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1 · MEETING DETAILS
	Project name
	[Insert project name]

	Project / contract number
	[Insert number]

	Contract and parties
	[Insert contract title] - between [Insert Owner (Client)] and [Insert Contractor]

	Meeting
	Project kickoff with the contractor - Meeting No. [1]

	Date
	[dd mmm yyyy]

	Time
	[08:30] to [13:00] - [insert time zone]

	Location
	[Insert room and address] - [site induction required: Y / N]

	Dial-in / video link
	[Insert joining details and phone bridge]

	Chair
	[Insert name] - Contract Administrator (Owner's Representative)

	Minute taker
	[Insert name] - not the chair

	Minutes due
	Within two business days - [dd mmm yyyy]

	Next meeting
	[dd mmm yyyy] - [monthly project control group meeting]

	Distribution
	All attendees, all apologies and [Insert - e.g. owner's executive sponsor]


2 · ATTENDEES
Complete in advance, then mark presence in the room and sign the sheet. An apology without a delegate is an absence, and the item that person owns still needs an outcome.
	Name
	Organisation
	Role on the project
	Contact (mobile)
	Present (Y/N)
	Apologies / delegate

	Dana Whitfield
EXAMPLE - delete before use
	Northgate Health (Owner)
	Project Director - owner's decision maker above the Contract Administrator's delegation
	+00 0000 0000
	Y
	-

	Marcus Reid
EXAMPLE - delete before use
	Belclare Construction (Contractor)
	Project Manager - single point of contact for all notices under the Contract
	+00 0000 0000
	Y
	-

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Contact should be the mobile number that will be answered on site, not a switchboard. Delete the two rows marked EXAMPLE before issuing - once they are gone this table is ready to use.

3 · AGENDA - RUN SHEET
Every line has a lead and an outcome. If an item cannot state an outcome, it does not belong in a kickoff - put it in the technical meeting that follows. "Discussion" is not an outcome. The time column is a running clock: if your meeting starts at a different hour, shift the whole column - the durations are the part that matters.
SESSION ONE  ·  08:30 - 11:00  ·  THE PROJECT, THE CONTRACT AND THE RISKS
	#
	Time
	Min
	Topic
	Lead
	Outcome required

	1
	08:30
	10
	Welcome, safety moment and housekeeping
Alarm, muster point, first aid, phones, recording.
	Chair
	Everyone knows what to do if the alarm sounds. The safety moment is minuted as item 1.

	2
	08:40
	10
	Introductions and roles
Name, organisation and the two things you own.
	All attendees
	Attendance record signed. Any role with no name against it becomes an action with a date.

	3
	08:50
	15
	Project purpose, objectives and success
Why the owner is building it and who uses it.
	Owner's Project Director
	Agreement on the top three objectives and the measures reported against them every month.

	4
	09:05
	15
	Scope, deliverables and exclusions
Which documents govern and where the gaps are.
	Contract Administrator
	Governing scope documents confirmed. Every assumed exclusion written down and closed out within 10 business days.

	5
	09:20
	20
	Contract essentials
Key dates, payment, notices, delegations.
	Contract Administrator
	Who may issue and receive notices for each party, the delegation limit each name holds and the payment dates confirmed.

	6
	09:40
	20
	Program, milestones, critical path and long-lead items
Walked on the wall. What is already at risk.
	Contractor's Project Manager
	Baseline program (schedule) submission date fixed, with an owner and order date named for every long-lead item.

	7
	10:00
	15
	Cost control, forecasting and cash flow
Format, cut-off, contingency, cash flow.
	Owner's Cost Manager
	Report format and cut-off date agreed, who may draw on contingency and the date the first cash flow forecast is due.

	8
	10:15
	10
	Variations (change orders) and change control
How a change is raised, priced and instructed.
	Contract Administrator
	Nothing proceeds without a written instruction. Response times agreed, with one named person per party who may instruct.

	-
	10:25
	15
	Break
Induction cards issued to anyone without one.
	-
	Reconvene at 10:40. The chair restarts on time whether or not the room is full.

	9
	10:40
	20
	Risk and opportunity
Top ten, line by line. Owners named out loud.
	Owner's Risk lead
	Top ten risks confirmed with an owner and a next action date for each. The register is updated in the room.



SESSION TWO  ·  11:00 - 13:00  ·  SAFETY, DELIVERY AND CLOSE
	#
	Time
	Min
	Topic
	Lead
	Outcome required

	10
	11:00
	15
	Health and safety
Safety message, principal contractor duties, control of site.
	Contractor's HSE Manager
	Who holds control of the site and from when, the date the safety plan is due and the incident notification route.

