Client Kickoff Meeting Template
[Team Name] – [Client Name]
January 1, 2026
10:00am – 11:00am
	Meeting Purpose:
Get on the same page about a high-level overview of the project ahead and make key decisions about the path forward.
	

	
	



	10:00 – 10:05
	Welcome & Team Introductions
· Round table intros and roles

	10:05– 10:20
	The "Why": Project Goals & Success
· Recap the project's purpose and discuss any distance between the proposed solution and the expected results
· Nail down some KPIs for project success

	10:20 – 10:30
	The "What": Scope & Deliverables Review
· High-level review of the Statement of Work (SOW) deliverables.
· Define what is in and out of scope

	10:30 – 10:40
	The "When": High-Level Timeline & Milestones
· High level timeline with phases for: discovery, design, development, launch

	10:40 – 10:50
	The "How": Rules of Engagement
· Define rolls and expectations for communication 
· Decide on a meeting cadence that works for both parties for status updates
· Decide on revision rounds and feedback structure

	10:50 – 11:00
	Next Steps
· Send out copy of minutes from today's meeting for everyone to review
· Remove any blockers (share design docs, assets, etc)



