuration status (CIBPS)

· a review of all the major risks and mitigation actions

· the status of the actions from prior meetings


(continued on next page)

TSP Project Status Report - Specification STATUS (continued)

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

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

· State any key issues or problems to be raised.

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

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

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

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

· Do not place blame; be factual and objective.

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

	Move Quickly
	· Management is generally smarter than you realize.

· Assume they will understand very quickly.

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

· Under no conditions make them tell you to hurry.

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

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

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

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

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

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

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

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

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

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

· Bring backup materials to cover questions management might ask.

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