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



Company Name

Project Name
Date: 

Time:



Location:



8:00
Welcome and Agenda (Sponsor & Project Manager)

(The sponsor welcomes everyone to the meeting and the Project Manager presents the agenda).

8:15
Introductions (All Attendees)

(Each team member introduces themselves and briefly describes their professional and/or technical background)

8:30
Purpose of Meeting (Sponsor)

(The sponsor explains the purpose, goals and objectives of the meeting). 

8:45
Project Background (Sponsor)

(The sponsor describes the project’s background and the needs and expectations of the customer) 
9:00 
Presentation of Project Plan (Project Manager)

· Project Definition Overview

· Changes Since Project Definition Was Approved

· Staffing Plan

· Deliverables and Milestones

· Functional Requirements Overview

· Technical Requirements Overview

· Decision Support System Plan

· 15 minute break 

· Quality Assurance Plan

· Communication Plan

· Deployment Plan

· Risk Management Plan

· Measurement Plan

· Client Acceptance Criteria

· Q&A
12:00
LUNCH

1:00
Presentation of Project Approach (Project Manager)

· Project Lifecycle

· Change Control Process

· Special Processes or Considerations 

· Escalation Processes and Procedures

· Project Documentation Process

· Q&A
3:30 Open Discussion – (Team)

· Any other business

· General Q & A

4:30 Action Items – (Project Manager or scribe)

· Recap action items, owners and timelines

4:45 Next Steps – (Project Manager)

· Summary of key issues discussed

· Next Steps

· Schedule follow up meeting(s)

5:00 Adjourn – (Project Manager)
Invited Attendees: 
(List invited attendees)
	Name
	Agency/Organization

	Jane Doe
	XYZ Corporation

	Bob Smith
	XYZ Corporation

	Jon Rocket
	Contractor

	Lisa Miller
	Contractor
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