Project kickoff meeting — [Project name] · [Date]
Sponsor: [name]	Project manager: [name]
Attendees: [name — role]
1. Purpose  DRAFT
Why we're doing this: [business goal]
2. Success criteria  DRAFT
[metric] reaches [target] by [date]
3. Project scope  DRAFT
In: [ ]
Out: [ ]
4. Deliverables and key milestones  DRAFT
[deliverable] — [date]
5. Roles (RACI matrix)  DRAFT
[area]: R [ ] / A [ ] / C [ ] / I [ ]
6. Communication plan  DRAFT
Status update: [how often, channel]
Decisions logged in: [document]	Escalation: [name]
7. Risks and assumptions  DRAFT
[risk] — [owner] — [mitigation]
8. Decisions made at the kickoff meeting
	#
	Decision
	Decided by
	Why

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



9. Action items
	Owner
	Action
	Due date

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



10. Open questions
	Question
	Owner
	Answer by (date)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	






