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	Information Technology Department
Project Kickoff Meeting Agenda



[bookmark: _GoBack]Meeting Information:
	Project Title
	[bookmark: QuickMark]…
	Time
	…

	Date
	…
	Location
	…

	Facilitator
	…
	Note Taker
	…

	Purpose:
Delete all instructions prior to finalizing document  


Invitees/Attendees:  should include the Project Manager, Project Team, Project Sponsor, and any Customers with a vested interest in the status of the project. During the meeting, note who actually attended.
	Required/
Optional
	Attended
(Y/N)
	Name & Role or Agency
	Required/
Optional
	Attended
(Y/N)
	Name & Role or Agency
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Agenda/Minutes:
Item	Topic	Owner        Recommended Timeframe-2 hours	
1. Introductions 	Facilitator 	5 min		
2. Meeting Ground Rules 	Facilitator  	5 min		
· … 
· … 
3. Sponsor’s Comments  	Project Sponsor 	5 min
4. Project Background and Purpose	Project Manager	5 min	
· … 
· … 

5. Project Objectives 	Project Manager	10 min	
· … 
· … 

6. Project Scope & Schedule	Project Manager	15 min	
· Deliverables
· High level requirements
· Timeline
7. Roles & Responsibilities	Project Manager	10 min	
· Roles
· Expectations
· Team
· Stakeholder availability/engagement
· Sponsor
8. Risk, Issue and Change Management	Project Manager	15 min
· Processes
· Expectations
9. Communications Plan and practices	Project Manager	5 min
· Plan Overview
· Internal
· External
10. Next Steps	Facilitator	5 min	
· … 
· … 
11. Additional Information	Project Manager	
· Handouts - Provide a list of the material to be distributed to the attendees. Be sure that one of the Project Team members in attendance is scribing for the session, capturing important project-specific information that requires further review or discussion as well as potential issues that could impact the project. The notes will be compiled into meeting minutes to be distributed to all the attendees and retained in the project repository.
· Decisions - Document each project decision reached and its impact. Also indicate if the decision requires follow-up actions. If so, these should be captured below
· Issues - Document any project issues identified and its impact. Also indicate if the issue requires follow up actions. If so, these should be captured below
Action Items:
	#
	Action Item
	Assigned To
	Due Date
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	Date
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