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1 INTRODUCTION 

1.1 Innovate UK is inviting Monitoring Services Providers to apply to join the Monitoring Services 
DPS.  Once admitted to the DPS List, Monitoring Services Providers may be invited to tender 
to deliver Contracts for Monitoring Services.   

1.2 This Monitoring Services Specification contains a description of the Monitoring Services that 
Innovate UK expects to purchase under the DPS (i.e. the services that Monitoring Services 
Providers ("MSP(s)") will be contracted to provide).   

1.3 An MSP will be assigned to every Project.   The key objective of the MSP role is to ensure that 
the Project is being managed effectively by the Project Participants through each of the three 
Project phases (Start up, Live and Completion) and that the Project is supported to deliver 
effective outcomes.  The primary role will therefore be to undertake periodic reviews of the 
Project's progress and to liaise with the Lead Project Manager to gain: 

1.3.1 Assurance as to the technical progress and delivery; 

1.3.2 Assurance in relation to project management and reporting; and 

1.3.3 Assurance in relation to financial management and control. 

1.4 Whilst the nature of the MSP's responsibilities are broadly the same for all Projects, the extent 
of the monitoring requirements (including the frequency of monitoring) will differ depending 
on whether a Project is classified as requiring a Gold, Silver or Bronze Monitoring Service Level.  
Details of these three Monitoring Service Level classifications are provided below. 

1.5 Projects will be classified for Monitoring Service Level purposes before the Contract for 
Monitoring Services for that Project is tendered (i.e. before the Invitation to Tender is issued) 
so that the level of support required for a Project is clear at the point of tendering.   

2 DEFINITIONS 

2.1 The definitions used throughout this Monitoring Services Specification are contained in the 
Glossary at Section 12 of the Overview Document. 

3 CLASSIFICATION 

3.1 Each Project will be classified as having either a Gold, Silver or Bronze Monitoring Service Level 
on the basis of their characteristics.   There are different monitoring requirements for each 
classification.  The Monitoring Service Level classifications for Projects are set out below.   
Please note that the the table below is a simple guide only for indicative purposes.  The Project 
characteristics of each Monitoring Service Level are indicative only and do not, for example, 
form a continuous scale of value.  The decision over classification of a given Project will be 
taken by the Monitoring Team in consultation with the Lot Owner, before any ITT is issued 
and the classification will be included in the Project Brief.  

 

 

 

 



 

4 

 

 Monitoring requirements 

 Review Meeting Frequency Review Meeting Attendance Indicative days 
of work per 
Project 

Gold 

Monthly monitoring and 
reporting to Innovate UK 

Physical attendance at a day-long Review 
Meeting each month (unless remote 
attendance agreed in writing by the 
IL/Monitoring Team) 

57 

Silver  

Quarterly monitoring and 
reporting to Innovate UK 

Physical attendance at day-long  
Review Meeting each quarter  (unless remote 
attendance agreed by the IL/Monitoring 
Team) 

22 

Bronze 

Mid and Final term monitoring 
and provision of 1 x mid-term 
Monitoring Report + 1 x final 
Monitoring Report 

No Review Meetings are required.   
Monitoring is document based and 
conducted remotely. 
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The following classification allocation guide shows how classification will typically be given according 
to the highest scoring answer to any question A-D.  We reserve the right, in exceptional cases, to apply 
whatever classification we deem necessary in order to meet our business needs. 

Question Requirement 
Answer 
Score 3 

Answer 
Score 2 

Answer 
Score 1 Project Classification 

A 

How frequently 
do you require 

the MO to 
monitor progress 

of the grant? 

Monthly 
Monitoring 

Quarterly 
Monitoring 

Mid & Final 
term 

Monitoring 
If the highest answer to any question 

scores 3 then the project is Gold 

B 

What is the 
duration of 

required 
monitoring of the 

grant? 

Typically 3 
years 

Project life 

greater 
than 9 

months but 
less than 3 

years 
Project life 

Typically 
less than  9 

months 
project life 

If the highest answer to any question 
scores 2 then the project is Silver 

C 

How complex is 
the project in 

terms of number 
of participants to 

the grant? 

Complexity 
- no. of 

Participants 
= 10 or 
more 

Participants 

Complexity 
- no. of 

Participants 
= 5 to 9 

participants 

Complexity 
- not more 

than 4 
Participants 

If the highest answer to any question 
scores 1 then the project is Bronze 

D 
What is the value 
of the grant that 

is being 
monitored? 

Total award 
value above 

£10m  

Total award 
value 

above £50k 
but less 

than £10m  

Total award 
value less 
than £50k  

At least 3 out of 4 questions must be 
determined. 

 

4 MONITORING SERVICES PROVIDER RESPONSIBILITIES 

Overview 
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4.1 This section and those that follow provide detail on the specific requirements of the MSP role.  
They are not exhaustive or prescriptive.   However, any changes to the requirements in respect 
of the monitoring of a specific Project will be set out in the ITT.  

4.2 The MSP is responsible for tasks falling into six work categories (A – F): 

A Overall assurance; 

B Project start-up phase approval; 

C Periodic reviews: meetings and reporting; 

D Claim validation; 

E Issue and change management; and  

F Project completion. 

4.3 The requirements for each work category are described in sections 5 to 10 below. 

Funding arrangements 

4.4 As explained in the Overview Document, there are two main types of funding which may have 
been awarded to a Project (contract or grant).    These funding differences impact on the 
monitoring requirements in certain respects (as explained in more detail in the requirements 
detailed in sections 5 to 10 below).  

