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CHECKLIST AND MEETING MINUTES 

PROJECT EXTERNAL KICKOFF MEETING

	
	USE AND TAILORING INSTRUCTIONS
	

	When using this controlled document, you must first verify that it is the current version, available on the SRA Portal (search on “External Kickoff Meeting”). Discard obsolete versions in proprietary trash unless retained as a historical record.

	· Use this checklist as a guide for the content of the external kickoff meeting with the customer.  It is used by the scribe to capture the discussions during the meeting, and to document and distribute the minutes of the meeting.  Record discussion topics with a check mark (() in the appropriate column.
· The purpose of this meeting is to ensure that the Customer and the SRA Team establish a good working relationship.  

· When reviewing contractual matters, do so in a non-threatening way.  Any "issues" should discussed among the PM, the SRA Contract Administrator, and the customer in a separate forum. The discussion of Contractual Matters may include but is not limited to type of contract, period of performance, invoicing,  and relationships (especially if an IDIQ Task Order and the Task Order Sponsor is not in the organization that issued the contract).

· If the customer’s Contracting Officer or Contracting Officer’s Representative will attend, the SRA Contracts Administrator will also attend.

· In conducting the meeting, the PM must take care not to disclose SRA proprietary information or internal risks (e.g., staffing risks). 

· .“As required” participants may be invited by the PM depending on size, risk, scope, and complexity of the project tasks.  The customer may provide specific guidance 
· If action items are generated at this meeting, they are entered into the Action Item Tracking Tool. 

· Action items, if any and this completed checklist are the only official output of this process.  If the customer requires written minutes this completed checklist and the Action Item Tracking Tool should be used as the basis for those minutes.
· Although customer directed topics is listed last, it should be sequenced in the meeting agenda where it will be the most effective.

· For more guidance on the External Kickoff Meeting, see PM Handbook, Chapter 3, Project Startup, Step 5, Hold External Kickoff Meeting.

	PROJECT IDENTIFICATION
	

	Date
	

	Project Name
	     

	Project Number
	     

	KEY PARTICIPANTS
	PARTICIPANTS (As Required)

	ROLE
	Name
	Role
	Name

	Customer
	     
	Business Program Manager
	     

	Project Manager
	     
	Project CM Official
	     

	Task Lead
	     
	Project QA Official
	     

	Technical Lead
	     
	SRA Subcontract Administrator
	     


	TOPICS
	Discussed?
	NOTES

	
	Yes
	No
	n/a
	

	1. SRA Project Team   (introduce individuals and describe their roles and responsibilities)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	2. Contractual matters 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	3. Project Communication Plan
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	4. Project reporting   (e.g., periodicity, content)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	5. Factors that will make the project a success (from the customer’s perspective)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	6. SRA’s understanding of the project’s Scope
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	7. SRA’s project assumptions and non-proprietary constraints
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	8. SRA’s understanding of the project requirements (and high level functional requirements for software or system development tasks)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	9. Change management for contractual and technical/functional changes
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	10. Initial project risks 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	11. SRA’s management and technical approach (from the Technical Proposal)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	12. Management and technical tools
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	13. Change management for contractual and technical/functional changes.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	14. Relationships with other customer organizations and supporting contractors (e.g., authority to contact without recourse to the customer?)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	15. Action Item Tracking Process
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	16. Relationships with other customer organizations and supporting contractors (e.g., authority to contact without recourse to the customer?)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	17. Communications:  e-mail addresses, tools (e.g., word processing, spreadsheet, graphics, databases – including versions), customer documentation formats and standards
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	18. Customer Feedback Brochure describing special email account (customer_feedback@sra.com) available to customers for communicating feedback and complaints
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	19. Customer-unique items (e.g., CM)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	20. Project Stakeholders 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	21. Customer directed topics.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	Change History

	Version
	Change
	Date

	3.0
	January 2006
	CR 508 Revised for compliance with PMH v4.1

	3.1
	June 2007
	CR 948 Added topic to provide Customer Feedback Brochure for compliance with ISO 9001
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