Page 1 of 2
[image: image1.png]@ WEBER STATE UNIVERSITY




Project Kickoff Meeting Agenda and Notes

Date: 
Attendees
	


	Name
	Department
	Expected
	Attended

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4.
	
	
	
	

	5.
	
	
	
	

	6.
	
	
	
	

	7.
	
	
	
	


Agenda
	

	Presenter Name
	Time

	Introductions
Project Manager welcomes everyone and briefly states the objective of the meeting. Allow individuals to introduce themselves, and provide a description of their role and their area of expertise and how they may be able to contribute to the project efforts.   Any background materials that were sent out ahead of the meeting should be reviewed.
	Project Manager
	5 min

	Sponsor’s Statement 
After brief introductions, the Project Sponsor should describe the vision for the project, demonstrate support, and advocate for its success, setting it as a priority for all parties involved.
	Sponsor
	5 min

	Project Background
	Project Manager
	5 min

	Project Goals & Objectives
	Project Manager
	10 min

	Project Scope
	Project Manager
	30 min

	Roles & Responsibilities 
When reviewing roles and responsibilities be explicit about expectations relative to stakeholder availability and Project Sponsor commitment and support for the project.
	Project Manager
	30 min

	Next Steps
	Project Manager
	10 min

	Questions
	Project Manager
	10 min


Issues/Actions:

	ID #
	Description
	Owner
	Due
	Notes

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Decisions:

	Date
	Decision Made
	Notes
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