4.5 The Project Brief issued with the ITT will set out the funding arrangements for a Project 
(whether it is grant or contract funded).  The MSP awarded a contract will also be provided 
with the Funding Documents which govern the relationship between the Project Participants 
and the funder(s) (which will be Innovate UK or other government departments).   For grant 
funded Projects, the Funding Documents are comprised of the application for grant funding  
(and assessment commentary), the grant offer letter and the grant funding terms and 
conditions.   For contract funded Projects, the Funding Documentation will be the application 
for contract funding (and assessment commentary) and the contract.    The Funding 
Documents will be made available in the Online Systems (see below). 

Electronic monitoring 

4.6 In performing the categories of work detailed below, the MSP will have access to Innovate 
UK's online systems for monitoring Projects ("the Online Systems").   The Online Systems will 
be used to upload updated Project Documentation, to upload reports (including Monitoring 
Reports) and to validate claims.   More information will be provided to MSPs on accessing the 
Online Systems and the terms of use on award of a Contract.  

4.7 MSPs should note that Innovate UK is in the process of fully digitising its operations and 
moving to the digital Innovation Funding Service ("IFS").   The IFS process will mean that 
innovation competitions, the applications for and approvals of innovation funding and the 
monitoring of funding awarded will be entirely managed online.  This will facilitate a simplified 
start-up process and will allow Innovate UK to streamline the documentary requirements.   
Whilst some competitions are currently run through the IFS process, it is likely to take some 
time for the transfer to IFS to be fully completed. In the meantime, some innovation 
competitions will continue to run under the document-based, legacy arrangements (and the 
monitoring of those Projects will reflect the legacy arrangements). 
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4.8 The Project Brief will clearly set out whether a Project is an IFS or legacy arrangement.  

5 WORK CATEGORY A:  OVERALL ASSURANCE  

5.1 The MSP is expected to do the following throughout the life of the Project: 

5.1.1 Establish and maintain a working relationship with the Lead Project Manager (and 
the individual Project Participants as necessary).   

5.1.2 Use their knowledge and experience of the relevant industry and of Innovate UK's 
monitoring requirements to provide support and guidance to the Project 
Participants as necessary to facilitate effective monitoring of the Project.   MSPs 
should bear in mind that they are not contracted to advise or provide guidance to 
the Project Participants on the development or direction of the Project.   If they 
have views in this respect which they consider will add value to the Project, these 
should be discussed with the Lot Owner. 

5.1.3 Be familiar with the Funding Documents and (once prepared by the Project 
Participants) the Project Documents for the Project and to raise any queries about 
the content or application of these documents with Innovate UK's Monitoring 
Team or the Lot Owner. 

5.1.4 Be vigilant of the potential for criminal or unethical activity or other activity not 
commensurate with the use of public funds by Project Participants (including but 
not limited to fraud, bribery, misrepresentation, modern slavery, anti-competitive 
behaviour and professional misconduct) and report any such activity (or any 
suspicions of such activity) to the Monitoring Team immediately. 

5.1.5 Comply with the Authority Policies. A list of the current Authority Policies is set out 
at Appendix 4 to this Monitoring Services Specification (copies of the Authority 
Policies are available on the DPS Portal). 

5.1.6 Comply with the reasonable security requirements of the Project Participants (set  
out in the Project Brief or other subsequent notification issued to the MSP) in the 
monitoring of the Project (for example, when attending Project Participant 
premises or communicating with them electronically). 

5.1.7 Act as an ambassador for Innovate UK and, as such, (a) be familiar with the 
innovation tools and support mechanisms made available by Innovate UK and 
other organisations and the relevant upcoming competitions being run by Innovate 
UK; and (b) signpost Project Participants to these as and when appropriate (noting 
that this does not imply any commitment on the part of Innovate UK to award 
further contracts or provide follow on funding). MSPs should refer to the  
Document Library on the DPS Portal and the Innovate UK website for further 
information on tools, support mechanisms and upcoming competitions. 

5.1.8 Co-operate with Innovate UK and any employee, representative or contractor of 
Innovate UK (including the Lot Owner, Monitoring Team and other Monitoring 
Service Providers appointed by Innovate UK) as reasonably required by Innovate 
UK to facilitate the provision of Monitoring Services and provide reasonable 
information, advice and assistance to Innovate UK in connection with the 
monitoring of the Project as requested in order to fulfil the MSP's obligations under 
the Contract.  
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5.1.9 Liaise regularly with the Lot Owner and/or Innovation Lead (either by way of a 
telephone call or, where agreed with the Lot Owner/Innovation Lead, by email) to 
coincide with the Review Periods for the Project and provide high quality, timely 
communication as regards the progress of the Project, including reporting on any 
areas of concern and also any tangible successes. 

5.1.10 Provide general feedback and information to the Lot Owner and/or Innovation 
Lead during the communication described at paragraph 5.1.9 above and when 
specifically requested by the Lot Owner on: (a) the main barriers to market which 
may be preventing good Projects from moving forwards; (b) best practice and 
lessons learned (including in relation to the report framework); and (c) outstanding 
Projects that Innovate UK could potentially use for ‘success stories’. 

5.1.11 Where requested by Innovate UK (and only on the basis that this work is 
undertaken for the "Additional Fee" specified in the MSP's Tender as opposed to 
the Fixed Fee (which would be administered through the contract change 
procedure)) provide written summaries or materials on Projects for Innovate UK 
to use in marketing material or reports to stakeholders (for example, success 
stories and views on future impacts).    

6 WORK CATEGORY B:  START UP PHASE  

6.1 The MSP's role in the start-up phase for every Project is to familiarise itself with the Funding 
Documents and to make initial contact with the Project Participants. 

6.2 The MSP's specific responsibilities for all Projects (IFS and legacy) are to: 

6.2.1 Contact the Project Participants within 3 Working Days of the Monitoring Services 
Commencement Date using the details set out in the Project Brief,  to introduce 
themselves and, where Review Meetings are required for this Project, to schedule 
the first Review Meeting between the MSP and the Lead Project Manager (and 
other Project Participants as appropriate) at a time and place that is mutually 
agreed between the parties.   

