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1.  Purpose
The Kick-Off Meeting Minutes provide the formal record of what was presented, discussed, agreed and decided at the project mobilisation meeting, together with the actions raised, their owners and their due dates, and the risks, assumptions, constraints and dependencies newly identified. It converts the kick-off from a shared conversation into a documented set of commitments, and it is the reference used when understanding later diverges — as it reliably does.
1. Records agreements and commitments made in front of the whole team.
1. Captures actions with named owners and due dates, and tracks them to closure.
1. Transfers newly identified risks, assumptions, constraints and dependencies into the registers.
1. Provides the reference record for anyone joining the project subsequently.
2.  When to Use
1. Immediately after the kick-off meeting, issued within two working days.
1. At the first progress review, to confirm that actions have progressed.
1. When onboarding a new team member, as part of the induction pack.
1. When an agreement made at kick-off is later disputed or forgotten.
3.  Responsibility and Approval
	Governance Role
	Assignment
	Description of Involvement

	Responsible (prepares)
	Project Manager or a designated minute taker
	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 (as chair); confirmed by attendees at the first progress review
	Formally authorises the document; approval is recorded in the Project Approval Register.


 
4.  Required Inputs
1. Kick-Off Meeting Agenda (IMT-PIG-023) and the pre-reading pack.
1. Attendance record and apologies.
1. Notes, flip charts and captured output from the facilitated sessions.
1. Presentation materials used in the meeting.
1. Existing registers, so that new entries can be assigned the correct references.
5.  Required Outputs
1. Approved minutes circulated to all attendees and invitees.
1. A tracked action register with owners and due dates.
1. New entries in the Risk Register, Assumptions Log, Constraints Log and Dependencies Register.
1. A documented record of agreed ways of working and team norms.
1. Identified open questions carried forward for resolution.
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 (primary); Governance, Resources, Risk (supporting)

	Guiding Principles
	Be an accountable leader · Build an empowered culture · Embed quality into processes

	Tailoring Consideration
	Where the kick-off includes the first iteration planning, record the iteration goal, the committed backlog items and the definition of done in Section H rather than in a separate record.


 
7.  Review Frequency and Approval Requirements
	Review Frequency
	Issued once per kick-off; actions tracked at every progress review until closed

	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
	Minutes are issued in draft within two working days, and are confirmed as an accurate record at the first progress review. Material corrections are recorded as an amendment rather than by silently revising the issued minutes.

	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. Take notes against the agenda structure during the meeting so that the record maps directly to the agenda items.
1. Record decisions and agreements in Section D, distinguishing what was agreed from what was merely discussed. This distinction is what makes minutes useful later.
1. Capture every action in Section E with a specific description, a single named owner and a due date. An action owned by a group is an action owned by no one.
1. Transfer newly identified risks, assumptions, constraints and dependencies into Section F, assign register references, and enter them into the live registers on the same day.
1. Record the agreed ways of working in Section G as commitments, using the wording the team actually agreed rather than a paraphrase.
1. Record open questions and unresolved matters in Section H with an owner and a resolution date. Kick-off meetings always leave open questions; concealing them does not resolve them.
1. Record any concerns raised in Section I. A concern raised at kick-off and then omitted from the minutes will recur later as an issue, with the added problem that it was dismissed once already.
1. Issue the draft minutes within two working days to every attendee and invitee, including those who sent apologies.
1. Confirm the minutes at the first progress review and record the confirmation. Track all actions to closure in Section E.
1. File the confirmed minutes in the Project Information and Document Register and include them in the onboarding pack.


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

	Project Reference / ID
	 

	Meeting
	⟨ Project Kick-Off Meeting ⟩

	Date and Time
	 

	Location / Channel
	 

	Chair
	 

	Facilitator
	 

	Minute Taker
	 

	Minutes Issued On
	 

	Minutes Confirmed On
	 

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


 
Section B — Attendance
	Name
	Role
	Organisation
	Attended
	Apologies
	Deputy Attended

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 


 
Section C — Record of Discussion by Agenda Item
	Item
	Agenda Topic
	Key Points Presented
	Questions Raised
	Responses Given

	4
	Project charter walkthrough
	Objectives, scope boundaries, funding envelope and PM authority presented
	Is the December freeze reflected in the plan?
	Yes; deployment planned for January and recorded as constraint CN-01

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 


 
 
Section D — Decisions and Agreements
	Ref
	Decision or Agreement
	Rationale
	Agreed By
	Effective From
	Recorded In

	KD-01
	Two-week iterations with a monthly release cadence
	Balances feedback frequency with the operational release window
	All attendees
	Immediately
	Approach Selection Form

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 


 
Section E — Actions Raised
	Ref
	Action
	Owner
	Due Date
	Priority
	Status
	Date Closed
	Closure Evidence

	KA-01
	Confirm vendor resource availability in writing
	Procurement Lead
	DD-MMM
	High
	Open
	
	

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 


 
Section F — Risks, Assumptions, Constraints and Dependencies Identified
	Ref
	Type
	Description
	Raised By
	Owner Assigned
	Register Entered
	Register Ref

	KR-01
	Risk
	Test environment may not be available for the planned test window
	Test Lead
	Test Lead
	Risk Register
	RSK-009

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 


 
 
Section G — Ways of Working Agreed
	Topic
	Agreement Reached
	Applies To
	Effective From

	Escalation response time
	Escalations acknowledged within one working day and resolved or re-escalated within five
	All team members
	Immediately

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 


 
Section H — Open Questions and Matters Carried Forward
	Ref
	Open Question
	Raised By
	Owner
	Resolution Route
	Resolve By
	Status

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 


 
Section I — Concerns Raised
	Ref
	Concern
	Raised By
	Response Given in the Meeting
	Further Action
	Owner

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 


 
Section J — Next Steps
	Immediate Priorities (first 30 days)
	 

	Next Milestone and Date
	 

	Date of the First Progress Review
	 

	Next Governance Meeting
	 

	Next Stage Gate and Target Date
	 

	Distribution List for these Minutes
	 


 
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

	Minuted by (Minute Taker)
	 
	 
	 
	 

	Reviewed by (Project Manager)
	 
	 
	 
	 

	Confirmed by (Project Sponsor / Chair)
	 
	 
	 
	 


 
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 (as chair); confirmed by attendees at the first progress review

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 


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