Project Kick-Off Meeting Agenda and Minutes

	Meeting Name:
	Scribe: 
	Manager:

	Date: 
	Time:  
	Location:  

	Last Name

First Name

In Attendance
Attendees:


	

	Handouts: 

	TeamPlay Project #:                                                                       Task #:  

	

	Topic: 
	Presenter: 

	Discussion:  

	

	Topic: 
	Presenter:

	Discussion:  

	

	Topic: 
	Presenter:

	Discussion:  


NOTE: Place the Agenda item in the first cell (Topic) and record the minutes for each item in the cell below (Discussion).
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