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Meeting Report - LTL Meeting 1

	Name
	
	Date
	

	Chairperson
	TSP Coach
	Location
	

	Meeting Date
	
	Time From:
	
	To:
	

	
	

	Subject/Purpose
	LTL Meeting 1: To overview the LTL process and to guide the leadership team 

	in deciding how to work as a leadership team 

	

	Attendees
	

	Name
	Role

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Agenda
	

	Times (min.)
	Topics
	Discussion Leader

	Plan
	Start
	Stop
	
	

	5
	
	
	Agenda and meeting process
	TSP Coach

	20
	
	
	Launch overview
	TSP Coach

	30
	
	
	Business goals and expectations
	Senior Manager

	30
	
	
	Goal questions
	Leadership Team 

	5
	
	
	Meeting wrap-up and report
	TSP Coach

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Decisions, Actions, and Key Information

	What
	Who
	When

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


(Use additional form copies if needed.)

	TSPm Leadership Team Launch - Script LTL

	Purpose
	To guide the leadership team in conducting a launch workshop

	Entry Criteria
	· The leadership team has completed a TSPm team launch.

· Senior management is available for LTL meeting 1.

· All leadership team members attend meetings 1 through 5 and the postmortem.

· For distributed teams, the remote team leaders participate in the entire launch either in person or via telephone or videoconference.

· An authorized TSP coach is on hand to lead the launch.

	General
	Timing

· All LTL meetings are held on one day.

· To complete the launch in one day, the entire team may have to stay late.


	Step
	Activities
	Description

	1
	Business Objectives
	Hold launch meeting 1 (script LTL1).

· review the launch process and objectives

· discuss the team’s goals with senior management

	2
	Define the Team Goals
	Hold launch meeting 2 (script LTL2).  The leadership team

· defines and documents its goals 

· relates its goals to business goals

· defines goal measures

	3
	Determine Oversight Strategy
	Hold launch meeting 3 (script LTL3).  The leadership team

· reviews its quality, productivity, commitment, and improvement objectives

· determines the management and team practices required to meet these objectives

· considers the ways to motivate these practices

· selects a motivational strategy

	4
	Allocate Work to Role Manager Teams
	Hold launch meeting 4 (script LTL4).  The leadership team

· determines the work and data needed to cause and verify the desired behavior

· decides how this work should be done 

· defines the reports and data needed to accomplish the desired oversight

· decides which tasks should be done by which role manager team

	5
	Define Role Manager Team Goals and Responsibilities
	Hold launch meeting 5 (script LTL5).  The leadership team

· lists for each role manager team the results to be produced

· decides on the needed frequency and timing of these results

· decides which leadership team member will be the contact point for each role manager team

· assigns that leadership team member responsibility for preparing and presenting the leadership team’s needs at that role manager team launch

	PM
	Launch Postmortem
	Hold the launch postmortem meeting (script LTLPM).

· document the launch results

· assess the launch process and prepare PIPs


	Exit Criteria
	· Documented team goals and goal measures

· Defined role manager team responsibilities 

· Leadership team contact designated for each role manager team

· All risks and issues have been identified and recorded.

· Launch completed and results documented


	TSPm LTL Launch Meeting 1 - Script LTL1

	Purpose
	To review the leadership team’s goals and expectations with senior management

	Entry Criteria
	· One or more senior managers are present and prepared.

· All participants are present (TSP coach, team leaders, and project manager).

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

· Forms: MTG, ITL, PIP

· Specification ROLE

	General
	· Meeting 1 takes from 1 to 2 hours.


	Step
	Activities
	Description

	1
	Launch Overview

Meeting Role Assignments
	The TSP coach leads the meeting (script MTG). The TSP coach

· describes the LTL launch process and the launch products

· reviews the meeting roles and assigns a timekeeper and recorder (specification ROLE)

· discusses the work to be done in this meeting

	2
	Business Goals and Expectations
	The senior manager 

· describes the business goals for the organization and how this project’s performance relates to these goals

· discusses the business objectives for improved quality, productivity, and competitive capability

· describes management’s process improvement objectives

· outlines management’s expectations for this project

· answers the team's questions

	3
	Goal Questions
	The team members should satisfy themselves that they understand the business goals and the senior manager’s expectations.

