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Fundamentals of Technology Project Management
Kick-off Meeting Minutes
Project Name



Company Name

Project Name
Date: 

Time:



Location:



Welcome, Agenda and Introductions
Purpose of the meeting
Describe the purpose of the meeting
Project Background 
Recap the project background
Presentation of Project Plan 
Recap of discussion regarding:

· Project Definition Overview

· Changes Since Project Definition Was Approved

· Staffing Plan

· Deliverables and Milestones

· Functional Requirements Overview

· Technical Requirements Overview

· Decision Support System Plan

· Quality Assurance Plan

· Communication Plan

· Deployment Plan

· Risk Management Plan

· Measurement Plan

· Client Acceptance Criteria

· Questions & Answers

Presentation of Project Approach 
Recap of discussion regarding:

· Project Lifecycle

· Change Control Process

· Special Processes or Considerations 

· Escalation Processes and Procedures

· Project Documentation Process

Open Discussion 
Recap of discussion topics. 
Action Items 

List of action items with assignments and due dates.
	Action Item
	Assigned To
	Due Date

	
	
	

	
	
	

	
	
	


Next Steps (Project Manager)
· Summary of key issues discussed

· Next Steps

· Follow up meetings scheduled
Adjourn (Project Manager)

The meeting was adjourned at [enter time].

Meeting Attendees

	Name
	Agency/Organization

	Jane Doe
	XYZ Corporation

	Bob Smith
	XYZ Corporation

	Jon Rocket
	Contractor

	Lisa Miller
	Contractor
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