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Project Kickoff Meeting

Activity Checklist

Before the meeting
H Obtain and review project charter.

Understand and confirm project funding.

Understand and secure project team.
Understand and secure project imeline.

Develop stakeholder communications.

Identify who should be attending kick-off meeting (project team, key stakeholders,
project sponsors, others).

Determine meeting agenda.

Email all meeting participants to understand their availability for a meeting date and
time or utilize Outlook Calendar to assess common availability,

Arrange meeting room and hardware — projector, screen, etc.

Create meeting materials, including presentation, handouts (project charter, timeline,
contact lists, other), and a shared folder for electronic files related to the praject
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During and after the meeting

E3

Appoint someone (o record minutes,

Set ground rules for the meeting (questions, respect for others, interruptions, ete,).
Give owners and follow-up dates to all outstanding/parking lot items.

Meet all action item dates. If not, take steps to correct

Share additional information with all team members and stakeholders,

Make sure that all project team members understand the goals of the project and
their roles and responsibilities.

Establish the leadership for the project.

Identify criiical milestones, phases and deadlines of the project

Review the overall project work plan and schedule with appropnate members of the
project team.

Explain standard operating procedures and any ongoing communications necessary
between project manager and the project team.
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Staff Meeting Agenda

Meeting Items

I. Introduction
I.I Armendance and Apologies

2. Current situation

3. BAFS

T 3.1 Antecedent review

3.2 Reactive Strategy Review

313 Completing the form

Frequency and severity summary graphs

Reliability

P5R Review

Protocol Review & Procedural Reliability
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Further Strategy development

—
8.

9. Any other issues

10. Next meeting
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Program kickoff agenda. Project kickoff agenda. Project kickoff meeting agenda template. Project kickoff meeting agenda.