· the reasons for each goal and expectation

· how the senior manager will determine if the goals and expectations are met

	4
	Launch Meeting Documentation
	The recorder completes form MTG.

· lists the attendees and the time spent by agenda item

· describes decisions made and by whom

· documents pending actions: what, when, and by whom

· verifies the meeting report with the meeting attendees and gives the completed form MTG to the project manager 


	Exit Criteria
	· Launch meeting 1 activities have been completed.

· The leadership team understands senior management’s goals and expectations.

· The team's questions have been answered, or actions planned to get the answers.

· All risks and issues have been recorded (form ITL).

· All process improvement suggestions have been recorded (form PIP).

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

· The project manager has copies of all meeting products.


Meeting Report - LTL Meeting 2

	Name
	
	Date
	

	Chairperson
	TSP Coach
	Location
	

	Meeting Date
	
	Time From:
	
	To:
	

	
	

	Subject/Purpose
	LTL Meeting 2: To review managements goals and define the leadership team’s 

	goals

	

	Attendees
	

	Name
	Role

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Agenda
	

	Times (min.)
	Topics
	Discussion Leader

	Plan
	Start
	Stop
	
	

	5
	
	
	Agenda and meeting process
	TSP Coach

	10
	
	
	Review management’s stated goals
	Project Manager

	30
	
	
	Identify management’s implied goals
	Project Manager

	25
	
	
	Define the leadership team’s goals
	Project Manager

	15
	
	
	Assign responsibility for goal tracking
	Project Manager

	5
	
	
	Meeting wrap-up and report
	TSP Coach

	
	
	
	
	

	
	
	
	
	

	Decisions, Actions, and Key Information

	What
	Who
	When

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


(Use additional form copies if needed.)

	TSPm LTL Launch Meeting 2 - Script LTL2

	Purpose
	To guide the leadership team in setting goals 

	Entry Criteria
	· All participants are present (TSP coach, team leaders, and project manager).

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

· Forms: GOAL, ITL, MTG, PIP

· Specifications ROLE, PLAN, QUAL

	General
	Meeting 2 generally takes 1 to 2 hours.


	Step
	Activities
	Description

	1
	Meeting Roles
	Select the meeting roles (specification ROLE).

· The TSP coach leads the meeting (script MTG).

· The timekeeper tracks time and keeps the meeting on schedule.

· The recorder notes meeting decisions and actions and writes the meeting report (form MTG).

	2
	Meeting Overview
	The TSP coach reviews the work to be done in this meeting and the products to be produced. 

	3
	Review Management's Stated Goals
	The project manager leads the team review of the senior manager’s goals to

· get agreement on the stated goals

· identify one or more measures for each goal

· record results on form GOAL.

	4
	Implied Goals
	· The project manager leads the team in defining the goals that are implied by management's stated goals. 

· Considerations include team productivity, quality performance, process improvement, customer satisfaction, and competitive capability.

	5
	Team Goals
	The project manager leads the team in 

· establishing team goals to meet the manager's stated and implied goals

· identifying one or more measures for each team goal

· recording results on form GOAL

	6
	Goal Tracking
	The project manager leads the team in 

· assigning team-member tracking responsibility for each goal 

· recording the assignments on form GOAL

· establishing a tracking schedule for each goal

	7
	Launch Meeting Documentation
	The recorder completes form MTG.

· lists the attendees and the time spent by agenda item

· describes decisions made and by whom

· documents pending actions: what, when, and by whom

· verifies the meeting report with the meeting attendees 

· gives the completed form MTG to the project manager.


	Exit Criteria
	· Launch meeting 2 activities have been completed.

