KICK OFF MEETING TEMPLATE

Customer Name
Your Company Project Team

Kick-off Meeting

IN SUPPORT OF:

Web Hosting for Customer in the XXXX Data Center
DATE:

TIME:

CONFERENCE DIAL IN # - (800-xxx-xxxx)
Meeting Agenda
Date: 

Time:  

Conference Dial in # - 
· Project Team Introductions  
· Review Project Overview (Scope)

· Review Customer or third party provided software requirements (if applicable)
· Q&A of Scope
· Review Scheduled milestones (status and impact)

· Discuss other open implementation issues/concerns. 

· Review Action Items (Your Company & Customer)
· Review Risk Management Process
· Discuss Scope Change Management procedure with team
· Discuss escalation and communication protocols
· Final Q&A
· Schedule next meeting
Attendees:  (Include the Name and Title for the following depts.- add as needed.)  
· Project Manager 
· Engineering
· Customer 

· Add as needed.
Customer Name - 

Project Team Contacts 

Customer Contacts:

Primary Technical Contact: 




Secondary Technical Contact:
Phone







Phone

Fax







Fax

Email







Email


Address






Address

Other method of contact (pager/cell)



Other method of contact (pager/cell)

ABC Contacts:

Project Manager: 



Primary Customer Contact:



PM Name




IC Name

Project Manager



Implementation Coordinator

ABC






1 Liberation Road





New York, NY 10007
Phone:



                         Phone: 

Fax: 781-xxx-xxxx



 Fax: 

Pager: 888-xxx-xxxx

Email: XXXX@ABCconsulting.com



Customer Name -  

Project and Solution Overview
INSERT OVERVIEW HERE – USE THE PROJECT OVERVIEW FROM THE PROPOSAL OR CONTRACT.  If an overview is not available in the Proposal or contract, the Project Manager must develop a scope statement.

Customer Action Items  (add or delete items as-needed)

1- Upon receipt of the Kick off meeting notes, review and  contact your Project Manager if there any discrepancies or changes you think need to be made.  (Each unit will be provisioned to the specifications outlined in this document.)  Otherwise e-mail your Project Manager with confirmation of receipt by the date noted below.  

Owner: Customer Contact
Due Date: XX/XX/XX


2- If applicable - Complete the VPN and or perimeter security questionnaires and send to the Project Manager.  If assistance is required, contact your Project Manager.  (delete action item if not applicable)

Owner: Customer Contact
Due Date: XX/XX/XX


3- Complete the letter of Agency (LOA) provided by your Implementation Coordinator.  One form for each URL must be completed in its entirety.  It is not possible to put multiple URL’s on one form.  Please return the form to your Implementation Coordinator as soon as possible.  This may impact provisioning schedule if not received promptly.   ABC will be applying to VeriSign for all Customer required certificates.
Owner: Customer Contact
Due Date: XX/XX/XX


4- If applicable - Advise Project Manager on the method and details of receipt for Customer provided software.  Software may be transferred or delivered to ABC in one of the following ways:

(IC will provide the mail to address if that method is chosen)

FTP – Software is transferred to the designated Implementation Engineer – Implementation Coordinator will coordinate.

Mail CD – Please make sure CD and CD Case are clearly labeled with your company name.  

URL Access – Please provide license key

Owner: Customer Contact
Due Date: XX/XX/XX

Method of Delivery: XXXXX


5-  Provide ABC with the name, business address and business phone number for anyone who you are requesting SecurID’s (for access to servers) for that is not registered as a Valid Technical Contact with ABC already.  Additionally open a ticket with the CSC (Customer Support Center) to have those people added as Valid Technical Contacts.  Please note: Check with your PM to see how many Secure ids you are being provided with -  additional Secure Ids must be purchased (contact your Account Manager to order)

CSC #: 1-800-xxx-xxxx


Owner: Customer Contact
Due Date: XX/XX/XX



6-  In order for you to access your NT servers you will need to purchase “Control IT” (formerly Remote Possible) client software. May purchase at:  http://www.cai.com/products/controlit.htm
Owner: Customer Contact
Due Date: XX/XX/XX


Customer Action Items (continued)



7-  Confirm that you have access to the data center and notify the Project Manager if there are any technical difficulties.

CSO Url: XXXXX
Owner: Customer Contact
Due Date: XX/XX/XX




8-  Send Beta release, content loading and Public Launch Dates to the Project Manager, no later than

    XX/XX/XXX

Owner: Customer Contact
Due Date: XX/XX/XX




Project Management Notes
Risk Issues Identified:  

(see Risk ID Checklist and Risk Management Log)
ABC and Customer Escalation Paths Identified:  

May be covered on a high level during the team introductions.  Document for the customer in this section- more detail for who and when to escalate to for outages, content migration issues, etc. may be covered in a separate meeting.

ABC:

Primary Point of Contact – Project Manager
Customer:

Primary Point of Contact – Customer
Scope Change Management:  

(Please see the Scope Change Management Process  - with associated forms.)
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