Project Team Kickoff Meeting: Agenda 

Template

· Introductions (optional, if members are acquainted)

· Project Plan Review

· Discuss content of the approved Project Plan

· Answer team members’ questions to ensure common understanding

· Management Methods/Expectations and Control Methods/Expectations 

· Present and discuss Methods/Expectations

· Clarify Methods/Expectations

· Discuss Next Steps for Team Members

· Read and contribute additions/corrections to meeting minutes

· Review the updated Management and Control Methods/ Expectations and contribute additions/corrections
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