Project kickoff meeting minutes

Meeting

Date and time

Place / link

Minutes taken by

Project [1]
Sponsor [1]

Project manager [1]

Summary

Participants

¢ [Name] — [role]
¢ [Name] — [role]
¢ [Name] — [role]

Agenda

1.
2.
3.

Goals and success criteria

In scope / out of scope

Roles and responsibilities

Person Role / responsibility

Milestones

Milestone Date

Risks and dependencies




Decisions

Action items

Owner Task Due

Next meeting

Template from www.minutesmaster.ai — or let MinutesMaster write these minutes from your recording.



