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[Project Name] Kickoff Meeting

	Date:
	Facilitator:

	Time:
	Note Taker:

	Location:
	

	Invitees:

	Documents distributed:


Agenda Items:
	Topic
	Minutes Allotted

	Introduction of project team


Team structure


Task groups and committees
	

	Overview of project design and components


Project objectives


Questionnaire


Technical systems


Hiring


Training


Responsive design, risk management
	

	Timeline and deliverables
	

	Budget issues


Resource allocation map and projections


Tasks and short codes
	

	Communication plan


Team meetings: types, frequency, composition


E-mail group


Next meeting date and time
	

	Development of project management plan: team assignments
	


New Action Items:

	Task
	Deliverables
	By Whom
	When Due

	  
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Next Meeting Date, Time, and Location:
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