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Project Kickoff Meeting Agenda Template

What is Project Kickoff Meeting Agenda Template?

A project kickoff meeting is an essential step in setting up a new project, where team
members, stakeholders, and clients come together to discuss the project's goals, objectives,
scope, timeline, and expectations. A well-structured agenda helps ensure that all important
topics are covered and sets the tone for a successful project.

Here is a suggested Project Kickoff Meeting Agenda Template:
l. Introduction and Welcome (10 minutes)

e Introduce the project team members and stakeholders
¢ Review the meeting objectives and agenda
e Establish communication expectations

Il. Project Overview (20 minutes)

¢ Present an overview of the project, including:
o + Project title and objective
o + Scope and deliverables
o + Timeline and milestones
o + Stakeholders and key players

I1l. Project Goals and Objectives (30 minutes)

e Review the project's goals and objectives, including:
o + Key performance indicators (KPIs)
o + Success criteria
o + Expected outcomes

IV. Project Scope and Deliverables (20 minutes)

e Discuss the project scope, including:
o + What is included in the project?
o 4+ What is excluded from the project?
o + Deliverables and expected outputs

V. Timeline and Milestones (30 minutes)

* Review the project timeline, including:
o 4+ Key milestones and deadlines
o + Critical path activities and dependencies
o + Major deliverable dates

VI. Roles and Responsibilities (20 minutes)

e Clarify roles and responsibilities for each team member and stakeholder, including:
o + Project manager's role and responsibilities
o + Team members' roles and responsibilities
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o + Stakeholders' expectations and involvement
VIil. Communication Plan (20 minutes)

e Discuss the project communication plan, including:
o + How often will the team communicate?
o 4+ What channels will be used for communication? (e.g., email, phone, video
conferencing)
o + How will issues or concerns be escalated?

VIII. Risks and Assumptions (20 minutes)

* |dentify potential risks and assumptions that may impact the project, including:
o + Threats to the project's success
o + Unforeseen circumstances or dependencies

IX. Next Steps and Action Items (10 minutes)

e Review action items and next steps for each team member and stakeholder, including:
o + Tasks to be completed before the next meeting
o + Key decisions that need to be made

X. Conclusion and Q&A (10 minutes)

e Recap the key takeaways from the meeting
e Address any remaining questions or concerns

This agenda template provides a general outline for a project kickoff meeting, but you should
feel free to customize it based on your specific project needs and requirements.

project, management, pm, stakeholders, km, kpis, timeline, roles, communication, risks, action, items

Project Kickoff Meeting Agenda

Meeting Details

¢ Date:

e Time:

e Location:
o Attendees:

Agenda Items

1. Welcome and Introductions

e Purpose of Meeting:
e Introductions:
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2.

3.

4.

5.

6.

7.

8.

9.

o Name, Role, Brief Description
Project Overview

e Project Background:
* Project Objectives:
e Expected Outcomes:

Scope and Deliverables

e Project Scope:
» Key Deliverables:

Roles and Responsibilities

* Project Sponsor:
e Project Manager:
e Team Members:
e Stakeholders:

Project Plan and Timeline

¢ Milestones:
e Deadlines:
e Schedule Overview:

Communication Plan

e Communication Channels:
* Meeting Cadence:
e Reporting Structure:

Risk Management

e Potential Risks:
e Mitigation Strategies:

Questions and Answers

e Open Floor for Questions:
¢ Clarifications:

Next Steps and Action Items

e Immediate Next Steps:
e Assigned Action Items:

10. Closing Remarks

e Summary of Meeting:
e Acknowledgments:
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Approval

e Project Manager Signature:
e Date:

Export as PDF

Related:

¢ Project management

External links:

* Free Project Kickoff Template - ProjectManager —projectmanager.com
o See how our free project kickoff template can help you outline your project goals
and ensure everyone is on the same page.
e Project Kickoff Meeting Template | Miro —miro.com
o Use Miro’s Project Kickoff Meeting template to create a project manifesto and align
on objectives and ways of working. Find everything you need to run a kickoff
meeting in one template.

Search this topic on ...

A 4

N GCal®
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