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1.  Purpose
The Kick-Off Meeting Agenda structures the meeting at which the project is formally mobilised: the authorisation is communicated, the objectives and success criteria are shared, the scope boundaries and delivery approach are explained, roles and governance are made explicit, ways of working are agreed, and the initial risks, assumptions and dependencies are surfaced with the whole team present. A properly structured kick-off establishes shared understanding and commitment at the point where they are cheapest to create.
1. Ensures the whole team leaves with the same understanding of purpose, scope and approach.
1. Makes governance, roles, authority and escalation explicit from day one.
1. Establishes agreed ways of working, cadence and communication protocols.
1. Surfaces risks, assumptions, constraints and dependencies while the plan is still adjustable.
2.  When to Use
1. Immediately after the Project Charter is approved and before delivery work begins.
1. At the start of a major new phase, where team composition changes substantially.
1. When a significant new supplier or partner team joins the project.
1. When a project restarts after suspension, or after a change of project manager.
3.  Responsibility and Approval
	Governance Role
	Assignment
	Description of Involvement

	Responsible (prepares)
	Project Manager (prepares and facilitates)
	Prepares, populates and maintains the document; ensures accuracy and completeness of all fields.

	Accountable (owns)
	Project Manager
	Single point of accountability for the quality, currency and control of the document.

	Consulted
	PMO, Finance, Risk, Quality, Legal/Contracts, business owners and technical disciplines as applicable
	Provides subject-matter input before submission for approval.

	Informed
	Project team, affected business units, supporting functions, key external stakeholders
	Receives the approved document through the controlled distribution list.

	Approves
	Project Sponsor (approves the agenda and opens the meeting)
	Formally authorises the document; approval is recorded in the Project Approval Register.


 
4.  Required Inputs
1. Approved Project Charter and Business Case summary.
1. Objectives and Success Criteria Form (IMT-PIG-005).
1. Governance Structure (IMT-PIG-009), RACI Matrix (IMT-PIG-013) and Organisation Chart (IMT-PIG-014).
1. Approach Selection Form (IMT-PIG-015) and the outline plan or roadmap.
1. Initial Risk Register, Assumptions Log, Constraints Log and Dependencies Register.
1. Confirmed attendee list and their roles.
5.  Required Outputs
1. A circulated agenda with pre-reading, timings and named presenters.
1. A shared understanding of purpose, scope, approach, governance and ways of working.
1. Agreed team norms, cadence and communication protocols.
1. Newly identified risks, assumptions, constraints and dependencies.
1. A defined action list captured in the Kick-Off Meeting Minutes (IMT-PIG-024).
6.  PMBOK® Guide – Eighth Edition Alignment
This document has been designed in alignment with the following elements of the PMBOK® Guide – Eighth Edition. The alignment statement is provided for conceptual traceability only.
	Focus Area
	Initiating (transition into Planning and Executing)

	Performance Domains
	Stakeholders and Resources (primary); Governance, Scope, Risk (supporting)

	Guiding Principles
	Build an empowered culture · Be an accountable leader · Focus on value · Adopt a holistic view

	Tailoring Consideration
	Adaptive projects extend the agenda to include the product vision, the initial backlog walkthrough, the definition of done, and the first iteration planning. Small projects may compress the agenda to ninety minutes while retaining every agenda heading.


 
7.  Review Frequency and Approval Requirements
	Review Frequency
	Per project (used once per kick-off); the template is reviewed annually

	Review Triggers
	Change of sponsor or governance structure; change of delivery approach; stage-gate decision; material change to scope, cost, schedule, benefits or risk exposure; audit or assurance finding; organisational restructuring.

	Approval Requirements
	The agenda is approved by the Project Sponsor before circulation. The Charter must be approved before the kick-off is held.

	Change Control
	Any change to an approved version requires a change request assessed through the project change control process. Minor editorial changes increment the minor version; changes affecting scope, cost, schedule, benefits or governance increment the major version and require re-approval.

	Retention
	Retained for the life of the project plus the organisational records-retention period, in the Project Information and Document Register.


