Project Kickoff
Meeting Agenda
Project: [Project Name]
Date: [Date]    Time: [Time]
Participants: [Names]
	#
	Agenda Item
	Time
	Presenter
	Goal

	1
	Welcome & Introductions
	10 min
	Project Lead
	Team kennenlernen

	2
	Project Overview & Goals
	15 min
	Project Lead
	Vision verstehen

	3
	Scope & Deliverables
	15 min
	Project Lead
	Scope definieren

	4
	Roles & Responsibilities
	10 min
	Project Lead
	RACI klären

	5
	Timeline & Milestones
	15 min
	Project Lead
	Planung verstehen

	6
	Communication & Tools
	10 min
	Project Lead
	Wege festlegen

	7
	Risks & Dependencies
	10 min
	All
	Risiken identifizieren

	8
	Q&A / Open Discussion
	15 min
	All
	Fragen klären

	9
	Next Steps & Action Items
	10 min
	Project Lead
	Nächste Schritte


Estimated Total Time: ~110 minutes
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