6.2.2 Track the Project's progress in preparing the Project Documents and liaise with the 
Project Participants to obtain copies of the Project Documents.  These will be 
defined in the Funding Documents but will generally include: 

(a) a detailed project plan, corresponding milestone register and risk register 
for the entire duration of the Project (Please note this will be introduced to 
IFS in the near future);  

(b) a detailed financial forecast for the full duration of the Project (divided into 
periods and linked to the tasks in the Project plan); and 

(c) an initial commercialisation/exploitation plan for the anticipated Project 
outcomes (developed from the outline included in the Project Participant's 
application). 

6.2.3 Review the Project Documents once prepared by the Project Participants to satisfy 
themselves that: 
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(a) the Project Documents describe the Project activities in sufficient detail to 
enable the MSP to monitor progress (including defining data to be provided 
at Review Meetings); 

(b) the description of the Project in the Project Documents does not represent 
a change of scope from the original Funding Documents (in particular the 
application); 

(c) each Project Participant fully-understands their responsibility to have 
adequate financial management processes in place to ensure: 

(i) claims for costs incurred and paid within a Review Period can be 
submitted within 30 days of the end of the Review Period; and 

(ii) timely and accurate provision of cost and forecast data for the MSP's 
periodic reviews and for claims validation. 

6.2.4 Once satisfied, email the Monitoring Team on monitoring@innovateuk.gov.uk to 
confirm that the Project Documents are approved.   

6.2.5 Communicate with Project Participants (ideally in a call followed up with an email) 
to highlight to them and seek assurance that they understand the terms of the 
Funding Documents in respect of: 

(a) the No Obligation to Pay Date (NOTPD); 

(b) where applicable, the Independent Accountants’ Report ("IAR"), Final 
Accountants' Report ("FAR") and Statement of Expenditure requirements for 
the relevant Project (and in particular, where applicable to the Project, that 
the MSP is not able to process any claims submitted by Project Participants 
without an IAR)   (MSPs should note that these documents will not be 
applicable for contract funded Projects); 

(c) any other Project data and review requirements specified in the Funding 
Documents (in particular any additional terms and conditions set out in the 
grant offer letter or the contract. 

 

7   WORK CATEGORY C: PERIODIC REVIEWS, MEETINGS AND REPORTS  

7.1 Once the Project is 'live' on the Online Systems, the MSP must:  

7.1.1 Liaise with the Lead Project Manager at the end of each Review Period to agree a 
timeline for delivery to the MSP of copies of the Project Documentation updated 
for the relevant Review Period and, where indicative figures are available, details 
of any financial claims for the Review Period. Any indicative figures provided before 
a claim is submitted may be subject to minor amendment by the financial contact 
for each Project Participant at the point the claim is submitted in accordance with 
paragraph 8.1. 

7.1.2 Where Review Meetings are required for a Project (as set out in the Project Brief), 
schedule, attend and chair all Review Meetings (to take place within 30 days of the 

mailto:monitoring@innovateuk.gov.uk
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end of each Review Period, however, noting the Monitoring Report deadlines in 
paragraph 7.1.6); 

7.1.3 For each Review Period, undertake a monitoring review of the information gleaned 
from the Review Meeting for that Review Period (where Review Meetings are 
required for that Project) and the documentation received from the Lead Project 
Manager (as identified in paragraph 7.1.1) in accordance with the requirements of 
paragraph 7.2; 

7.1.4 Complete a Monitoring Report that complies with the requirements set out in 
paragraph 7.2.8 below to record the outcome of the monitoring review and submit  
this, together with any meeting notes and the documents received from the Lead 
Project Manager (as identified in paragraph 7.1.1), on the Online Systems within 
30 days of the end of the Review Period.    Claims for a Review Period cannot be 
validated by the MSP (in accordance with paragraph 8 below) until the Monitoring 
Report for that Review Period is uploaded.  

7.2 In undertaking periodic monitoring reviews MSPs:  

7.2.1 Must, unless otherwise agreed by the Lot Owner and Monitoring Team (or unless 
Review Meetings are not a requirement of the Project), undertake a face to face 
Review Meeting with the Lead Project Manager (and other Project Participants as 
appropriate) to review practice and progress.  The key requirements for that 
Review Meeting are that the MSP: 

(a) schedules, attends, chairs and participates fully in the meeting;   

(b) ensures that the meeting format and agenda is agreed with the LPM in 
advance of the meeting. See example agenda at Appendix 3;   

(c) keeps a record or note of the Review Meeting (to be used to complete the 
Monitoring Report) which should be uploaded to the Online Systems with 
the final Monitoring Report.  MSPs should not keep their own separate 
records outside the Online Systems; 

(d) provides a minimum of 2 Working Days' notice of cancellation to the Lead 
Project Manager (and Project Participants as applicable) if the MSP is unable 
to attend a scheduled Review Meeting and reschedules the cancelled 
Review Meeting for a time that is mutually acceptable to the relevant 
parties. Cancellation of a scheduled Review Meeting shall not relieve the 
MSP of the obligation to upload the Monitoring Report to the Online 
Systems within 30 days of the end of the Review Period (in accordance with 
paragraph 7.1.6).     

