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	Project Details:

	Project Title: 

	

	Project Director: 


	Name, Including contact details (address, email, telephone, fax)

	Project Manager: 


	Name, Including contact details (address, email, telephone, fax)

	Project Administrator: 


	

	Start Date:
	
	End Date:
	

	Lead Institution:


	

	Consortium Members:


	Main contact at each institution and institutional contact details (address, email, telephone, fax)

	Project URL:
	


	Project Briefing:

	Aim:

Main aim of the project

Objectives:

Main goals of the project 

Milestones (reporting dates):

Summary of milestones and key checkpoints for each stage of the project.  You should aim to have about 3-4 reporting dates each year.


	1. Project Advisory/Steering Group:
This group should include representation from institutions, local/regional stakeholders and the JISC Programme Manager

2. Project Team: (Main institutional contacts in bold)

Include institutional contacts as well as members of the project team.  Where a person has a key role e.g. technical advisor, MIS expert please include this information

3. External evaluator: 

Appointed by the project.

4. External Partners (e.g. SR and VLE Suppliers)

	Project Matrix:

	Project Description

(in terms of goals/Objectives)
	Key Indicators 


	Means of verification
	Assumptions/Risk
	Reporting Date

	Year 1
	
	
	
	

	Objectives
	List the outputs and/or outcomes which will show that this objectives has been achieved. This should give you your milestones.
	Describe the data and information that you will need to collect to be able to report this.
	Assumptions upon which achieving this are made (e.g. IMS specifications) or risks involve (e.g. third parties not delivering)
	Reporting date to JISC which will provide evidence of the objective(s) been achieved.



	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Year 2
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Year 3
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


For each of the risks identified in your project matrix please consider the impact of that risk and how you will manage the risk. Below is a possible risk assessment form you could use.

	Risk Assessment

	Risk 
	Impact (1-5)
	Probability (1-5)
	Score (impact + probability)
	Controls/Actions (How you will manage the risk)

	
	
	
	
	


Projects should provide a detailed project plan showing a break down of tasks into activities (for first 12 months at least) and who is responsible for each activity.

This may be in the form of a Gantt chart, checklist, action list, table, etc.  An example is shown below of a checklist plan for guidance only.

	Project Activities Plan

	Task/Activity
	Timing
	Effort
	Assigned to
	Progress/Comments

	
	
	
	
	


As part of the project planning activities JISC would like to be able to predict the support requirements of each project in relation to the expertise of the Support Project, CETIS, other JISC Services (e.g. TechDiss) and where additional expertise may need to be sought (e.g. DPA issues). 

	Project External Support Requirements

	Task/Activity
	Timing
	Effort
	Nature of support

	
	
	
	


	Dissemination Plan

	Time
	Dissemination Activity
	Target Audience
	Purpose
	Check

	May. 2002
	Project Roadshow and consultation exercise.
	Staff in consortium institutions
	Awareness / Understanding

Evaluation
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Evaluation Strategy

	This should link closely with the Project Matrix and the activity/milestone based reporting.

Consider the requirements of your strategy which will need to:

· monitor progress and process

· measure impact and effect

· provide a longitudinal audit of change

· provide formative feedback to the project

· record information for project reporting

· etc.

Below is an example format for an evaluation plan summary of activities which could be used to provide an overview of what you have planned




	Evaluation Plan Summary

	Timing
	Evaluation Activity
	Question(s) being addressed
	Stakeholders
	Methodology
	Check

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	Exit Strategy/Business Plan

	An exit strategy or business plan for continuation beyond the end of funding should be drawn up at the start of the project and reviewed periodically.




	Project Budget


Please provide a project budget break down for each of the funding periods as shown in the Schedule of Funding Arrangements dated 14 march 2002.

	Period to Aug 2003 – July 2004

	Budget Headings
	Total budget allocated
	Further information

	Staff
	
	

	Travel and subsistence
	
	

	Equipment
	
	

	Dissemination activities
	
	

	Evaluation activities
	
	

	Other (please specify)
	
	

	Total
	


	Period to Aug 2004 – July 2005

	Budget Headings
	Total budget allocated
	Further information

	Staff
	
	

	Travel and subsistence
	
	

	Equipment
	
	

	Dissemination activities
	
	

	Evaluation activities
	
	

	Other (please specify)
	
	

	Total
	


JISC 1-01 Programme
5
JISC 1-01 Programme