· The team goals are documented (form GOAL).

· All risks and issues have been recorded (form ITL).

· All process improvement suggestions have been recorded (form PIP).

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

· The project manager has copies of all meeting products.


Meeting Report - LTL Meeting 3

	Name
	
	Date
	

	Chairperson
	TSP Coach
	Location
	

	Meeting Date
	
	Time From:
	
	To:
	

	
	

	Subject/Purpose
	LTL Meeting 3: To define the project results required to meet the team’s goals 

	and determine the sub-team practices required to produce these results

	

	Attendees
	

	Name
	Role

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Agenda
	

	Times (min.)
	Topics
	Discussion Leader

	Plan
	Start
	Stop
	
	

	5
	
	
	Agenda and meeting process
	TSP Coach

	10
	
	
	Review team objectives
	Project Manager

	30
	
	
	Assess current team performance
	Project Manager

	25
	
	
	Select the motivational strategy
	Project Manager

	15
	
	
	Define the verification strategy
	Project Manager

	5
	
	
	Meeting wrap-up and report
	TSP Coach

	
	
	
	
	

	
	
	
	
	

	Decisions, Actions, and Key Information

	What
	Who
	When

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


(Use additional form copies if needed.)

	TSPm LTL Launch Meeting 3 - Script LTL3

	Purpose
	To guide the leadership team in defining the strategy it will use in overseeing the project

	Entry Criteria
	· All participants are present (TSP coach, team leaders, and project manager).

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

· The documented team goals are available.

· Forms: ITL, MTG, PIP and REVIEW checklist

· Specification ROLE

	General
	Meeting 3 generally takes from 1 to 2 hours.


	Step
	Activities
	Description

	1
	Meeting Roles
	Select the meeting roles (specification ROLE).

· The TSP coach leads the meeting (script MTG).

· The timekeeper tracks time and keeps the meeting on schedule.

· The recorder notes meeting decisions and actions and writes the meeting report (form MTG).

	2
	Meeting Overview
	The TSP coach reviews the work to be done in this meeting and the products to be produced.

	3
	Review Objectives
	The project manager leads the team in 

· defining the project results required to meet the team’s quality, schedule, productivity, and process improvement goals 

· reviewing the team’s and sub-teams’ plans for meeting its goals

· determining the needed team and sub-team actions to meet these goals

	4
	Assess Current Team Performance
	The project manager leads the team in 

· discussing the team’s current performance

· defining any needed changes 

· devising ways to obtain the desired results

	5
	Select Management Strategy
	The project manager leads the team in

· defining the management actions required to obtain the desired results

· determining a strategy for implementing these actions 

	6
	Define Verification Strategy
	The project manager leads the team in 

· defining ways to verify the desired team results (TSP REVIEW checklist)

· identifying measures or other indicators of proper performance

· defining a strategy for verifying that the sub-teams are following the desired practices

	7
	Launch Meeting Documentation
	The recorder completes form MTG.

· lists the attendees and the time spent by agenda item

· describes decisions made and by whom

· documents pending actions: what, when, and by whom

· verifies the meeting report with the meeting attendees 

· gives the completed form MTG to the project manager


	Exit Criteria
	· Launch meeting 3 activities have been completed.

· List of products to be produced has been recorded (form SUMS).

· Overall and detailed development process steps are documented.

· Process plan and support plan are documented (form INV).

· All risks and issues have been recorded (form ITL).

· All process improvement suggestions have been recorded (form PIP).

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

· The lead role manager has copies of all meeting products.