7.2.2 Must focus on obtaining assurance on the progress of the Project in respect of each 
of the following three strands:  

(a) Technical; 

(b) Financial management & control; 

(c) Project management & reporting; 
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By monitoring the Project's reported performance against six key criteria (which sit  
across each of these three assurance strands).   The criteria are set out below in 
relation to each of the relevant assurance strands (although there is some cross-
over): 

Technical assurance Financial assurance Project management assurance 

Criterion 1: Scope Criterion 2: Cost  Criterion 3:  Time 

Criterion 4: Exploitation 

Criterion 5: Risk Management 

Criterion 6: Project Management 

 

7.2.3 Must be fully familiar with the Funding Documents and Project Documents so that 
the MSP understands the purpose for which the funding has been awarded in 
terms of the subject and scope of the Project, the budgeted costs (and forecasts) 
for the Project, the agreed timeframes for the relevant aspects of the Project, the 
plans for exploitation, the risk management mechanisms identified and the 
relevant project plans (and how it is intended to be managed). MSPs must have 
the required level of technical knowledge and experience for the relevant Lot (as 
described in the Lot Description Document relevant to the Lot). Lot Description 
Documents are available on the DPS Portal.. It is not essential that they have 
particular financial management expertise in order to undertake this task 
(although it will be helpful for the MSP). 

7.2.4 Must award the Project a score out of 5 (see Appendix 2) for performance against 
each of the six criteria and provide a detailed comment to explain and support the 
score awarded.    

7.2.5 Must use their professional judgement in awarding scores bearing in mind the 
inherent risk associated with research and development work.  MSPs are able to 
take into account unexpected events that may have caused genuine delay or 
variation to plans/forecasts which will be corrected for future periods.   

7.2.6 Must manage any issues or changes which arise during the review in accordance 
with the process set out in paragraph 9 below. 

7.2.7 Where there are regular or persistent failures by the Project Participants to address 
issues (including those identified during previous reviews), MSPs must raise this 
with Project Participants and escalate the matter as outlined at paragraph 9 below.  

7.2.8 Must prepare a Monitoring Report which is consistent with the Monitoring Report 
Guidance contained in the Document Library within the DPS Portal and: 

(a) Upload it to the Online Systems within 30 days of the end of the Review 
Period (together with the meeting notes (where relevant) and 
documentation listed in paragraph 7.1.1).   In the event that there is likely to 
be a delay in the MSP submitting a Monitoring Report, the MSP shall notify 
Innovate UK at least 3 Working Days prior to the date for submission of the 
Monitoring Report and provide reasons for the delay. 
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(b) Share a copy of the Monitoring Report uploaded to the Online Systems with 
the Lead Project Manager by email (unless an alternative form of 
communication is agreed).   

7.3 Details of the questions and actions for the MSP in each Review Period in respect of each 
criterion are set out below.  The scoring matrices referred to are set out in Appendix 2.  

7.3.1 CRITERION 1: SCOPE  

(a) Review the Participant Report and updated Project Documents submitted 
for the Review Period and confirm whether or not the Project is still aligned 
with the initial objectives for the Project as set out in the Funding 
Documents.    

(b) Detail any changes or concerns in respect of departures from initial 
objectives, either existing or anticipated. 

(c) Provide an overall 'Scope' score for the Project in the Monitoring Report in 
accordance with the relevant scoring matrix at Appendix 2. 

7.3.2 CRITERION 2: COST 

(a) Review and document the actual (incurred and paid) costs and budgeted 
costs for the Project for the Review Period. 

(b) Confirm whether the actual costs for the Review Period are in line with the 
financial forecast for that Review Period.  Explain any reasons for variances 
and any remedial actions to be taken (both at Project Participant level and 
Project level).    

(c) Confirm whether forecast costs for the rest of the Project are in line with the 
most recent project plan.  Explain any reasons for variances and any 
remedial actions to be taken (for example, updates to the financial forecast).  

(d) Highlight any areas of concern about existing or future costs. 

(e) Hold validation discussions in relation to costs incurred and paid in the 
Review Period in accordance with the requirements of paragraph 8 (leading 
to completion of the Financial Claim Validation Form (available from the 
Document Library on the DPS Portal)). 

(f) Validate any claims submitted in the Online Systems by Project Participants 
in accordance with paragraph 8. The MSP must check regularly for submitted 
claims (as there is no automatic notification) and should ensure that Project 
Participants are asked to notify them as soon as they have submitted a claim 
to the Online Systems. 

(g) Provide an overall ‘Cost’ score for the Project in the Monitoring Report 
balancing the assessment across all three components of the ‘Cost’ criterion 
in Appendix 2. 

7.3.3 CRITERION 3: TIME   
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(a) Consider whether the Project has met planned milestones set out in the 
Project Documents (and any remedial actions required where not). 

(b) Consider whether future milestones will be met (and any remedial actions 
required or likely to be required). 

(c) Raise any particular concerns about timing (either existing or future).  

(d) Taking account of the above, provide an overall 'Time' score for the Project 
in the Monitoring Report in accordance with the relevant scoring matrix at 
Appendix 2. 

7.3.4 CRITERION 4: EXPLOITATION AND COMMERCIALISATION   

(a) Consider whether the Exploitation Plan has been updated to reflect: (i) any 
significant developments in the Project (in terms of milestones or 
objectives); (ii) any changes in the market; and (iii) any changes in terms of 
any intellectual property developments of the Project Participants or their 
competitors. 

(b) Ask for confirmation (and evidence where appropriate) that the necessary 
applications and registrations in respect of intellectual property rights are in 
place. 

(c) Raise any particular concerns about exploitation and commercialisation 
(either existing or future). 

(d) Provide an overall score for 'Exploitation' in the Monitoring Report taking 
account of the above factors in accordance with the relevant matrix in 
Appendix 2. 

7.3.5 CRITERION 5: RISK MANAGEMENT 

(a) Check that the Project Participants have updated the risk register in the 
Project Documents adequately assessing technical, financial and project 
management risks. 

(b) Check that the risk register contains risk assessments covering the likelihood 
and impact of the risks, together with details of how they are being managed 
(mitigated, reduced, eliminated or accepted) and any actions taken. 

(c) Raise any particular concerns about risk management (either existing or 
future). 

(d) Provide an overall score for 'Risk Management' in the Monitoring Report 
which reflects the above factors in accordance with the relevant matrix in 
Appendix 2.   

