Large scale implementation of innovative technologies within institutions
Notes on Project Planning and Reporting Requirements

Projects are required to produce a detailed Project Plan using the template supplied by the JISC, available for download from http://www.jisc.ac.uk/proj_manguide.html. The main aim of the plan is to encourage project teams to revisit and critically review the ideas and plans that were proposed at bid stage in preparation for implementation over the lifetime of the project. The JISC project management guidelines provide advice and guidance on producing the relevant documentation. The project will also need to provide information on the following:
· Evaluation Plan


· Quality Plan

· Dissemination Plan


· Exit and Sustainability Plans

Projects are required to produce reports on project progress for a number of key purposes and audiences, for example:

	Audience
	Main purpose 

	JISC
	Monitoring and budget report
Progress against objectives

Financial breakdown

Issues of interest/requiring attention

	Institutions
	Input to appropriate internal committees eg Learning and Teaching, Quality, Research
Promote embedding (transformation)

Internal dissemination and awareness raising

	Community
	Newsletters, news feeds
External awareness raising, dissemination of outputs and outcomes, further contacts and networks


Projects are encouraged to produce a Reporting Plan at the outset that takes account of key stakeholder audiences (including audiences specific to individual projects), purposes of reporting, publication dates and reporting cycles.

Project Interim Reports are required for submission on a bi-annual basis, using the template supplied by the JISC, available for download from the project web pages (http://www.jisc.ac.uk/eli_innovprojects.html ). Reports should be based on information supplied in the detailed Project Plan, and supporting documents (for example, the Evaluation Plan, Dissemination Plan and Quality Plan). The report should be approximately 8-10 pages of normal A4 text in length (excluding any appendices).

Reports should be submitted as follows:

	Web template for JISC website
	20 April 2006

	Final Project Plan 
	19 May 2006

	First Interim Report 
	20 October 2006

	Second Interim Report
	20 April 2007

	Third Interim Report
	19 October 2007


A final full project report will also be required for submission by 31 March 2008.

