Project kickoff meeting template
Template from Noter AI — https://www.noterai.net/templates/project-kickoff-meeting-template
PROJECT KICKOFF

Project: [Short name people will actually say out loud]
Project code: [Optional, if finance or ticketing needs one]
Kickoff date and time: [Tuesday 17 March 2026, 10:00 to 11:20]
Location: [Room, or the call link, or both]
Facilitator: [Name, role]
Scribe: [Name, role. Never the same person as the facilitator]
Sponsor: [The one person who can approve money and settle a scope fight]
Attendees: [Names and roles. Mark who joined remotely]
Could not attend: [Names, plus who briefs each of them and by when]
Document status: [Draft, circulated DATE] / [Agreed on DATE by SPONSOR]



1. WHY THIS PROJECT EXISTS (10 min)
[Two to four sentences. The problem in the words of the people who have it, with a number attached if one exists. Not the solution. If you cannot write this without naming a tool, you are describing a solution.]

2. WHAT DONE LOOKS LIKE (10 min)
[Two or three measures, each with a starting number and a target number.]
[Example shape: "Manager time spent on X falls from A to B by DATE."]

3. SCOPE IN (10 min)
- [Thing this project will deliver]
- [Thing this project will deliver]
- [Thing this project will deliver]

4. SCOPE OUT (10 min)
This is the most valuable section on the page. It is what prevents the argument in month three.
- [Thing this project will NOT deliver] - goes to [backlog / phase 2 / another team / never]
- [Thing this project will NOT deliver] - goes to [...]

5. ROLES AND DECISION RIGHTS (10 min)
Name              Role                  Decides / Does / Told
[Name]            [Sponsor]             Decides
[Name]            [Project lead]        Decides and does
[Name]            [Contributor]         Does
[Name]            [Stakeholder]         Told

6. MILESTONES AND DATES (10 min)
#  Milestone          What is true when it is done      Date               Owner
1  [Name]             [The sentence that proves it]     [Day Month Year]   [One name]
2  [Name]             [...]                             [Day Month Year]   [One name]
3  [Name]             [...]                             [Day Month Year]   [One name]

7. RISKS AND ASSUMPTIONS (10 min)
Each risk gets four parts. An assumption is just a risk you have decided not to check yet.
Type        What could go wrong        Cost if it does     What we will do     Who watches it
Risk        [...]                      [...]               [...]               [One name]
Assumption  [What we assume is true]   [What breaks]       [How we check it]   [One name]

8. COMMUNICATION PLAN (5 min)
Recurring meeting: [which, how often]
Written updates go: [where]
Files live: [where]
Urgent problems: [how they get raised outside the normal rhythm]
Review window: [how long people have before silence counts as agreement]



DECISIONS LOG (start it today)
Date          Decision                        Decided by      On what information
[Date]        [What was decided]              [Name]          [What was known at the time]
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