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CHECKLIST AND MEETING MINUTES

PROJECT INTERNAL KICKOFF MEETING

	
	USE AND TAILORING INSTRUCTIONS
	Version 3.0

	· Use this form as agenda checklist for the content of the internal kickoff meeting between the PM and the project team.  It may also be used as a project orientation checklist for new members of the project team.
· “As required” participants may be invited by the PM depending on size, risk, scope, and complexity of the project tasks.
· Record discussion topics with a check mark (() in the appropriate column.

· 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.

· For more guidance on the Internal Kickoff Meeting see PM Handbook, Chapter 3, Project Startup, Step 4, Hold Internal Kickoff Meeting.

	PROJECT IDENTIFICATION
	PARTICIPANTS (As Required)_

	Date:
	Role
	NAME

	Project Name:
	Business Operations Analyst 
	

	Project Number:
	Business Program Manager 
	

	KEY PARTICIPANTS
	Contract Administrator
	

	Role
	Name
	Pricing Analyst
	   

	Project Manager
	
	Project CM Official
	

	Project Team Members
	
	Project QA Official 
	

	
	
	Proposal Manager
	

	
	
	Security Officer
	

	
	
	Subcontract Administrator
	

	
	
	Subject Matter Experts
	

	
	
	Task Lead 
	

	
	
	Technical Lead
	

	
	
	
	

	
	
	
	

	
	
	
	


	TOPICS
	Discussed?
	NOTES

	
	Yes
	No
	n/a
	

	1. Review decisions and guidance from the Admin Go Team and the BPM meetings.
	
	
	
	

	2. Discuss contractual requirements.
	
	
	
	

	3. Discuss Project Scope:
· Discuss stakeholders and their roles during execution

· Discuss assumptions and constraints

· Discuss high-level functional requirements
	
	
	
	

	4. Review the Project Risk Profile Survey results.  Identify additional risks as appropriate. 
	
	
	
	

	5. Discuss the managerial and engineering processes and supporting tools (e.g., CM) that will be used on the project.  Ascertain the team’s experience with these process and tools and if training is required.
	
	
	
	

	6. Discuss the approach as stated in technical proposal.  
	
	
	
	

	7. Review the managerial and technical tailoring and solicit input from the project team.
	
	
	
	

	8. Discuss the approved charge numbers and their relationships to project activities.
	
	
	
	

	9. Discuss each team member’s role and responsibility.
	
	
	
	

	10. Ensure that the project team understands the critical success factors.
	
	
	
	

	11. Discuss scheduling issues:

· Discuss internal and external deliverables

· Discuss short term activities (next two weeks) and make resource assignments.

· Discuss near-term activities (1-3 months)
	
	
	
	

	12. Discuss the Quality Assurance process and project team’s responsibility to supporting QA.
	
	
	
	

	13. Discuss the customer and any know customer related issues.  
	
	
	
	

	14. Discuss the project’s communication plan.
· Discuss project reporting

· Discuss change management.

· Discuss relationships with other customer organizations & supporting contractors
	
	
	
	

	15. Identify topics for the External Kickoff Meeting.
	
	
	
	

	16. Discuss any additional topics with the project team as required.
	
	
	
	


	Form Change History

	Change
	Date

	CR 507 – Revised to match PMH v4.1
	January 2006
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