	

Queensland Government
[Project name] – Initiation meeting agenda

	Date
	[insert date]

	Time
	[insert time]

	Location
	[insert location]

	Attendees
	[insert member name and title of meeting Chair]
[insert member name and title]
[insert member name and title]
[insert member name and title of meeting Secretariat] 

	Apologies
	[insert apologies or nil]



	Item
	Topic
	Presenter
	Paper/Material
	Time

	
	Welcome 
· Introductions 
· Probity
	[insert presenter]
	Yes / No
	[insert time]

	
	Project Background – for [noting / for discussion / for approval]
· Overview 
· Project Update and Status 
	[insert presenter]
	Yes / No
	[insert time]

	
	Detailed Business Case Delivery – for [noting / for discussion / for approval]
· Technical Programme
· Milestones
· Deliverables
· Proposed Working Groups
· Staging and Options Analysis 
· Stakeholder Engagement
	[insert presenter]
	Yes / No
	[insert time]

	
	Working with Infrastructure Advisory and Delivery – for [noting / for discussion / for approval]
· What assistance IPA can provide
· Business Case Development Framework (BCDF)
· Assurance Program
· Governance 
	[insert presenter]
	Yes / No
	[insert time]

	
	Risk Workshop – for [noting / for discussion / for approval]
· Cost and Risk approach
· Risk workshop 
	[insert presenter]
	Yes / No
	[insert time]

	
	[insert topic and select one option – for noting / for discussion / for approval]
	[insert presenter]
	Yes / No
	[insert time]

	
	[insert topic and select one option – for noting / for discussion / for approval]
	[insert presenter]
	Yes / No
	[insert time]

	
	[insert topic and select one option – for noting / for discussion / for approval]

	[insert presenter]
	Yes / No
	[insert time]

	Next meeting: <<Insert date of next meeting>>
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