


Project Kickoff Checklist

	Task
	(


	Communicate the goals of the project to all project team members to make sure that everyone understands the objectives of the project.


	


	Communicate the goals of the project to all project team members to make sure that everyone understands their responsibilities in and toward the project.


	


	Get the commitment you need for the project.


	


	Generate enthusiasm to make things happen.


	


	Establish the leadership for the project.


	


	Motivate the project team to follow you.


	


	Identify critical milestones, phases and deadlines of the project.


	


	Review the overall project work plan and schedule with appropriate members of the project team.


	


	Explain standard operating procedures, including meetings, required documentation and reports, and any ongoing communications necessary between project manager and the project team.


	


	Give those responsible for performing initial tasks the go-ahead to start working on the project.


	


	Establish any other conditions you need so work can start getting done.


	


	Other:


	


