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<Project Name>
Project Kickoff Agenda

	Project Manager:
	 
	Meeting Date / Time:
	  MM/DD/YY

	
	
	Meeting Location / Call-in:
	


	INVITED STAFF:


	MEETING PURPOSE:

	

	Agenda Topic
	Discussion Lead
	Estimated Time for Topic

	1.  WELCOME & INTRODUCTIONS

	
	HH:MM

	2.  PROJECT DESCRIPTION
· Project Overview

· Project Goals & Objectives

· Project Success Criteria

· Project Approach

· Project Assumptions / Constraints

· Project Scope

· Project Risks

· Project Timeline (Milestones / Deliverables)
	
	HH:MM

	3.  PROJECT TEAM ROLES & RESPONSIBILITIES
· Project Sponsor

· Project Steering Committee

· Project Team

· Project Audience (impacted users)
	
	HH:MM

	4.  PROJECT COMMUNICATIONS
· Project Team Meetings

· Project Status Reports

· Project Repository

· Other Communications
	
	HH:MM

	5.  QUESTIONS

	
	HH:MM

	6.  SUMMARY
· Next Steps
	
	HH:MM
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