7.3.6 CRITERION 6: PROJECT MANAGEMENT 

(a) Consider how each Project Participant (and the Project as a whole) is 
performing in terms of: (i) engagement; (ii) communication; (iii) 
management of other Project Participants; (iv) timeliness; (v) resource 
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management; (vi) changes; (vii) technical delivery; and (viii) RAID approach 
(i.e. approach to risks, assumptions, issues and dependencies). 

(b) Raise any particular concerns about the management of the Project (either 
existing or future). 

(c) Provide an overall score for 'Project Management' in the Monitoring Report 
which reflects the above factors in accordance with the relevant matrix in 
Appendix 2.   

8 WORK CATEGORY D:  CLAIM VALIDATION  

8.1 Project Participants must submit financial claims using the Online Systems within 30 days of 
the end of the relevant Review Period in which the costs claimed have been incurred and paid.  
Project Participants will submit one financial claim for each Review Period (which may cover 
a number of different Project related costs). 

8.2 MSPs are responsible for validating financial claims submitted in the Online Systems by Project 
Participants.  Validation must occur within 20 Working Days of submission by the Project 
Participant of the relevant claim.   

8.3 A claim can only be validated by the MSP where (and therefore the MSP must ensure that) 
the following are met:  

8.3.1 The Project Participant has completed a Financial Claim Validation Form and 
submitted this to the MSP (so that the MSP can complete their section of the form 
and then upload it to the Online Systems as described at paragraph 8.4 below). 

8.3.2 All required costs, budget and financial forecast data has been received for the 
Review Period and has been reviewed by the MSP (see paragraph 7.3.2(a)). 

8.3.3 The claim corresponds with the cost, budget and financial forecast data provided 
for the Review Period and with discussions had at any Review Meeting held for the 
Project for the Review Period.  

8.3.4 The claim is commensurate with the activity, involvement and corresponding 
progress reported by the Project Participant making the claim. 

8.3.5 The claim includes only eligible items (as defined and explained in more detail in 
the Project Finance Guidance contained in the Document Library on the DPS 
Portal).  

8.3.6 Where the MSP has identified Project costs / items forming part of the claim which 
it would like a Project Participant to substantiate and has requested information 
from them (in accordance with the guidance contained in the Financial Claim 
Validation Form), the Project Participant has provided satisfactory evidence in 
order for the MSP to substantiate those selected items / costs. 

8.3.7 The Project Participant has confirmed that it is able to submit a full audit trail for 
all costs submitted within the claim if this is required by the Innovate UK (by 
completing the Financial Claim Validation Form). 

8.3.8 The claim is supported by any necessary reports/statements (where the Funding 
Documents prescribe that specific reports must be provided to support particular 
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claims for that Project based on the Project value (for example, Independent 
Accountant Reports, Final Accountant Reports or Statements of Expenditure)). 

8.3.9 The forecast for the remainder of the Project is accurate in that it is in line with the 
Project Documents (in particular the Project plan) and has been updated to reflect 
and take account of past performance in expenditure and forecasting. 

8.4 The MSP shall validate the Project Participants' financial claim for a Review Period by 
completing the Financial Claim Validation Form, uploading it to the Online Systems and then 
selecting the option to submit the claim. 

9 WORK CATEGORY E:  ISSUE AND CHANGE MANAGEMENT  

9.1 The MSP is responsible for liaising with the Project Participants and Innovate UK regarding any 
difficulties a Project is experiencing and regarding any required or proposed changes to the 
Project (for example, changes to budget allocation (virements), Project end date, Project 
Participants and scope).    

9.2 These issues and required or proposed changes may come to (or be brought to) the MSP's 
attention during periodic reviews or may be separately notified to the MSP at any point during 
the monitoring of the Project. In either case, the issue or change must be managed as 
described at paragraph 9.4 below.    

9.3 It is possible that issues and changes might result in fundamental changes to the Project which 
may affect the MSPs role (for example, changes to the timeframe for the Project). In such 
circumstances, the Monitoring Team will assess and determine at its sole discretion whether 
changes are required to the MSP's Contract (which would be administered through the 
contract change request procedure). 

9.4 The MSP must: 

9.4.1 provide an opportunity for Project Participants to raise any issues or the potential 
need for change during periodic reviews (including during Review Meetings); 

9.4.2 raise issues and any potential need for changes identified by the MSP during the  
MSP's periodic monitoring reviews with Project Participants; 

9.4.3 discuss the issue/change with Project Participants in order to gather information 
about the relevant issue/change and the options available (including the impact of 
those options and the Project Participants' preferred approach).   Where the 
issue/change is raised as part of the periodic review, consideration of the 
issue/change should be documented in the Monitoring Report; and 

9.4.4 in respect of issues identified: 

(a) Use their professional judgement to form a view on whether the Project 
Participants are managing the issues identified appropriately and whether 
the issues necessitate escalation to Innovate UK or any changes to the 
Project.     

(b) Where the MSP considers the issue to warrant escalation to Innovate UK, 
contact the Innovate UK Monitoring Team by e-mail within 2 Working Days 
of receipt of the information from Project Participants (as well as providing 
such information in the Monitoring Report where relevant as described in 
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paragraph (d) below) to notify them of the issue and to make 
recommendations for remedial action. 

(c) Immediately notify Innovate UK's Monitoring Team of any suspicion of 
misrepresentation, fraud or incompetence in Project activity, or any legal 
claims or potential legal claims against Innovate UK. 

(d) Ensure that, where the issue is that in undertaking the periodic review, the 
MSP believes that the Project's performance is significantly or consistently 
below what is expected (for example where the Project has received a score 
of 1 in one or more criteria over one or more Review Periods), the 
significance of the poor performance is brought to the attention of the LPM 
and any Project Participants during the review as well as being documented 
in the Monitoring Report.   