PINGDOM CANARY STRINGReading time: about 9 minPosted by: Lucid Content TeamHave you ever been in the middle of a project and paused in total frustration and confusion about the vision and scope of a project? Although you may be digging your way through old email threads and scribbled on Post-it notes for some clarity and direction, you
may or may not find it. But the next time around, you can save the day—and future projects—with a project kickoff meeting and agenda. What is a project kickoff meeting? A kickoff meeting is the first meeting between the project team and the project stakeholder, who can either be internal or external. The meeting is an opportunity to get the right
people in the right room at the right time to sync up and discuss everything that will guide the project to success. Why host a kickoff meeting? The purpose of a kickoff meeting is to lay the foundation for a successful project—it’s an opportunity to ensure the stakeholder and the project team are on the same page with the scope, goals, budget,
timeline, and everything in between. It’s basically the in-person 411 of projects. The concept may seem simple, and you may be tempted to just send an email, but resist the urge! Although we live in a digital world, some things are better off done in person, supported with technology. A kickoff meeting is an opportunity to spark an initial conversation
and build a clear roadmap together, with no confusion or mismanaged expectations. With the proper preparation, you can eliminate surprises or gaps in the project management process, preventing headaches and setbacks later on. How to prepare for your project kickoff meeting A well-executed project kickoff meeting helps teams stay organized, on
task, and on track for success. Whether your project meeting is for internal or external stakeholders, here are four tips to consider to get the most out of your meeting. Make time Set aside a chunk of time that allows everyone involved to thoroughly review all project details. An hour-long meeting is a suitable length, but the allocated time may depend
on the organization and project complexity. Invite the right people The goal is to gather everyone who is going to play a role in the project at the same time, in the same room. If you have remote staff, make sure your meeting is accessible online, by Skype, Zoom, or another video conferencing software. Set an agenda Devise a strategic kickoff meeting
agenda complete with the essential project priorities. Your agenda will guide the conversation and ultimately the project as a whole, so it is acceptable to dedicate even a few minutes to a topic or a simple series of questions. Assign a notetaker A notetaker seems obvious, doesn’t it? Or, maybe you think you don’t need one. But the biggest lie you’ll
ever tell yourself? I don’t need to write that down. The reality is, if there are project-specific developments in the meeting (and there will be), taking notes is one way you can ensure you make changes or connect with the appropriate person immediately. As you advance throughout the project, you can even embed your Lucidchart project timeline
using our Google Docs integration to keep all your information in one central, collaborative place. Top priorities for any kickoff meeting agenda You will likely host many project meetings throughout your career, if you haven’t already. To optimize coordinated efforts, consider a kickoff meeting template—essentially, a flexible agenda that includes the
primary topics you cover with your stakeholders prior to each new project. A templated agenda will prevent the need to recreate the wheel each time you dive into a new project, improve shared understanding, and add methodical consistency to your process across different projects. Here is an example of a flexible agenda: A thoughtfully-crafted
agenda should leave your team and stakeholder in the know and confident about everything from a shared understanding of the vision to the nitty-gritty details, like who signs off on deliverables. A closer look at the agenda Introductions Plan for a few icebreaker minutes and establish rapport early on. While the kickoff meeting is technically designed
for project alignment, time spent strengthening the working relationship between team and stakeholder can prove to be beneficial—and potentially critical—during the challenging moments of any project. Project background A project background should be a high-level overview, summarized in two parts: historical context and insight into current
pain points, both of which inherently drive projects to fruition. Whether your stakeholder is internal or external, background information is necessary to set the scene and reinforce the project’s why, for even the most senior of employees to the newbie. If you're not careful, communicating background information can become overwhelming, hard to
keep track of, and can take up a lot of time. To make this section quick, easy, and clear, you can use a visual timeline, paired with a few brief sentences at each stage of the project’s history using a Lucidchart template.Timeline (Click on image to modify according to your project's history) The project purpose is more than a report, product feature, or
some painful, cringe-worthy data that needs addressing. Rather, the purpose is simultaneously the big picture and the long game. Consider ideating a project mission statement: one that is short, articulate, and inspiring. If your stakeholder already has a mission statement, reiterate the concept in the project kickoff meeting. After all, the mission
statement is an idea your team can—and should—return to for motivation when the going gets tough. For example, imagine you’re behind but have a hard deadline. Your team may need to pull longer hours to get a project pushed out—it might seem overwhelming and perhaps even impossible. But, if you have an inspiring purpose to support the
project, use it to motivate your team to persevere; oftentimes, short-term toil is the cost for long-lasting impact. Scope If you want projects completed on time and on budget, then rally for scope consensus. The project scope is where all parties agree upon a statement of the work with specified features and/or functions. Your scope should outline a
short description and key features or functions, inclusions/exclusions, and any assumptions and constraints, such as a strict budget or timeline. Say your company is developing a mobile app. Your simple scope statement might be to develop, test, and deploy an app that is accessible on Android and iOS. From there, the scope becomes more detailed as
you define the timeline. Is it flexible? Or, is it a hard deadline, with non-negotiable test and go-live dates? Then, you would ask your stakeholder about which features are needed to launch versus what would be nice to have or could be added later to increase value. Lastly, decide what success looks like and how it will be measured. Is it simply getting
the app published? Is it a particular number of downloads or registrations? While projects naturally evolve, if you manage expectations and potential risks or bottlenecks early on, you can more easily manage scope creep and anticipate roadblocks. Strive for balance between the wants and needs of the stakeholder with what is realistic with given
time, complexity, and budgetary factors. Plan Build a roadmap to completion in the planning stage. You don’t necessarily need a technical methodology, like Six Sigma or Lean. Simply decide how the project will be done, from defining deliverables and resources to milestones and handoffs. Your plan will derive from the scope of the project. So, the
mobile app scope would then be broken down into deliverables, such as a wireframe, code, bug and issue documentation, etc. Use a project timeline and living document where you record updates and notes as the project grows more detailed in later phases. You can use a Lucidchart project timeline or Gantt chart to help track where you’re at in the
process and conduct your sprint planning together as multiple editors add cards to your board in real time. Whether you’re in design or testing phases, a tailored timeline specific to your project, with controlled editor access, can help you easily share and communicate progress with stakeholders to keep them up to date.Project Planning Timeline
(Click on image to modify according to your project's history)Basic Gantt Chart (Click on image to modify according to your project's history) Although you may typically understand who does what within your own team, discuss and visualize project roles and assignments with your stakeholder. If you establish clarity prior to the execution stage, you
can spend more time working and less time bogged down with questions of assignment and ownership, especially within your own team. You can visualize and track dependencies, handoffs, and more with cross-functional flowcharts; use swimlanes to clarify responsibilities across different teams or groups, from your design and software engineering
teams to quality assurance and UX.Project Management Swimlane Diagram (Click on image to modify online) Decide how your team will work together to efficiently meet deadlines and milestones. Identify a central location to host project processes, document versions, notes, and feedback, complete with the ability to easily share updates and
information as quickly as possible. You can stay organized using cloud-based diagrams with Lucidchart, with cross-functional sharing, real-time collaboration, and painless version tracking while securely sharing with customizable diagram permissions. If you're ready to share your work, you can use Lucidchart’s powerful and seamless integrations
with Google Drive, Jira, Confluence, Slack, AWS, and more. Questions It seems obvious, but leave time for questions. Who knows when you’ll all be together in the same room again—encourage your team and the stakeholder to clarify any misunderstandings or address any items that may have slipped through your kickoff meeting agenda line items.
Leave nothing up to guesses or assumptions. Next steps Each person should leave with an understanding of what comes next and what is needed to get started. This might include providing access to a particular platform or sharing documents and resources. Refine as much as possible now to save time later. From start to end, Lucidchart can provide
project managers with a visual map to monitor goals and expectations while guiding teams through each stage of a project. Utilize visual processes and our intuitive diagramming platform to keep teams and stakeholders invested, in the know, and on track to achieve and exceed project expectations. Lucidchart is a one-stop shop; you can link and
build all your documentation in one place, with real-time updates and instant access to documents so you can get the most out of your kickoff meeting and project planning stages, while putting great ideas into practice.

