Project Name

Kickoff Meeting

Date

Meeting Objective:

Agenda:

· Introductions of attendees

· Background of project

· Review of project-related documents (i.e. business case, project request, contract)

· Discussion of project organizational structure

· Discussion of project scope, time, and cost goals

· Discussion of other important topics

· List of action items from meeting

	Action Item
	Assigned To
	Due Date

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Date and time of next meeting:

