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 Project Kick-off Meeting Agenda
Project: < >

Meeting Date:
< >





Meeting Time: < >

Meeting Location: < >






Attendees: < >

Cc: <Project Archives>
Meeting Purpose and Objectives
The purpose of this meeting is to initiate the <project name> project and to:
· Review and confirm the project definition as described in the project definition document/charter.

· Introduce the project stakeholders and establish their primary roles and responsibilities for the project.
Agenda
	Agenda Item
	Time
	Purpose
	Owner

	Introductions and expectations
	10 min
	Information
	Meeting Facilitator

	Review of the business problem
	XX min
	Information
	Project Manager

	Overview of the product description and project strategy
	XX min
	Information
	Project Customer

	Review of the project objectives
	XX min
	Information
	Sponsor

	Review of the assumptions, constraints and other known factors
	XX min
	Information
	Project Manager

	Review of team member and key stakeholder roles and responsibilities
	XX min
	Information
	Project Manager

	Question and answer period
	XX min
	Discussion
	Meeting Facilitator

	Wrap-up
	10 min
	Decision
	All participants

	Refreshment Break
	30 min
	Break before moving to planning session
	


This meeting will be followed by a planning session for the project team members. A separate agenda will be distributed for that meeting.
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