To effectively implement a project, project managers must conduct focused, productive, and action-oriented project meetings. This paper examines four practical techniques that can help project managers efficiently plan and effectively conduct their project meetings. In doing so, it discusses the project manager's role in facilitating project meetings,
noting the purpose of ... a. It is not necessary to create an agenda for a last-minute, emergency meeting. b. A meeting agenda is used to address the purpose of the meeting. c. Project managers should be more involved in preparing for meetings than team members. d. A meeting agenda is used to document people who actually attended the meeting.
Present a clear overview of your business project plan. Start talking about the client to put the project in context. Then, show key ideas related to the execution of the project—for example, the primary goal, main resources, deadline, etc. You can also showcase the expected project development in bar charts. Project Meeting Goals Slide After finalizing
the participants, send out meeting invites along with the agenda and guidelines. How to prepare a kickoff meeting agenda. A kickoff meeting can include a broad range of discussion topics related to the project. To ensure that nothing falls through the cracks, here are a few topics to include in your meeting agenda. Getting Started: Post Meeting
Assessment Steps. An effective post meeting assessment relies on accurate information and a fully comprehensive analysis of four (4) key "performance" factors: meeting results, meeting process, participation/tone, and "next steps".As the review is executed, specific "assessment" questions must be addressed (per factor), utilized to measure and ... A
Project kickoff meeting sets the course tone for projects! Read the ultimate guide to doing it right - project kickoff meeting agenda template included ... Kickoff Meeting Agenda: One slide that will outline the bucket of information you will cover in this meeting. The agenda will set the exceptions and frame the timing and discussion points ...
07/06/2021 - A pre-meeting questionnaire - A questionnaire gives your team time to assess the project as a whole. On your end, you'll be able to review the questionnaire to identify patterns and talking points for the meeting. More on that here. A meeting agenda - Having an agenda is vital to ensure your meeting runs smoothly. Without one, you may
not ... 15/04/2020 - That’s why a planning meeting in project management is key to kicking off a successful project. Like any meeting, there are guidelines that must be followed. There must be an agenda, and only those people who need to be there should be in attendance. If not, well, that’s why meetings get a bad name. The more prepared you are,
the more ... Core team: the team responsible for executing the work of the project. Stakeholders: anyone with insight, information, feedback, or vested interest in the project’s outcome. Have the Project Sponsor, Project Leader, and Facilitator meet before the meeting to draft a preliminary Vision, Mission, and Mission Tests. A meeting agenda is used
to address the purpose of the meeting. It is not necessary to create an agenda for a last-minute, emergency meeting. Project managers should be more involved in preparing for meetings than team members. A meeting agenda is used to document people who actually attended the meeting.
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