Agenda
Simple one-page meeting agenda


	Meeting
	Project kick-off
	Date
	November 12, 2026

	Time
	2:00 – 3:00 PM
	Location
	Room 4 / Online



OBJECTIVES
•  Agree project scope and success measures
•  Confirm roles, timeline and first milestones

DISCUSSION TOPICS
	Time
	Topic
	Presenter

	2:00
	Introductions
	Project lead

	2:10
	Project background and goals
	Sponsor

	2:25
	Scope, timeline and budget
	Project lead

	2:40
	Risks and dependencies
	Team

	2:50
	Next steps and questions
	All
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