<Insert Project Name> Team Launch Agenda

<The team launch meeting is your first opportunity to get the team excited about the project. First impressions can last a long time, so it is important to be positive about the project work, its importance to the organization, and the likelihood of success. The project would not be moving ahead if management did not already believe it would benefit the organization. The team launch meeting is the occasion to get the team believing the same thing.>
Welcome

<The Sponsor should welcome the team and briefly introduce the project and the Project Manager. The Project Manager then takes over the meeting.>
Overview of Agenda

<The Project Manager briefly walks through the agenda, clearly pointing out the expected duration of the meeting, the key messages, and the role of the attendees.>
Introductions

<Each attendee introduces themselves. It should be more than their name and title. They should be encouraged to give some details of their background. The Project Manager should go first, giving an example of the type of information that would be useful.
Supporting Materials: This is also an opportunity to pass around a contact sheet on which team members can confirm or correct their contact details.>
Project Background

<The Project Manager provides a brief background to the project, including the problem / opportunity being addressed, the key stakeholders, and the scope.
Supporting Materials: Project Definition Document and Project Plan, if they exist for your project.>
Project Goals and Objectives

<The Project Manager explains the project goal, objectives, and key success factors as well as how and when success will be measured.
Supporting Materials: Project Definition Document and Project Plan, if they exist for your project.>
Project Organization

<The Project Manager shares organization chart and the roles and responsibilities of each team member. If there is no org chart to hand out, drawn one on a whiteboard. It is important that each team member leave the meeting knowing their role and reporting structure.
Supporting Materials: organization chart and role descriptions from Project Plan, if they exist for your project.>
Project Schedule

<The Project Manager presents a high level schedule and highlights major activities and milestones. The main deliverables should be singled out and described.
Supporting Materials: Project Schedule>
Project Operating Rules

<The Project Manager describes how the team will work together, including regularly scheduled progress meetings, minute-keeping, document management, status reporting, risk and issue management, expense guidelines, decision-making, and scope management.
Supporting Materials: Project Management Plan>
Wrap Up

<The Project Manager summarizes the day, seeks understanding of the key messages and asking for any final questions.>
Team-building Exercise

<Meeting should end with a team-building activity. This could be as informal as serving coffee and asking people to stay in the room and talk to each other or a more organized exercise that helps people get to know each other while reinforcing the benefits of working as a team.>
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