	Kick-off Meeting Agenda

	Project Name:
	

	Facilitator:
	

	Invited:
	

	Attendees:
	


	Agenda

	Introduce the team
	Presenter
	Time

	Review project charter
	
	

	Review work plan
	
	

	Review roles, responsibilities and expectations
	
	

	Review meeting schedule and expectations
	
	

	Review reporting schedule and expectations
	
	

	Review how problems and changes will be handled
	
	

	Q&A
	
	


	Problems/Changes

	Problem/Change
	Assigned To
	Date Due

	
	
	

	
	
	

	
	
	


	Action Items for Follow-up

	Action Item
	Assigned To
	Date Due

	
	
	

	
	
	

	
	
	

	
	
	


