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Project Kick-off Meeting Agenda (Template)
	1. SUMMARY

	Project Details
	Name: type the name of your project
Summary: use 1-2 short sentences to explain the idea of your project

	Meeting Details
	Date: _____________

Time: From:______ To:______

Venue: ____________

	Participants
	Invited: enumerate people invited to the meeting (refer to an annex if too many names to mention)
Attended: enumerate people actually attended the meeting(refer to an annex if too many names to mention)


	2. AGENDA

	Items
	Presenter’s Name & Position
	Time Allocated

	Project Request:

· Item 1

· Item 2

· Item 3


	Names and Positions of the person who presents the item
	Specify an amount of time (minutes) allocated for presenting the item

	Project Goals & Objectives

· Goal 1
· Goal 2

· Goal 3

· Objective 1
· Objective 2

· Objective 3

	
	

	Broad Scope

· Boundaries

· Requirements

· Deliverables


	
	

	Roles & Responsibilities

· Roles

· Responsibilities


	
	


	3. DISCUSSION

	Title
	Responsible
	Impact
	Status

	Issues to solve

	· Issue 1
	Name of the person who highlights the issue
	specify how the issue affects the project or/and its content
	solved/unsolved

	· Issue 2
	
	
	

	· …
	
	
	

	
	
	
	

	Decisions to discuss

	· Decision 1
	Name of the person who proposes the decision for discussion
	explain the decision and its benefits to the project
	approved/rejected

	· Decision 2
	
	
	

	· …
	
	
	

	Follow-Up Items

	· Action item 1
	Name of the person who will monitor status of the follow-up action
	specify the impact the follow-up action has to the project or/and content
	approved/rejected

	· Action item 1
	
	
	

	· …
	
	
	


