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🟢 Project Kickoff Meeting Template
1. Meeting Details
Project Name:
Date:
Time:
Location / Platform:
Facilitator:
Attendees:
2. Welcome & Introductions
• Quick welcome by the facilitator or project sponsor
• Round-table introductions (name, role, involvement)
3. Project Background & Objectives
• Why this project? (Business context)
• Project goals and outcomes
• How success will be measured (KPIs / OKRs)
4. Scope Overview
• In-scope items
• Out-of-scope items
• Key deliverables
• Milestones & high-level timeline
5. Roles & Responsibilities
	Name
	Role
	Responsibility




6. Project Plan Highlights
• Phases & major milestones
• Key dependencies
• Tools/platforms being used (e.g., Jira, MS Project, SharePoint)
7. Communication Plan
• Meeting cadence (daily stand-ups, weekly check-ins, etc.)
• Reporting structure (status reports, escalation path)
• Channels used (email, Slack, Teams, etc.)
8. Risks & Assumptions
• Top known risks
• Assumptions to validate early
• Mitigation strategies
9. Next Steps / Immediate Actions
• Confirm project team availability
• Set first working session
• Finalize detailed project plan
• Stakeholder sign-offs
10. Q&A / Open Discussion
• Invite comments, concerns, or clarifying questions
• Note any items that need follow-up
11. Closing Remarks
• Reaffirm shared goals
• Thank the team for their participation
• Share a motivational or reinforcing message
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