 
8.  Instructions for Completion
Complete every field. Where a field is not applicable, enter "N/A" and state the reason — never leave a field blank.
1. Hold the kick-off only after the Charter is approved. A kick-off held before authorisation creates commitment to something not yet sanctioned.
1. Circulate the agenda together with the pre-reading pack at least five working days in advance. Attendees who have not read the Charter cannot contribute meaningfully.
1. Assign a named presenter and a time allocation to every agenda item. Unallocated items are the reason kick-off meetings overrun and end without the risk discussion.
1. Have the sponsor — not the project manager — open the meeting and state why the project matters. Visible sponsorship at kick-off materially affects engagement.
1. Allocate genuine time to the interactive items in Sections D and E. A kick-off consisting entirely of presentation wastes the one occasion when the whole team is together.
1. Cover governance, roles, authority and escalation explicitly. Most escalation failures during delivery trace back to a kick-off that skipped this section.
1. Agree ways of working in the meeting rather than presenting them: cadence, tools, response expectations, decision protocol and meeting norms.
1. Run the risk, assumption and dependency session as a facilitated exercise. Capture everything raised; assign owners in the meeting.
1. Close with the actions, owners and dates, and confirm the immediate next steps and the date of the first progress review.
1. Issue the minutes (IMT-PIG-024) within two working days while the discussion is still fresh.


9.  Template — Project Kick-Off Meeting Agenda
Section A — Meeting Details
	Project Name
	 

	Project Reference / ID
	 

	Meeting Title
	⟨ Project Kick-Off Meeting ⟩

	Date and Time
	 

	Duration
	⟨ e.g. 3 hours ⟩

	Location / Channel
	 

	Chair
	⟨ Project Sponsor ⟩

	Facilitator
	⟨ Project Manager ⟩

	Minute Taker
	 

	Meeting Objective
	⟨ mobilise the project team with a shared understanding of purpose, scope, approach and governance ⟩

	Pre-Reading Circulated On
	 

	Status
	⟨ Not Started | In Progress | Under Review | Approved | Rejected | On Hold | Completed | Cancelled ⟩


 
Section B — Attendees
	Name
	Role in the Project
	Organisation
	Required / Optional
	Presenting
	Confirmed

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 


 
Section C — Pre-Reading Pack
	Ref
	Document
	Version
	Purpose of Reading
	Location

	PR-01
	Project Charter
	v1.0
	Understand the authorisation, objectives and boundaries
	Project workspace / DR-014

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 


 
 
Section D — Agenda
	#
	Time
	Agenda Item
	Content and Purpose
	Presenter
	Format

	1
	10 min
	Welcome, sponsor address and meeting objectives
	Why this project matters to the organisation; executive commitment; what the meeting must achieve
	Project Sponsor
	Presentation

	2
	10 min
	Introductions
	Each attendee: name, role in the project, what they bring, what they need from others
	All
	Round table

	3
	15 min
	Business context and business case summary
	The problem, the opportunity, the expected benefits and the benefit owners
	Business Owner
	Presentation

	4
	15 min
	Project charter walkthrough
	Authorisation, objectives, success criteria, scope boundaries, funding envelope, PM authority
	Project Manager
	Presentation and Q&A

	5
	15 min
	Objectives and success criteria
	How success will be measured, by whom and when; acceptance basis
	Project Manager
	Discussion

	6
	15 min
	Scope: in, out and known grey areas
	Explicit inclusions and exclusions; where boundaries are still to be settled
	Project Manager
	Discussion

	7
	15 min
	Delivery approach and life cycle
	Approach selected and why; phases or iterations; cadence; definition of done
	Project Manager
	Presentation

	8
	15 min
	Governance, roles and authority
	Governance bodies; decision rights; authority thresholds; escalation path and response times
	PMO / Project Manager
	Presentation

	9
	15 min
	Team structure and responsibilities
	Organisation chart; RACI walkthrough; interfaces; time commitments
	Project Manager
	Discussion

	10
	10 min
	Outline plan, milestones and immediate priorities
	Roadmap, key milestones, gate dates and the first 30 days
	Project Manager
	Presentation

