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Preparing for a smooth 
project start:
Internal Kick-Off Meetings



King’s College London 
overview

➢ The Pre- and Post-Award International teams are 
responsible for European Commission and US 
Government funded grants

➢ King’s was a beneficiary on over 250 Horizon 2020 
grants

➢ We have approximately 80 active EC grants and another 
80 funded through the UKRI Horizon Europe Guarantee, 
plus over 50 US government funded grants (primarily 
funded by the National Institutes of Health)



International Team Structure
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What do we mean by Pre-Award and Post-Award?

Phased funding

Award set up

Proposal approval 
and submission



Internal Kick-off meetings
• The purpose is to:

➢Enable a smooth handover from Pre-Award to Post-Award

➢Introduce the PI to key contacts and explain who is responsible for what

➢Explain Post-Award and funder requirements to the PI

➢Make sure the PI is familiar with relevant internal institutional policies and 
requirements 



Kick-off Meetings Process

The Post-Award team arrange a kick-off meeting in time for the project start date.

The PI, department administrator, project manager if applicable, Pre-Award liaison and 
Post-Award liaison should all attend. Note that this is for internal staff only.

In some cases, PIs who have prior experience with the funder will not require a kick-off 
meeting, although we always recommend it for all EC and US government funded grants.

An hour is scheduled in case of queries. 

Pre-Award and Post-Award use their shared checklist to guide the PI and their team through 
the meeting, and the checklist is shared after the meeting.

We have a different checklist for specific funders/schemes.



Grant Types

We have a different checklist for each grant type:



Pre-Award Kick-off checklist



Post-Award Kick-off checklist





Kick-Off Meeting Essentials

Who’s who

Amendments 

Linked agreements (e.g. data and material transfer agreements)

Personnel costs and recruitment

Timesheets

Procurement

Exchange rate

Documentation to be retained

Reporting

Payment of partners (when we are coordinating) 



Common errors / issues which can be 
avoided by having a kick-off meeting

➢Confusion over who to contact – creates 
unnecessary emails and PI frustration
➢Ineligible costs
➢Failure to complete timesheets
➢Failure to correctly follow the King’s procurement 

process
➢Failure to keep required documentation/records 
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