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The Kick-off presentation brings key stakeholders together for an introduction to the project and is intended to educate project stakeholders on the project objectives, roles, timing and plan for the project. This is not a mandatory document.
Key Sections
The following table lists the main sections of a kick-off presentation.The person developing a kick-off presentation can select the appropriate sections from the table below.
	
	#
	Section
	Description

	
	1
	Meeting Agenda
	An agenda outlining the main topics and slide numbers.

	
	2
	Introductions
	Introduce yourself within your team and specify your role on the project and number of years with the organization.

	
	3
	Opening Remarks
	Items related to logistics, guidelines and announcements.


	
	4
	Project Vision and Charter
	Overview of the project, approach and scope.

	
	5
	Assumptions, Dependencies and Constraints
	List of assumptions, dependencies and constraints.

	
	6
	Critical Success Factors
	List of the outcomes that must be achieved in order to meet the project’s goals and objectives.

	
	7
	Identified Issues
	List of the issues that have already been identified to date. Issues will be assigned an owner and resolution due date during the planning phase.

	
	8
	Identified Risks
	List of high-level risks or insert the Risk Log that has already been identified. Risk response and control plans will be developed during the planning phase of the project.

	
	9
	Project Timeline
	Project timeline. Use a snapshot from the Master Plan or create a simplified table

	
	10
	Organization Structure
	An org chart depicting the names of individuals in the Steering Committee, Project Sponsor Group, Project Management and all Workstreams.

	
	11
	Staffing Plan
	A chart or graph that shows the staffing plan.

	
	12
	Project Methodology / Tools
	An overview of the project methodology and tools.

	
	13
	Key Project Tasks
	Key project tasks from the method used.

	
	14
	Project Governance
	A governance chart highlighting the responsibilities for all the teams / groups identified in the org chart.


	
	15
	Meeting Schedule
	A table highlighting Meeting Names, Description, Attendees and Meeting Cadence.

	
	16
	Next Steps
	List next steps.

	
	17
	Questions
	

	
	18
	Appendix
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