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KICK OFF MEETING PURPOSE

Before the commencement of a project, a project
manager will call for an initial site meeting.

Purpose:
To ensure that all project participants begin the
project with a clear and shared understanding of

the project and project expectations.
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PROJECT PARTICIPANTS

% Architect
7,+ Design the architectural plan
+ Produce design alternatives

- Advise the appropriate materials to
oudget and client’s requirement
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x Quantlty Surveyor
" ,+ Estimate the cost of project

| Involve In the tendering proces
/// p,are complete Ilst of job costs
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AGENDA

* Project Objective

e Project Scope

* Project Approach

* Project Timeline

* Project Team Roles & Responsibilities:

* Project Management
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u * Project Objective

= Mission
= Goals & Objectives



* Project Scope }

« |n Scope
« Out of Scope

» Examples:
+ Type of project
+ Size of project
+ Teams / gangs in the project
+ Type of materials to be used
+ Types of machineries / plants to be used
+ Location of project - statutory authorities regulation



* Project Approach ]

= Project Plan

Include making necessary arrangements to connect or
disconnect or divert the appropriate services

« Project Life Cycle Phases
« Define
« Analyze
= Design
= Develop
« Jest
« Deploy
« Close



- Project Timeline ]

« Schedule
= Milestone (major achievement)

« Examples:
v Issuance of project documentations, drawings

v Notice submission in respect of building
regulations and local statutory requirements
for commencement of works

v Confirm the dates of future regular project
meeting



* Project Roles & Responsibilities ]

» Project Organization Chart

» Project Team Members
« [echnical Team
= Functional Team

» Examples:

« Define the duties of the Superintending Officer (S.0.)
and the clerk of works and make clear of the line of
commands

« Establish trades the contractor wishes to sublet
(appoint subcontractors)



“ * Project Management

« Meetings

» Issue Management

» Change Management
« Risk Management
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