Meeting Report - LTL Meeting 4

	Name
	
	Date
	

	Chairperson
	TSP Coach
	Location
	

	Meeting Date
	
	Time From:
	
	To:
	

	
	

	Subject/Purpose
	LTL Meeting 4: To guide the leadership team in assigning project oversight and 

	support work

	

	Attendees
	

	Name
	Role

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Agenda
	

	Times (min.)
	Topics
	Discussion Leader

	Plan
	Start
	Stop
	
	

	5
	
	
	Agenda and meeting process
	TSP Coach

	30
	
	
	Define needed reports and data
	Project Manager

	20
	
	
	Define required work
	Project Manager

	15
	
	
	Make initial task assignments
	Project Manager

	25
	
	
	Assess role manager team workload
	Project Manager

	10
	
	
	Make role manager team assignments
	Project Manager

	5
	
	
	Meeting wrap-up and report
	TSP Coach

	
	
	
	
	

	Decisions, Actions, and Key Information

	What
	Who
	When

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


(Use additional form copies if needed.)

	TSPm LTL Launch Meeting 4 - Script LTL4

	Purpose
	To guide the leadership team in assigning project oversight and support work 

	Entry Criteria
	· All participants present (TSP coach, team leaders, and project manager).

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

· Forms: ITL, MTG, PIP 

· Specification ROLE

	General
	Meeting 4 generally takes 1 to 2 hours.


	Step
	Activities
	Description

	1
	Meeting Roles
	Select the meeting roles (specification ROLE).

· The TSP coach leads the meeting (script MTG).

· The timekeeper tracks time and keeps the meeting on schedule.

· The recorder notes meeting decisions and actions and writes the meeting report (form MTG).

	2
	Meeting Overview
	The TSP coach reviews the work to be done in this meeting and the products to be produced.

	3
	Define Needed Reports and Data


	The project manager leads the team in

· defining the data and reports needed to assess team and project performance 

· deciding how these data and reports should be produced

	4
	Define Required Work
	The project manager leads the team in 

· determining the work needed to implement the selected strategy

· deciding which tasks must be done by the team leaders

· specifying the tasks to be handled by the role manager teams

· defining the tasks to be assigned to other groups

	5
	Make Initial Task Assignments
	The project manager leads the team in making the task assignments.

· For the role manager tasks, the team makes an initial assignment.

· The team determines who should handle the other delegateable tasks.

· The team assigns a team leader to arrange for this other work

	6
	Assess Role Manager Team Workload
	The project manager leads the team in 

· reviewing the workload for each role manager team (TSPm Role Manager Team Responsibilities, TSPm Lead Role Manager Responsibilities)

· identifying the role manager teams that are overloaded and those that are not adequately utilized

· determining the role manager teams that have continuing reporting tasks and those that do not

	7
	Make Role Manager Team Assignments
	The project manager leads the team in assigning the workload so that

· no role manager team has an excessive workload 

· every team has at least one continuing reporting responsibility

· every team has sufficient cross-team workload to ensure its continued communication and involvement

	8
	Launch Meeting Documentation
	The recorder completes form MTG.

· lists the attendees and the time spent by agenda item

· describes decisions made and by whom

· documents pending actions: what, when, and by whom

· verifies the meeting report with the meeting attendees 

· gives the completed form MTG to the lead role manager


	Exit Criteria
	· Launch meeting 4 activities have been completed.

· The role manager team workload has been assigned

· Other required oversight tasks have been assigned or delegated.

· All risks and issues have been recorded (form ITL).

· All process improvement suggestions have been recorded (form PIP). 

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

· The project manager has copies of all meeting products.


Meeting Report - LTL Meeting 5

	Name
	
	Date
	

	Chairperson
	TSP Coach
	Location
	

	Meeting Date
	
	Time From:
	
	To:
	

	
	

	Subject/Purpose
	LTL Meeting 5: To guide the leadership team in defining the role manager team 

	goals and responsibilities

	

	Attendees
	

	Name
	Role

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Agenda
	

	Times (min.)
	Topics
	Discussion Leader

	Plan
	Start
	Stop
	
	

	5
	
	
	Agenda and meeting process
	TSP Coach

	30
	
	
	List role manager team tasks
	Project Manager

	30
	
	
	Define needed reports and data
	Project Manager

	15
	
	
	Define any other role manager team goals
	Project Manager

	15
	
	
	Assign leadership team responsibilities
	Project Manager

	5
	
	
	Meeting wrap-up and report
	TSP Coach

	
	
	
	
	

	Decisions, Actions, and Key Information

	What
	Who
	When

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


(Use additional form copies if needed.)

