Project Kickoff Meeting Roles and
Responsibilities

Date: [Insert Date]

To: [Insert Team Members/Stakeholders]

From: [Your Name]

Subject: Roles and Responsibilities for Project Kickoff Meeting

Introduction

Dear Team,

As we prepare for our project kickoff meeting, | want to outline the roles and responsibilities of
each participant to ensure a productive session.

Roles and Responsibilities

e Project Manager: Facilitate the meeting, present the project plan, and address any
questions.

Team Lead: Discuss the team's objectives and deliverables.

Stakeholders: Provide insights and expectations regarding project outcomes.
Technical Lead: Outline technical requirements and necessary resources.

Quality Assurance: Highlight quality metrics and testing strategies.
Communication Lead: Establish communication protocols and reporting frequency.

Meeting Agenda

Welcome and Introductions

Project Overview

Roles & Responsibilities Discussion
Q&A Session

Next Steps and Action ltems
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Conclusion

Please review your assigned roles and come prepared for discussion. Looking forward to our
kickoff meeting!

Best regards,



[Your Name]
[Your Title]
[Your Contact Information]



