Sample Agenda for Project Kickoff Meetings

The agenda below is a sample to use as a guideline when planning a project kickoff meeting.   As the agenda indicates, the meeting is divided into two parts.  Part I contains information of interest to all parties including the project sponsor, stakeholders, functional users, customers, and/or support areas.  Part II contains information specific to the project team along with consultants/vendors, supervisors and others who are intimately involved in the project. 

Part I

Agenda Item




Presented By






Welcome and Introductions


Project Manager/Project Sponsor/Supervisor

Distribute copies of Project Charter

Project Manager

Review Project Purpose & Background         Project Sponsor/Project Manager/Supervisor

Review Business Case & Project Scope
Project Sponsor/Project Manager/Supervisor

Review Deliverables & Milestones
Project Sponsor/Project Manager/Supervisor

Review Timeframe



Project Sponsor/Project Manager/Supervisor

Q & A





Project Sponsor/Project Manager/Supervisor

Break

At this time, the stakeholders, customers, steering committee members, and all other interested and supportive parties may leave.  The second portion of the meeting includes the folks responsible for performing the tasks related to the project such as the project manager, possibly his/her supervisor, the project team members, consultants, etc. 

Part II

Agenda Item




Presented By






Distribute Project Plan


Project Manager

Review Project Environment/Scope/Goals
Project Manager

Review Detailed Project Plan


Project Manager/Project Team

Review Tasks Assignments and Team Roles
Project Manager/Project Team

Establish Team Norms/Ground Rules
Project Manager/Project Team

Establish Time Reporting & Status Updates
Project Manager

Negotiate Team Performance Objectives
Project Manager/Project Team

Review Team Roster (contact info,etc.)
Project Manager/Project Team

Schedule Team Meetings


Project Manager

Discuss Next Steps



Project Manager