(e) Where requested, provide further information and support in respect of the 
issue to Innovate UK and its auditors.   

(f) In future periodic monitoring reviews for the Project, monitor whether any 
agreed actions are implemented and whether a satisfactory outcome is 
reached. 

9.5 In respect of changes, the MSP's responsibilities are to manage requests from Project 
Participants for Project changes ("Project Change Requests") in accordance with the process 
set out below: 

9.5.1 Review documentation provided by the Project Participants in respect of a 
proposed change to ensure that: 

(a) the documentation adequately explains the need for the change and the 
proposed course of action (including any potential benefits and any impact 
on the Project's delivery and costs); and 

(b) the Project Documents have been revised to take account of the change 
where applicable. 

9.5.2 Where, applying their professional judgement the MSP considers that the 
documentation is incomplete or does not adequately support the need for change, 
provide feedback on the documentation to the Project Participants and liaise with 
them regarding amendments or additional documents required.    

9.5.3 Where appropriate, support the Lead Project Manager in brokering discussions 
between the Project Participants (for example in respect of changes to budget 
allocations (virements)).     

9.5.4 Once satisfied that there is adequate justification for the change and (where 
appropriate) that this is evidenced by the documentation:  (a) complete a Project 
Change Request Form which provides a recommendation or view from an MSP 
perspective on the proposed change (to assist Innovate UK in deciding whether to 
approve the change); and (b) forward the Project Change Request Form together 
with the supporting documentation to the Monitoring Team by email. 

9.5.5 Respond to further queries from Innovate UK on the Project Change Request as 
required. 
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10 WORK CATEGORY F:  PROJECT COMPLETION 

10.1 Project completion from the monitoring perspective is the point at which the Project has 
achieved the aim set out in the Project Documents.  For grant funded Projects, this is 
commonly when the Project Participants are at the stage where they will be seeking to 
commercialise the innovative product or technology.  For contract funded Projects, this will 
be the end of the funding contract's term. 

10.2 The MSP’s responsibilities at Project completion are to: 

10.2.1 Undertake a monitoring review in accordance with paragraph 7.2 for the final 
Review Period.    

10.2.2 In preparation for the final monitoring review, ensure that Project Participants are 
aware of the completion activities set out in the Funding Documents for a Project 
(including any funding which is to be withheld pending satisfactory completion) 
and of the consequences of not undertaking those completion activities.   This will 
include ensuring that Project Participants are aware that: 

(a) Satisfactory Project completion will not take place until ALL of the following 
have been completed: 

(i) Project Participants have completed any completion activities 
specified in the Funding Documents including, where relevant, 
submitting Independent Accountant Reports for any final claim. 

(ii) The monitoring review for the final Review Period has been 
undertaken and the claims for that Review Period have been 
validated. 

(iii) The MSP and all individual Project Participants have completed 
Innovate UK’s online Project Completion/Exploitation Survey (unless 
specified otherwise in the Contract or Project Brief).  

(b) For grant funded Projects only, failure by a Project Participant to complete 
the above activities (10.2.2 (a) (i)-(iii)), and in particular to provide the 
required reports can lead to their final financial claims being set to £0.  
Additionally, Innovate UK reserves the right to determine that a Project 
Participant has made themselves ineligible for future Innovate UK funding if 
the required reports are not submitted or are not submitted on time.   

10.2.3 Where Review Meetings are required for the Project, schedule, attend and chair a 
final Review Meeting (the “completion meeting") with the Lead Project Manager 
(and Project Participants as appropriate).   The Lot Owner responsible for the 
Project will also be invited to attend this completion meeting.    The minutes of the 
completion meeting, together with other documentation from the completion 
meeting and Monitoring Report, should be uploaded to the Online Systems within 
30 days of the end of the Review Period. 

10.2.4 Process Project Participants' financial claims for the final Review Period (the "final 
claim") in accordance with paragraph 8.   This will include ensuring that the claims 
are supported by an Independent Accountant's Report, Final Accountant’s Report 
or Statement of Expenditure where this is a requirement set out in the Project's 
Funding Documents.    
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10.2.5 Where they feel it may be appropriate (or if unsure of whether it may be), MSPs 
should discuss with the Lot Owner and/or Innovation Lead, whether or not the Lot 
Owner/Innovation Lead would like them to request additional information from 
the Project to enable Innovate UK to publicise the outcome of the Project to a 
wider audience with the Project’s permission. 

10.2.6 Once the monitoring review has been completed and claims validated,  the MSP 
must, within 5 Working Days of completion of the steps in 10.2.3 and 10.2.4,  check 
that the Project Participant(s) has/have completed the on-line Project 
Completion/Exploitation Survey (and remind them to do so if necessary) and 
complete the MSP element of the on-line Project Completion/Exploitation Survey 
(a link to the survey is available in the Document Library of the DPS Portal).   

10.2.7 Within 10 Working Days of completion of the above activities, the MSP must 
undertake checks to ensure that they have uploaded to the Online Systems, any 
and all documentation relating to the Project.   Having double-checked that all 
documentation has been uploaded, the MSP must then delete and purge all such 
material from their own records and devices (including back-up copies).  
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APPENDIX 1 – Lot Description Documents (1 to 48) 

The following is a list of Lot Description Documents. The Lot Description Documents are available on 
the DPS Portal under the file name listed below.  

