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KICKOFF MEETING CHECKLIST

	
	
	Date
	

	
	
	
	

	Project Name
	
	Project Number
	

	Project Manager
	
	Telephone No.
	


	
	Topic
	Discussion

	(
	Background
	Describe the user/customer relationship.

Explain the events that led to an agreement.

Briefly explain the agreement.

	(
	Project Description
	Provide the Project plan, list of deliverables with dates, and description of the project.

	(
	Scope
	Define the boundaries of the project.

Review the Project Charter and other relevant documentation.

	(
	Strategy
	Explain the importance or significance of the project.

Describe the value to both the contractor team and the user/customer.

	(
	Schedule
	Schedule the start and end dates, major milestones, deliverables.

	(
	Roles and Responsibilities
	Introduce the members of the team (both contractor and the user/customer), their roles and responsibilities, and any area of expertise they may have.

Explain approval procedures and decision‑making procedures.

	(
	Customer
	Provide information about the user/customer, key contacts and current relationships.

	(
	Contacts
	Provide complete listing of names, phone numbers, addresses, e‑mail addresses, fax numbers and voice mail numbers for both contractor and the user/customer.

Provide names and numbers of other individuals that could assist because of their expertise in a specific area.

	(
	Administrative Issues
	Introduce the administrative assistant (if applicable).

Review travel expense guidelines.

Review other administrative procedures.

	(
	Communications
	Describe the method used for status reporting, including frequency, format, transmittal method (email, fax, etc.), and types of communications required (based on Communication Plan).

	(
	Resources Used
	Describe the resources that will be used or available for the project.

	(
	Standards
	Describe any methodology that will be followed, i.e. project management, user/customer standards, contractor standards, etc.

	(
	Supporting Documentation
	Include any other supporting documentation that may be relevant.

	(
	Project File
	Explain the process for keeping the Project File up‑to‑date and deciding its location.

Discuss its importance


Description

The project kickoff meeting sets the tone for the project, and allows project team members to gain a clear understanding of the project objectives, commitments, and their roles in meeting the project objectives. The Kickoff Meeting Checklist provides a guideline for the Project Manager to prepare a kickoff meeting agenda.

Steps

1. Determine what topics will be addressed in the kickoff meeting and which will be addressed in individual sessions with team members.

2. Prepare the kickoff meeting agenda.

3. Organize supporting materials, e.g., project books, slides, contact lists, etc.

4. Select location and time of meeting.

Instructions

Forward copies of the Project Plan (i.e., Project Charter, WBS Chart and Dictionary, Work Package Plans, and Project Schedule) to team members before the kickoff meeting to allow them to review project requirements and formulate any questions or concerns. 
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