	11
	11:15
	10
	Environmental and community obligations
Conditions, monitoring, hours, complaints.
	Contractor's Environment lead
	Working hours, the monitoring regime and one named person who answers a community complaint within 24 hours.

	12
	11:25
	15
	Quality, inspection and test plans
ITPs, hold and witness points, non-conformances.
	Contractor's Quality Manager
	ITP submission date fixed, hold points requiring the Contract Administrator's attendance identified, notice period agreed.

	13
	11:40
	10
	Site logistics, access, laydown and services
Gates, haul routes, crane zones, services.
	Contractor's Site Manager
	Access, laydown and service connections agreed and marked on a site plan issued within 5 business days.

	14
	11:50
	10
	Subcontractor and supplier engagement
Packages still to let and the dates needed.
	Contractor's Commercial Manager
	Every package still to be let is listed with the date it must be awarded to protect the program.

	15
	12:00
	10
	Document control, models and information management
System of record, access, naming, turnaround.
	Owner's Document Controller
	One system of record named, access granted to all parties within 3 business days, naming convention confirmed.

	16
	12:10
	10
	Communications, reporting and the meeting calendar
Who reports what, when and the meeting series.
	Chair
	Reporting pack, its cut-off and issue dates, plus a 12-month meeting calendar confirmed and issued with the minutes.

	17
	12:20
	10
	Stakeholder and third-party interfaces
Authorities, utilities, neighbours, operators.
	Owner's Stakeholder lead
	Every third party named with one point of contact and every outstanding approval listed with the date it is needed.

	18
	12:30
	10
	Commissioning and handover expectations
Set now, not later. Evidence, training, spares.
	Owner's Representative
	Agreement on the evidence Substantial Completion (Practical Completion) will require and when the handover schedule is due.

	19
	12:40
	5
	Any other business
Raised with the chair before the break.
	Chair
	Each item leaves as an action with an owner and a date, or is parked in writing with the date it will be taken up.

	20
	12:45
	15
	Decisions, actions and next steps
Read back in full, with owners and dates.
	Chair and Minute taker
	Every owner confirms their actions out loud. Both registers complete before anyone leaves. Minutes issued within two days.


TOTAL  -  4 hours 30 minutes, 08:30 to 13:00, including one 15-minute break. 20 items, each with a named lead and a required outcome.
If you cannot hold the room for four and a half hours, do not compress every item to five minutes. Split it into two sessions on consecutive days, say so at the top of the agenda and keep the outcomes.

4 · DECISIONS REGISTER
Filled in as the meeting runs, not written up afterwards. A decision is a position both parties will be held to - if it needs someone who is not in the room, it is an action, not a decision.
	Ref
	Decision
	Decided by
	Effective
	Status

	D-01
	Notices under the Contract are issued and received only by the Contract Administrator and the Contractor's Project Manager. An email to site staff is not a notice.
EXAMPLE - delete before use
	Chair
	08 Sep 2026
	Agreed

	D-02
	Float shown in the baseline program (schedule) belongs to the project and is available to either party, allocated by the Contract Administrator.
EXAMPLE - delete before use
	Owner's Project Director
	08 Sep 2026
	Agreed

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Status: Agreed · Conditional (state the condition and the date it clears) · Superseded (reference the decision that replaced it).
5 · ACTIONS REGISTER
Read back in item 20, out loud, with each owner confirming. An action with an organisation against it instead of a person is not an action.
	Ref
	Action
	Owner
	Due
	Status

	A-01
	Issue the site logistics plan showing gates, haul routes, crane zones, laydown and service connections, marked up on the current survey.
EXAMPLE - delete before use
	Contractor's Site Manager
	15 Sep 2026
	Open

	A-02
	Grant all parties access to the document management system and confirm the file naming convention and review turnaround in writing.
EXAMPLE - delete before use
	Owner's Document Controller
	11 Sep 2026
	Closed

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Status: Open · In progress · Closed (evidence referenced) · Overdue. Carry every open action into the first project control group meeting - the kickoff actions register becomes item 1 of that meeting.

