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Project Name
Kickoff Meeting Agenda and Minutes
Note: Delete and/or type over the italicized help text in this document. 

	Meeting Information 

	Purpose: 
	Project kickoff 

	Date:
	

	Time:
	

	Location:
	

	Meeting Leader:
	

	Attendees:
	

	Unable to attend:
	


	Meeting Preparation 

	Please read: 
	

	Please bring: 
	

	Handouts:
	


	Agenda 

	Topic and Notes 
	Presenter

	1. Introductions 
a. Introduce the team members and explain each person’s role in the project. 
	

	2. Project overview
a. Why is this project important and why it is being undertaken at this time? 

b. How does this project fit in with other initiatives? 
c. Who is the Project Sponsor(s)? 
d. Present the specifics of the project. Make sure team members have a clear understanding of the project. 
	

	3. Team meetings, structure, and norms 
a. Develop meeting norms (ex: never let a meeting run late, arrive to all meetings on time, stick to the agenda, and come to meetings prepared). 

b. Discuss communication, collaboration, and conflict resolution (ex: means for team member feedback and means for conflict resolution). 
c. Review Roles and Responsibilities document and RASCI Matrix if it has been completed. 
	

	4. Project planning process

a. Discuss the project planning process and explain you will collaboratively lead the team through creating the project plan. 

b. Discuss how the project plan will be developed and which team members will need to provide information to create the plan and your expectations of those team members. 
	

	5. Next meeting date

a. Set the next meeting date and subsequent meeting dates that the team agrees upon. 
	


	Decisions Made  

	Decision 
	Responsible

	
	

	
	


	Issues / Questions  

	Issue / Question 
	Responsible

	
	

	
	


	Action Items for Follow-Up 

	Action
	Responsible
	Target Date
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