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 Government of Newfoundland and Labrador

Office of the Chief Information Officer

Solution Delivery: Project Management Office

	Project Kick-off Meeting Agenda

	Project Name
	
	Project Number
	<< DTC >>

	Date
	<< YYYY-MM-DD >>
	Time
	

	Location
	
	Prepared by
	

	Attendees
	<< List the individuals who attended the meeting.  Invitees should include, but may not be limited to, the following: 
· OCIO Delivery Manager;

· Vendor Delivery Manager;
· Project Manager;

· Project Sponsor;

· PMO Lead;

· EA Prime;

· Client Services;

· Steering Committee members;

· Key Stakeholders and 
· Any customers/clients with a vested interest in the status of the project;

· May also want to invite the assigned Application Services Manager and assigned Operations Manager.
Ensure that corresponding representatives from the client match with representatives from OCIO (i.e. client Director invited, invite OCIO Director).  >>


	Regrets
	<< During the meeting, note who actually attended.  If attendees arrived late or left early, indicating they missed some of the topics discussed, note their arrival / departure time.  >>

	Related Documents
	<< Provide a list of the material to be distributed to the attendees.  >>


	Agenda

	<< Use the following suggested times as guidelines – the time you need to cover the agenda topics will vary depending upon the needs of the project.  >>

	
	Presenter Name
	Time (minutes)

	Introductions
	Project Manager
	5 minutes

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

The Project Manager will take this opportunity to provide a Solution Delivery Branch Overview and a breakdown of the System Development Life Cycle (SDLC) which will be followed for the project.  See accompanying PowerPoint presentation.  

The material to be presented by the following agenda topics should come right from the Project Charter.  >>

	Sponsor’s Statement
	Project Sponsor
	5 minutes

	<< After brief introductions, 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 Background
	Project Manager
	5 minutes

	Project Goals and Objectives
	Project Manager
	10 minutes

	Project Scope
	Project Manager
	10 minutes

	SDLC Deliverables
	Project Manager 

	5 minutes

	Project Organization
	Project Manager
	5 minutes

	Roles and Responsibilities
	Project Manager
	10 minutes

	<< When reviewing roles and responsibilities be explicit about expectations relative to stakeholder availability and Project Sponsor commitment and support for the project.  Ensure to review the roles of the Project Sponsor, Delivery Managers, and the Project Steering Committee.  See accompanying PowerPoint presentation.  >>

	Detailed Project Planning
	Project Manager
	5 minutes

	Team Contact Information
	Project Manager
	5 minutes

	Next Steps
	Project Manager
	5 minutes

	Questions
	Project Manager
	10 minutes


	Decisions

	<< Document each project decision reached.  Indicate any follow-up actions; assign responsibility and a target date for completion. >>

	Decision Description
	Action Required
	Responsible
	Target Date

	
	
	
	

	
	
	
	


	Issues

	<< Document any project issues identified. Indicate any follow-up actions; assign responsibility and a target date for completion. Carry forward identified issues into the monthly Risks and Issues Log (RAAIDO) for the project.  >>

	Issue Description
	Action Required
	Responsible
	Target Date

	
	
	
	

	
	
	
	


	Risks

	<< Document any project risks identified. Indicate any follow-up actions; assign responsibility and a target date for completion. Carry forward identified risks into the monthly Risks and Issues Log (RAAIDO) for the project. >>

	Risk Description
	Action Required
	Responsible
	Target Date

	
	
	
	

	
	
	
	


	Additional Action Items

	<< Document any additional follow-up activities; assign responsibility and a target date for completion. Carry forward identified action items into the monthly Risks and Issues Log (RAAIDO) for the project.  >>

	Action
	Responsible
	Target Date
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