	TSPm LTL Launch Meeting 5 - Script LTL5

	Purpose
	To guide the leadership team in defining the role manager team goals and responsibilities

	Entry Criteria
	· All participants are present (TSP coach, team leaders, and project manager).

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

· Forms: ITL, MTG, PIP and REVIEW checklist

· Specification ROLE

	General
	Meeting 5 generally takes 1 to 2 hours.


	Step
	Activities
	Description

	1
	Meeting Roles
	Select the meeting roles (specification ROLE).

· The TSP coach leads the meeting (script MTG).

· The timekeeper tracks time and keeps the meeting on schedule.

· The recorder notes meeting decisions and actions and writes the meeting report (form MTG).

	2
	Meeting Overview
	The TSP coach reviews the work to be done in this meeting and the products to be produced.

	3
	List Role Tasks
	The project manager leads the team in listing the assignments for each role manager team (see TSPm Role Manager Team Responsibilities).

	4
	Define Needed Reports and Data
	For each role manager team report or task, the leadership team 

· describes the information needed (TSP REVIEW Checklist)

· specifies any format constraints or requirements

· states the required timing or frequency for the reports

· describes why the report is needed and how it will be used

	5
	Define Other Goals
	For each role manager team, the leadership team also 

· lists any other role manager responsibilities (quality alerts, risk evaluations, technical exposures) (Role Manager Team Responsibilities) 

· describes the leadership team’s other expectations for the role manager team (creative input, emerging opportunities, significant customer related issues)

	6
	Leadership Team Responsibilities
	For each role manager team, the leadership team 

· determines the team leader who will be the contact point for that role manager team

· assigns that leadership team member the responsibility for preparing and presenting the leadership team’s needs to that role manager team at its team launch (Script RTL)

· asks that team leader to periodically review that role manager team’s activities and to bring any problems to the leadership team (Script WEEKLR)

	7
	Launch Meeting Documentation
	The recorder completes form MTG.

· lists the attendees and the time spent by agenda item

· describes decisions made and by whom

· documents pending actions: what, when, and by whom

· verifies the meeting report with the meeting attendees 

· gives the completed form MTG to the planning manager 


	Exit Criteria
	· Launch meeting 5 activities have been completed.

· Precise role manager team reporting responsibilities have been defined.

· Other role manager team responsibilities have been specified.

· All process improvement suggestions have been recorded (form PIP).

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

· The lead role manger has copies of all meeting products.


Meeting Report - LTL Postmortem Meeting 

	Name
	
	Date
	

	Chairperson
	TSP Coach
	Location
	

	Meeting Date
	
	Time From:
	
	To:
	

	
	

	Subject/Purpose
	LTL Meeting 5: To guide the leadership team through the launch postmortem

	

	

	Attendees
	

	Name
	Role

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Agenda
	

	Times (min.)
	Topics
	Discussion Leader

	Plan
	Start
	Stop
	
	

	5
	
	
	Agenda and meeting process
	TSP Coach

	10
	
	
	Review the work to be done
	TSP Coach

	30
	
	
	Conduct the postmortem
	TSP Coach

	5
	
	
	Meeting wrap-up and report
	TSP Coach

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Decisions, Actions, and Key Information

	What
	Who
	When

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


(Use additional form copies if needed.)

	TSPm LTL Postmortem Meeting  - Script LTLPM

	Purpose
	To guide the leadership team through the launch postmortem

	Entry Criteria
	· All participants are present (TSP coach, team leaders, and project manager).

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

· Forms: ITL, MTG, PIP

· Specification ROLE

	General
	Timing

· The PM meeting generally takes about ½ to 1 hour.


