
Project Kickoff Meeting Agenda Sample
Meeting Details

Date [Insert Date]

Time [Insert Time]

Location [Insert Location / Virtual Link]

Facilitator [Facilitator Name]

Attendees [List of Attendees]

Agenda
1. Welcome & Introductions

Meeting purpose and objectives
Introductions of team members

2. Project Overview
Background and context
Project goals and objectives
Scope and deliverables

3. Team Roles & Responsibilities
Outline of key roles
Responsibilities and expectations

4. Timeline & Milestones
Key phases and deadlines
Critical path and dependencies

5. Communication Plan
Meetings and reporting frequency
Communication channels

6. Risks & Challenges
Identify potential risks
Mitigation strategies

7. Next Steps & Action Items
8. Q&A / Open Discussion

Action Items

Action Item Responsible Due Date

[Sample Action Item] [Name] [Date]

Notes
[Add any additional notes or comments here]
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