6 · NOTES FOR THE CHAIR
BEFORE THE MEETING
	The chair issues, 5 business days ahead
	Attendees arrive having read

	1. This agenda, completed, with a named lead against every item.
1. The Contract in full - conditions, special conditions, scope and all attachments.
1. Draft baseline program (schedule), critical path and long-lead items marked.
1. Risk register - the top ten risks with their current owners.
1. Delegation and authority schedule for both parties.
1. Site plan - access, gates, laydown, compound, service connections.
1. Reporting templates, the report cut-off date and the 12-month meeting calendar.
1. Joining details, room, site induction and PPE requirements.
	1. The Contract in full, including special conditions and the scope documents beneath it.
1. The draft baseline program, with their own scope checked against it and their objections written down.
1. The top ten risks, with a view on the ones they are being asked to own.
1. The reporting templates they will have to complete, so format arguments happen now and not at the first report.
1. Their own delegation limit. Nobody should have to leave the room to find out what they can approve.


Confirm receipt - do not assume the pack was read because it was sent. The day before: room and dial-in tested, program plotted large enough to hang on the wall, attendance sheet printed, minute taker briefed.
RUNNING IT WELL
1. Start with safety and mean it. Not a slide - the muster point, the alarm, the first aider, and one real incident from a recent job and what it cost.
1. Chair it yourself. The party that chairs the kickoff sets the tone for who administers the Contract for the rest of the job. Handing the chair to the contractor is a signal you cannot take back.
1. Put the program on the wall, not on a slide. People argue honestly with paper they can stand in front of, and stay silent in front of a projected image they cannot read.
1. Make people say what they own out loud, and ask the quiet ones. The site manager, foreman and document controller run the job day to day. If they leave owning nothing, the plan is not the one that gets delivered.
1. Do not let it become a design review. The moment two engineers start on a detail, park it - name an owner, set a date, move on. Technical detail eats the commercial and safety items at the back.
1. Close every item with a named person and a date. Ban "we will pick that up offline" unless a name and a date follow immediately. Write it up as you go so nobody remembers it differently later.
WHAT A BAD KICKOFF LOOKS LIKE
	Pattern
	What it looks like

	The slide show
	Two hours of credentials and org charts. Nothing decided, nobody named.

	The renegotiation
	A rate, date or exclusion settled at award is reopened and the agenda collapses.

	The design review
	A detailing question becomes a forty-minute debate while sixteen people wait.

	No record
	No minute taker, or minutes issued weeks later. Every decision has two versions.


INTERNAL KICKOFF OR KICKOFF WITH THE CONTRACTOR
There are two kickoffs on every project and they are not interchangeable. The internal kickoff aligns the owner's own team - delivery strategy, reporting line, who holds each decision - two to five business days before the contractor is invited. This template is the second one: held within 10 business days of contract execution, it settles how the Contract will be administered in practice. Neither is a negotiation - reopening what was settled at award is a failure of the award process.
For an internal kickoff: keep items 1 to 9 and 15 to 20, drop items 10 to 14 (those are the contractor's to present) and add one item - "what we will and will not concede, and who decides".

7 · TERMINOLOGY
This agenda is written to be used anywhere. The left-hand column is the wording used throughout - map it to the terms in your own contract before you issue it, and then stay consistent for the life of the project.
	Term used in this agenda
	United States
	United Kingdom
	Australia

	Owner (Client)
	Owner
	Employer / Client
	Principal

	Contract Administrator (Owner's Representative)
	Owner's Representative / Construction Manager
	Contract Administrator / Employer's Agent
	Superintendent / Superintendent's Representative

	Contractor
	General Contractor
	Main Contractor
	Head Contractor

	Party in control of the site for safety
	Controlling employer
	Principal Contractor
	Principal Contractor

	Program (Schedule)
	Schedule / CPM schedule
	Programme
	Program

	Variation (Change Order)
	Change Order
	Variation / Change
	Variation

	Substantial Completion (Practical Completion)
	Substantial Completion
	Practical Completion
	Practical Completion

	Defects Liability Period (Warranty Period)
	Correction Period / Warranty Period
	Defects Liability Period / Rectification Period
	Defects Liability Period

	Contract Sum (Contract Price)
	Contract Sum / Contract Price
	Contract Sum
	Contract Sum

	Payment claim
	Application for Payment
	Interim application / payment notice
	Payment claim

	Inspection and Test Plan (ITP)
	Inspection and Test Plan / quality control plan
	Inspection and Test Plan
	Inspection and Test Plan


IMPORTANT
This template is a project management tool, not legal advice. It does not interpret your contract and it does not replace it. Where anything in this agenda differs from the Contract, the Contract governs. Have your own legal and commercial advisers review any position you intend to record as a decision and confirm the roles, notice arrangements and delegations against your executed contract before the meeting.
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