	Step
	Activities
	Description

	1
	Meeting Roles
	Select the meeting roles (specification ROLE).

· The TSP coach leads the meeting (script MTG).

· The timekeeper tracks time and keeps the meeting on schedule.

· The recorder notes meeting decisions and actions and writes the meeting report (form MTG).

	2
	Meeting Overview
	The TSP coach reviews the work to be done in this meeting and the products to be produced.

	3
	Launch Postmortem
	The TSP coach ensures that all required launch data are gathered and recorded.

	4
	Prepare PIPs
	The TSP coach leads the team through a process evaluation.

· identifies launch process problems or inconveniences

· suggests process improvements

· completes PIPs for these suggestions

	5
	Launch Meeting Documentation
	The recorder completes form MTG.

· lists the attendees and the time spent by agenda item

· describes decisions made and by whom

· documents pending actions: what, when, and by whom

· verifies the meeting report with the meeting attendees 

· gives the completed form MTG to the planning manager


	Exit Criteria
	· Launch postmortem activities have been completed.

· All risks and issues have been recorded (form ITL).

· All process improvement suggestions have been recorded (form PIP).

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

· The TSP coach and project manger have copies of all meeting products.


TSP Issue and Risk Tracking Log - Form ITL

	Name
	
	Date
	

	Project
	
	Launch/Phase
	


	No.
	Date
	Personal/Team
	Risk/Issue
	Impact
	Likelihood
	Source
	Owner

	
	
	
	
	
	
	
	

	Description
	
	Follow-up Date

	
	

	
	Resolved Date

	
	

	

	No.
	Date
	Personal/Team
	Risk/Issue
	Impact
	Likelihood
	Source
	Owner

	
	
	
	
	
	
	
	

	Description
	
	Follow-up Date

	
	

	
	Resolved Date

	
	

	

	No.
	Date
	Personal/Team
	Risk/Issue
	Impact
	Likelihood
	Source
	Owner

	
	
	
	
	
	
	
	

	Description
	
	Follow-up Date

	
	

	
	Resolved Date

	
	

	

	No.
	Date
	Personal/Team
	Risk/Issue
	Impact
	Likelihood
	Source
	Owner

	
	
	
	
	
	
	
	

	Description
	
	Follow-up Date

	
	

	
	Resolved Date

	
	

	

	No.
	Date
	Personal/Team
	Risk/Issue
	Impact
	Likelihood
	Source
	Owner

	
	
	
	
	
	
	
	

	Description
	
	Follow-up Date

	
	

	
	Resolved Date

	
	

	

	No.
	Date
	Personal/Team
	Risk/Issue
	Impact
	Likelihood
	Source
	Owner

	
	
	
	
	
	
	
	

	Description
	
	Follow-up Date

	
	

	
	Resolved Date

	
	

	

	No.
	Date
	Personal/Team
	Risk/Issue
	Impact
	Likelihood
	Source
	Owner

	
	
	
	
	
	
	
	

	Description
	
	Follow-up Date

	
	

	
	Resolved Date

	
	

	


TSP Process Improvement Proposal - Form PIP

	Name
	
	Date
	

	E-mail
	
	Organization
	

	Project
	
	Launch/Phase
	


	PIP Number
	
	Priority
	

	PIP Title
	

	

	Improvement Description

	Briefly describe the improvement you suggest.

	

	

	

	

	

	

	

	

	

	

	

	Process Elements Impacted

	If you know them, list the process elements that must be added, changed, or deleted.

	

	

	

	

	

	Improvement Benefits (check one)

	Improved Quality _______   Reduced Cycle Time ________  Reduced Risk ________

	Describe the likely benefits of the suggested change.

	

	

	

	

	

	

	

	

	

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

	Do not write below this line.

	PIP Control No.
	
	Accepted
	

	Received
	
	Returned
	

	Evaluated
	
	Deferred
	

	Effort Involved
	
	Date Done
	

	Author Notified
	

	Reasons
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