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	Project Name:
	
	Project #
	

	Project Manager:
	
	Date:
	



Purpose:  The purpose of the project kick-off or alignment is to ensure that the entire team gains a common understanding and buys into the scope, objectives, targets, criteria, assumptions and other pertinent information of the proposed project. Key project team members and additional oversight roles should be included along with the potential attendees as noted below:
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	[bookmark: _Hlk42465680]Invitees
	[bookmark: OLE_LINK1][bookmark: OLE_LINK2]Accept 

	Decline X
	Invitees – Optional
	Accept 

	Decline 
X

	Sponsor
	
	
	Asset Manager
	
	

	Program Manager
	
	
	HS&E
	
	

	Project Engineer
	
	
	Finance
	
	

	Scheduler
	
	
	Manager, Portfolio Planning & Controls
	
	

	Estimator
	
	
	Engineering Manager
	
	

	Project Controls
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AGENDA
	Item
	Description

	1. 
	Safety Moment 

	2. 
	Introduction and Background (including business values)

	3. 
	Project Goals and Scope – Project classification, Stage Gate & Deliverables

	4. 
	Key Priorities and Objectives

	5. 
	Assumptions, Risks and Constraints

	6. 
	Project Team Roles and Responsibilities

	7. 
	Project Manager Expectations

	8.  
	Next meeting date











MEETING NOTES
	Item
	Notes
	Contributor

	1. 
	Safety Moment
· 
	

	2. 
	Introduction and Background
· 
	

	3. 
	Project Goals and Scope
· 
	

	4. 
	Key Priorities and Objectives
· 
	

	5. 
	Assumptions, Risks, and Constraints
· 
	

	6. 
	Project Manager Expectations
· 
	

	7. 
	Project Team Roles and Responsibilities 
· 
	

	8. 
	Next Meeting Date
· 
	







ACTION ITEM LOG
	Item
	Action
	Responsible
	Completion Date

	1.
	
	
	

	2.
	
	
	

	3.
	
	
	

	4.
	
	
	

	5.
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