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Project Kickoff Meeting [Template]
	Project Name:

	Date:

	Project Manager:


	1.0
Purpose of the Kickoff Meeting


[The first project meeting is an opportunity to present the plan for leading the project to a successful completion.  Take advantage of this one-time chance to set proper expectations and establish guidelines that will help complete the project on time and within budget.  Failing to prepare for this meeting, may put the project at risk right from the start.

Before the meeting concludes, ensure everyone on the project team is on the same page.  Preparation beforehand will determine whether the kickoff meeting will offer the greatest benefit to team members.]
	2.0
Meeting Preparation


2.1
Develop the Project Goals and Deliverables

[Defining these elements will drive the decisions for staffing the project and developing the project plan.  Write them down and validate the definitions with the project owners (whoever justified and initiated the project).  Reference Project Scope Statement, AMC-PMO-301, for project goals and deliverables.]

2.2
List the Project Team Members and Their Responsibilities

[Resource needs will vary based upon the size, complexity, and nature of the project.  Include resources from four key groups, as needed, to fully support the project.

· Business Operations 

· Sponsor(s) 

· Management 

· Technical


Develop a project team contact list that includes the name, responsibility, department, physical location, phone number, fax number, and e-mail address for each member.  Distribute this to all those invited to the kickoff meeting.

A list similar to the table below can be used to identify kickoff meeting invitees and attendees.]
	Attendees

	Invited
	Responsibility
	Attended (Yes/No)
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2.3
Define Key Success Factors

[Every member identified with the project needs to acknowledge responsibilities, resources, and commitments necessary to ensure the project’s success.  Specific terms must be defined and validated with the project sponsors and managers.
For example, each team member has been selected and made available to the project by their manager; therefore, assigned tasks must take priority and each participant must be dedicated to the success of the project.]
2.4
Develop Preliminary Project Plan

[Save time by developing the tasks, responsibilities, and timeframes of a draft project plan. Going through this exercise will identify risks, determine the appropriate timelines for tasks and milestones, and help validate if the right resources have been identified.

Use whatever resources are needed to develop the initial draft project plan for the kickoff meeting.  This will save time and get the project off to a fast start.
Realize the plan is not carved in stone at this point.  Actually, it should never be.  Up until the kickoff meeting, it is a knowledgeable draft.  Once the team is assembled and assigned clear responsibilities, ask team members to validate their task responsibilities and timeframes for reasonability, completeness, and accuracy.  The plan will become more established at the first project status meeting.]
2.5
Schedule the Project Kickoff Meeting

[Project member participation at the kickoff meeting is important.  Communicate to each invitee a scheduled date, time/duration, and location.  Provide pertinent materials as soon as possible and instruct all participants to review them prior to the meeting.
Members located off-site can participate via conference call.  Remember the goal is to assemble the entire team so everyone receives the same information at the onset of the project.]
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[This sample agenda may be used for the kickoff meeting.  When planning the meeting, be sure to allow sufficient time for each agenda item.]
Sample Agenda
	Agenda Item
	Presenter

	Introductions
[Project manager welcomes everyone and briefly states the objective of the meeting.  Allow individuals to introduce themselves, and provide a description of their role and their area of expertise and how they may be able to contribute to the project efforts.]  
	Project Manager

	Sponsor Statement

[The project sponsor should describe the vision for the project, demonstrate support, and advocate for its success, setting it as a priority for all parties involved.]
	Project Sponsor

	Project Background

[Provide information about the project.]
	Project Manager

	Material Distributed

[Provide a brief overview of materials that have been distributed prior to the kickoff meeting.]
	

	Project Goals and Objectives

[Present the goals and objectives of the project.]
	

	Project Scope

[Present the scope of the project.]
	

	Project Issues and Dependencies

[Review the preliminary project plan prior to the kickoff meeting and make notes on points to make at the meeting.  Pertinent items include potential bottlenecks, impact issues, risk areas, etc.  Be careful that scope doesn’t take over the question process.]
	

	Roles and Responsibilities
[Be explicit about expectations relative to stakeholder availability and project sponsor commitment and support for the project.]
	

	Next Steps

[Explain what happens next.]
	

	Questions

[Allow time to answer questions.]
	


2.6
Capture Potential Action Items and Resolutions (if applicable)

[During the kickoff meeting potential action items and/or resolutions may be discussed.  Use the table below to capture valuable information from the meeting.]
2.6.1
Action Items

	ID #
	Description
	Assignee
	Due
	Notes

	
	
	
	
	

	
	
	
	
	


2.6.2
Resolutions
	ID #
	Date
	Resolution
	Notes
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