 
Lot 1 – Additive Manufacturing: 3D printing – Lot Description Document 
Lot 2 – Advanced Materials NEC (not elsewhere classified) – Lot Description Document 
Lot 3 – Advanced Propulsion Centre (APC) – Lot Description Document 
Lot 4 – Aerospace – Lot Description Document 
Lot 5 – Agriculture – Lot Description Document 
Lot 6 – Assembly / Joining – Lot Description Document 
Lot 7 – Assisted and Independent Living – Lot Description Document 
Lot 8 – Aerospace Technology Institute (ATI) – Lot Description Document 
Lot 9 – Autonomous Vehicles – Lot Description Document 
Lot 10 – Batteries for Automotive Application – Lot Description Document 
Lot 11 – Biosciences – Lot Description Document 
Lot 12 – CAD / CAM / CAE / Simulation, Industry 4.0 – Lot Description Document 
Lot 13 – Ceramics – Lot Description Document 
Lot 14 – Chemical / Bio Process – Lot Description Document 
Lot 15 – Coatings, Thin Films and Surfaces – Lot Description Document 
Lot 16 – Composite Materials – Lot Description Document 
Lot 17 – Connected Transport – Lot Description Document 
Lot 18 – Connected Vehicles – Lot Description Document 
Lot 19 – Creative Industries – Lot Description Document 
Lot 20 – Digital Technologies – Lot Description Document 
Lot 21 – Electric Machines and Power Electronics – Lot Description Document 
Lot 22 – Electronic and Sensing Materials – Lot Description Document 
Lot 23 – Electronics Manufacturing – Lot Description Document 
Lot 24 – Electronics, Sensors and Photonics – Lot Description Document 
Lot 25 – Emerging Technologies – Lot Description Document 
Lot 26 – Energy Systems and Supply – Lot Description Document 
Lot 27 – Food – Lot Description Document 
Lot 28 – Forming Technologies – Lot Description Document 
Lot 29 – General and Disruptive vehicles – Lot Description Document 
Lot 30 – Health – Lot Description Document 
Lot 31 – Internal Combustion Engine (ICE) and Powertrains – Lot Description Document 
Lot 32 – International – Lot Description Document 
Lot 33 – Lightweighting and Powertrain Structures – Lot Description Document 
Lot 34 – Manufacturing Technologies NEC (not elsewhere classified) – Lot Description Document 
Lot 35 – Material Recovery / Treatment – Lot Description Document 
Lot 36 – Metals / Metallurgy – Lot Description Document 
Lot 37 – Monitoring Support Services – Lot Description Document 
Lot 38 – Nanotechnology / Nanomaterials – Lot Description Document 
Lot 39 – Non-Metallics – Lot Description Document 
Lot 40 – Polymers – Lot Description Document 
Lot 41 – Prescribed/Open – Lot Description Document 
Lot 42 – Resource Efficiency – Lot Description Document 
Lot 43 – Robotics, Autonomous Systems or Artificial Intelligence (RAS/RAI) – Lot Description 
Document 
Lot 44 – Sensor / Instrument (design / manufacture) – Lot Description Document 
Lot 45 – Smart Infrastructure – Lot Description Document 
Lot 46 – Space and Satellite Technologies – Lot Description Document 
Lot 47 – Surface Engineering – Lot Description Document 
Lot 48 – Urban Living – Lot Description Document 
 



 
 

 

19 

 

APPENDIX 2 - Monitoring Criteria and Scoring  

The following pages contain the scoring matrices referred to in section 7 above. 

 

 

(1) SCOPE SCORING MATRIX 

 Key themes: 1) Technological Basis 2) Progress  

1 
Unacceptable 

It is certain that the Project will fail to 
deliver on one or more key objectives. 

The technological basis for the Project has been 
shown to be unworkable (either technically or 
commercially) and a completely different 
approach is required. 

The planned level of demonstration will not be reached – e.g. a Project 
Participant has withdrawn, preventing access to research capabilities 
/ end user insight; earlier delays have compromised the work plan to 
such an extent that the planned Technology Readiness Level (TRL) will  
not be reached.  It appears to be highly unlikely that the Project would 
be successful in exploitation/future commercialisation if the planned 
approach continued. 

2 
Very poor 

It appears highly likely that the Project will 
fail to deliver on one or more key objectives. 

There are significant unforeseen challenges with 
the planned technological basis. It is highly likely 
that the planned technological approach will not 
meet all  requirements and that additional or 
alternative approaches will have to be explored 
in some areas. 

Only a subset of the required functionality will  be demonstrated. 
Whilst this may support “proof of principle”, supporting features will not 
be demonstrated and consequently the consortium may lack the 
evidence to build a good business case for subsequent 
exploitation/commercialisation. 

3 
Scope for 
improvement 

There is a possibility that the Project will fail 
to deliver on all planned objectives. 

The planned technological approach is l ikely to 
meet most of the planned requirements but 
some (non-core) functions will  require an 
alternative approach or further work. 

TRL / demonstration may not be at the planned level (e.g. end user 
testing may be less thorough than planned) and whilst a business case 
for further work could be made, it will  not be as strong as it could be. 

4 
Good 

The Project remains on course to deliver all 
planned objectives. 

The Project’s technological approach remains 
fully aligned to the competition objectives and 
the areas outlined in the original proposal. 

Demonstration will be delivered at a TRL which will provide adequate 
data to support a compelling business case for the next stage of 
commercialisation. 

5 
Exceeding 
expectations 

The Project Participant(s) have identified 
opportunities, beyond those specified in its 
proposal, and plan to explore these within 
this Project. 

The technological approach has delivered 
performance in excess of expectations, hence 
opening up market opportunities (e.g. less 
material can be used than planned, so costs 
reduced). 

Progress has been such that higher TRLs than planned have been 
demonstrated. 
(NB – Taken too far, higher TRLs than planned can lead to the Project 
moving beyond the remit of the original competition which would be 
unacceptable.) 
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(2) COST SCORING MATRIX 

 Key themes: 1) Expenditure compared to 
budget (contained in the 
Financial Forecast) 

2) Expenditure compared to progress 3) Accuracy and quality of overall Project forecasts 
compared to spend 

1 
Unacceptable 

Under/overspend +/- >21% 
budget 
Expenditure is routinely not 
commensurate with progress. 
Forecasts not updated, and 
routinely inaccurate. 

