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Meeting Subject Kick Off Meeting / Initiation of Project ( Name of Project ) 

Meeting Originator  

Meeting Date / Time  

Attendees 
    

    

Documents To Read  

Items To Bring  

Attachments  
        

 
 

Agenda Topic Detailed Information Presenter 

Team Introduction   

Identify Key Stakeholders 
and Sponsors 

  

Review Project Request   

Review Project Process   

Identify Key Business and 
Technology Sign-off 
Members 

  

Project Site Location   

Schedule Business Case or 
Project Charter Meeting 

  

 
Additional Instructions: 

(Use this section for additional instructions, comments, or directions) 

 
 




