	
	

	
	

	
	MEETINGS CHECKLIST



Meetings Checklist

1.1. Progress Meeting Agenda
 FORMCHECKBOX 
 Discuss Status of Existing or New Related Risk Issues

 FORMCHECKBOX 
 Discuss any Pending or Planned Scope Changes

 FORMCHECKBOX 
 Compare Actual versus Baseline Milestones 

 FORMCHECKBOX 
 Review Status & Content of Customer Communications- Post Kick Off

 FORMCHECKBOX 
 Discuss, if Required, Any Customer Expectations Management Issues 

     or Customer Generated Action Items raised at PM Progress Meetings

 FORMCHECKBOX 
 Discuss Plan for Test and Customer Acceptance

 FORMCHECKBOX 
 Discuss Results, and Plan Associated with, PM Launch Support Meeting

 FORMCHECKBOX 
 Lessons Learned to Date

1.2. Launch Support Meeting Agenda 
 FORMCHECKBOX 
 Discuss Status of Existing or New Related Risk Issues

 FORMCHECKBOX 
 Discuss any Pending or Planned Scope Changes

 FORMCHECKBOX 
 Review needs, if any, for customer access to Servers.

 FORMCHECKBOX 
 Review needs, if any, for customer loading of applications.

 FORMCHECKBOX 
 Discuss Plan for Test and Customer Acceptance

 FORMCHECKBOX 
 Discuss Results (of above items 3,4 &5), and Plan Dates with Tier II/Tier III.

 FORMCHECKBOX 
 Review Escalation Paths during Launch.

1.3. Kick-off Meeting Agenda 
 FORMCHECKBOX 
 Introductions 

 FORMCHECKBOX 
 Review Project Overview (scope description)

 FORMCHECKBOX 
 Review Hardware solution

 FORMCHECKBOX 
 Review Software solution

 FORMCHECKBOX 
 Q&A of solution

 FORMCHECKBOX 
 Review scheduled milestones

 FORMCHECKBOX 
 Identify (what & when) deliverables required from customer- if any. 

 FORMCHECKBOX 
 Customer run-book requirements

 FORMCHECKBOX 
 Customer user names and ids

 FORMCHECKBOX 
 Review risk issues

 FORMCHECKBOX 
 Define PPOC and Mutual Escalation paths

 FORMCHECKBOX 
 Action items (Customer) – use status meeting template (to be posted to IS Intranet and or CW)

 FORMCHECKBOX 
 Final Q&A

 FORMCHECKBOX 
 Determine date of next call or Progress meeting













































































