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Pre-Kick-off Questionnaire

The questions below are meant to facilitate conversation between the project manager and the client. Depending on your specific project, some questions may not apply. 

Please review your project’s SOW to see what background information is needed to get a clear picture of the project motivation & impact from the client’s perspective. This questionnaire will help you populate the “Project Purpose & Goals” slide in the kick-off deck, if your customer does not provide one for you from the kick-off deck. 

This is also a good time to start building out your “Drop the Mic”, if your project has a go-live. Consider the following: 
· Brief customer background info: industry, size, key products or services, etc.
· What PS was brought in to do, including list of in scope products
· Production ‘Stats’, including but not limited to: # of apps/connections, # of users (and what type - customers, partners, employees), traffic metrics (how many hits per day), etc.

High-level Overview
· What kind of need are we solving with this project?
· How many users are impacted?
· Can also be worded as: “How many employees/ associates are impacted”

Project Purpose
· What kind of impact/attention does this project have at your company?
· Is this a modernization to your systems/ processes? 
· What does success look like to you at the end of our project? 

Scheduling
· Do you have a schedule?
· This is one to be tailored and depends on if the client needs to provide a schedule. If not, ask for key dates. 
· Sometimes section 9 of the SOW asks for a schedule within x weeks from the customer 
· Is there a larger roadmap?
· Does the client have a go-live date in mind? 
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