
Quick Reference Checklist for Project Team Kickoffs 

 

 

Project Name: 
 

 

 Topic Discussion 

 Background Provide briefing on the client and any relevant information about 
their business. 

 Description Provide a description of the project, the Project Management Plan, 
and list of deliverables with dates. 

 Scope Define the boundaries of the project – what’s in/what’s out. 

 

 Strategy Explain the importance or the project to the client. 

 

 Schedule Identify the start and end dates, major milestones, deliverables. 

 Roles and Responsibilities Introduce the members of the team, their roles and responsibilities, 
and their area of expertise. 

Outline change, approval and decision-making procedures. 

Provide list of contact info for project team members, contractors 
and client 

 Client Provide information about the client: contacts, logins or other 
relevant material. 

 Communication Outline the process for reporting status: format, frequency, type of 
information required. 

 Project Admin Review the methodology that will be used and how the team is 
expected to operate. 

 Supporting 
Documentation 

Provide any other supporting documentation that may be relevant. 

 Files and Online Project 
Management systems 

Review the process for maintaining project files. 

Explain the importance of keeping online tools and files up to date.  

 

Overview 

The project kickoff meeting sets the tone for the project, provides an overview of the end-to-end 

objectives and gives the team members an understanding of their role in the project and how 

everything fits together. The Kick Off Meeting Quick Reference Checklist is a guide for preparing for 
the kick off meeting.  

Preparation 

1. Determine what information needs to be covered at the kickoff meeting and what needs to be 

reviewed individually with team members. 

2. Create an agenda for the meeting and organize any supporting documentation and/or logistics 

3. Issue meeting invitation and coordinates to the project team members, along with any 

materials that should be reviewed in advance (Project Charter, RACI Chart, Schedule, etc).  