	11
	25 min
	Risks, assumptions, constraints and dependencies
	Facilitated identification; capture and assign owners in the meeting
	Project Manager
	Facilitated workshop

	12
	20 min
	Ways of working and team norms
	Cadence, tools, communication protocols, response expectations, decision protocol, conflict resolution
	All
	Facilitated agreement

	13
	10 min
	Reporting, communication and information management
	Reports, frequency, recipients; where documents live; version control
	PMO
	Presentation

	14
	10 min
	Quality, compliance, safety and sustainability obligations
	Standards applied, mandatory controls, obligations everyone must observe
	Quality / Compliance
	Presentation

	15
	15 min
	Open discussion, concerns and expectations
	Space for the team to raise concerns and set expectations of each other
	All
	Open discussion

	16
	10 min
	Actions, next steps and close
	Confirm actions and owners; next milestones; date of the first progress review
	Project Manager
	Summary


 
	NOTE   Timings above total approximately three hours and twenty-five minutes including transitions. For a compressed ninety-minute kick-off, retain every agenda heading and reduce items 3, 6, 9, 13 and 14 to a briefing note in the pre-reading pack.


 
 
Section E — Facilitated Session Preparation
	Session
	Prompt Questions to Use
	Capture Method
	Output Register
	Facilitator

	Risk identification
	What could stop us? What has gone wrong on similar work? What are we assuming?
	Cards then grouping
	Risk Register / Assumptions Log
	Project Manager

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 


 
Section F — Ways of Working to Be Agreed
	Topic
	Question to Settle
	Agreement Reached

	Meeting cadence
	Which recurring meetings, how often, how long, who attends?
	 

	Progress reporting
	What is reported, by whom, by when, in what format?
	 

	Communication channels
	Which channel for which purpose; expected response times?
	 

	Decision protocol
	How are decisions made and recorded when the group cannot agree?
	 

	Escalation
	When does an issue escalate, to whom, and how quickly?
	 

	Document management
	Where do documents live; naming and version control?
	 

	Working hours and availability
	Core hours, time zones, on-call and leave arrangements?
	 

	Quality and review
	What is peer reviewed, by whom, before it is considered done?
	 

	Conflict resolution
	How are disagreements handled and by whom?
	 

	Recognition and team health
	How is good work recognised and team health monitored?
	 


 
Section G — Logistics Checklist
	Item
	Owner
	Due Before Meeting
	Status

	Room, video link and recording arrangements confirmed
	Project Coordinator
	3 working days
	Complete

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 


 
10.  Approval and Authorisation
By signing below, each approver confirms that the content of this document has been reviewed, is accurate to the best of their knowledge, and is authorised for use within the project.
	Approval Role
	Name
	Position / Title
	Signature
	Date

	Prepared by (Project Manager)
	 
	 
	 
	 

	Approved by (Project Sponsor)
	 
	 
	 
	 


 
11.  Revision History
	Version
	Date
	Description of Change
	Prepared / Revised By
	Approved By

	0.1
	DD-MMM-YYYY
	Initial draft prepared for review
	Project Manager
	—

	0.9
	DD-MMM-YYYY
	Reviewed by PMO; comments incorporated
	PMO Analyst
	—

	1.0
	01-Sep-2026
	First approved and issued baseline
	Project Manager
	Project Sponsor (approves the agenda and opens the meeting)

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 


 
	NOTE   Rows shown in shaded italics are illustrative examples of how the revision history is completed. Replace them with the actual revision record.


 
12.  Notice and Disclaimer
PMI®, PMBOK®, PMP®, PMI-ACP® and PfMP® are registered marks of the Project Management Institute, Inc. This document is an original work product of IMTITHAL, developed in alignment with the principles, performance domains and focus areas described in the PMBOK® Guide – Eighth Edition. It is not issued, certified, endorsed or approved by PMI, and it does not reproduce PMI copyrighted text or proprietary PMI templates. Organisations remain responsible for tailoring this document to their own governance, contractual and regulatory obligations.
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