
Project Kickoff Meeting Agenda 

Date: [Insert Date] 

Time: [Insert Start Time] - [Insert End Time] 

Location: [Insert Location] 

Agenda Items: 

1. Welcome and Introductions 

2. Project Overview 

3. Roles and Responsibilities 

4. Project Timeline and Milestones 

5. Communication Plan 

6. Risk Management Plan 

7. Questions and Discussion 

8. Next Steps 

Attendees: 

• [Insert Name, Title] 

• [Insert Name, Title] 

• [Insert Name, Title] 

• [Insert Name, Title] 

Contact Information: 

Project Manager: [Insert Name] 

Email: [Insert Email] 

Phone: [Insert Phone Number] 

We look forward to a successful project kickoff meeting! 