The Project’s expenditure to 
date varies from the budget by 
greater than +/- 21%. 
The final Project spend will be 
materially different from the 
original budget. 

There is no confidence that Project costs are 
being properly managed and reported.  Lack of 
correlation between progress achieved and 
expenditure suggests systemic errors in cost 
management.  A thorough re-budgeting 
exercise is required. 

The last quarter Project forecast was inaccurate by 
more than +/- 21%. 
The forecast for all  Project Participants is routinely 
inaccurate with no evidence. 
The forecast has not been updated for past spend and 
future work. 

2 
Very poor 

Under/overspend within  
+/- 16-20% budget 
Expenditure is not 
commensurate with progress  
Forecasts not updated 
properly, and significantly 
inaccurate. 

The Project’s expenditure to 
date varies from the budget 
within +/- 16-20%. 
Final Project spend will  be 
significantly different from 
original budget with impact. 

Project progress not commensurate with 
expenditure. Potential for major cost 
management weaknesses in plan. 
Very little confidence that Project costs being 
managed and reported consistently; Thorough 
review of costs vs plan is needed  

The last quarter Project forecast was inaccurate by 
between +/- 16-20%. 
The forecast has been updated but not by all Project 
Participants and there are significant inaccuracies. 
Little supporting evidence provided.  There is l ittle 
confidence in the new forecast. 

3 
Scope for 
improvement 

Under/overspend within  
+/-11 - 15% budget 
Expenditure not 
commensurate with progress 
in some instances. 
Limited forecast evidence. 

The Project’s expenditure to 
date varies from the budget by 
between +/-11 -15%. 
The final Project spend may be 
different from the original 
budget with some impact. 

The Project plan linkages to the budget and 
forecast could be better.  Progress in some 
work packages does not appear to be 
commensurate with actual spend. There is 
confidence that Project costs are being 
managed and reported but there are some 
areas to be monitored for improvement. 

The last quarter Project forecast was inaccurate by +/-
11-15%. 
The forecast has been updated but could be improved 
in some areas and by some Project Participants. 
Not all  key areas of expenditure have been supported 
with adequate evidence of planned spend levels. 

4 
Good  

Under/overspend within  
+/-6-10% 
Accurate & evidenced 
forecasts are in place 
Expenditure is in line with 
planned activity and budget. 

The Project’s expenditure is in 
l ine with the budget within +/- 6-
10%. 

Progress as a whole is commensurate with 
expenditure.  Project costs and activity are 
being managed well with no issues reported. 

The last quarter Project forecast was accurate to +/-6-
10%. 
The forecast is updated regularly by all  Project 
Participants for past experience and future work. 
All key areas of expenditure have been supported with 
good evidence of planned spend levels. 

 
5 
Exceeding 
expectations 

Under/overspend within  
< +/- 5% 
Accurate & evidenced 
forecasts in place across 
Project.  Expenditure is lower 
than expected for work done. 

Expenditure is less than +/- 5% 
from budget and is lower than 
expected for the work delivered. 
The Project may complete 
substantially under budget. 

Expenditure is in l ine with work packages but 
more has been achieved than planned for the 
quality and quantity of work done. The Project 
may need to re-plan to increase Project 
outputs subject to scope approval. 

The last quarter Project forecast was accurate to < +/- 
5% of actual expenditure incurred.  
Forecasting accuracy is consistent across all Project 
Participants and quarters and shows frequent and high 
level of review. Supported by good evidence across all 
areas. 
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(3) TIME SCORING MATRIX 

 Key themes: Comments: 

1 
Unacceptable 

Milestones and deliverables for the 
current and future Review Periods 
have slipped critically. 

Those milestones and deliverables planned for the current and future Review Periods are slipping critically. 
A re-planning of the Project together with a Project extension is essential. 

2 
Very poor 

Milestones and deliverables for the 
current and future Review Periods 
have slipped significantly. 

Those milestones and deliverables planned for the current Review Period are to be late by up to 3 months but it is likely 
that they will  be delivered within the next Review Period. 
The impact on future milestones is recoverable, and a re-planning of the Project together with an extension is 
recommended. 

3 
Scope for 
improvement 

Milestones and deliverables for the 
current period have been met but 
future ones may be “at risk”. 

Those milestones and deliverables planned for the current Review Period have been met on time. Those planned for some 
future Review Periods, however, may be under threat. 
It is recommended that improvements are made to the Project plan to reflect this. 

4 
Good 

The Project is meeting its planned 
timetable. 

All  current deliverables and milestones are being met on time and future ones appear to be “on track”. 

5 
Exceeding 
expectations 

 

The Project is running ahead of 
schedule. 

All  milestones and deliverables have been and are planned to be delivered ahead of schedule. 
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(4) EXPLOITATION SCORING MATRIX 
 1) Business case (rationale / concept for 

commercialisation) 
2) Exploitation plan  3) IP  

1 
Unacceptable 

The business case for the Project outcomes is no 
longer valid. For example, unforeseen 
complexities may have introduced. 
Unacceptable levels of manufacturing cost or a 
novel competitor approach limits the potential 
market share significantly. 

No update to the exploitation plan has been provided since 
the Project start, despite the clear need for this to have been 
done on the basis of Project changes or progress. 
Project Participants funded at 100% have no plan for 
disseminating their funded work. 

The Project Participants no longer have 
“freedom to operate”, e.g. through a 
competitor fi ling a patent application. 

2 
Very poor 

The Project Participant(s) are unable to 
articulate a continuing clear business case for 
the Project outcomes. There may, for example, 
be a lack of understanding of market need, 
economics or the technological features which 
provide differentiation and / or competitive 
advantage. 

Updates to the exploitation plan are overdue on the basis of 
Project changes or progress. The Project Participants may 
lack the key skills to “go to market” and are unable to confirm 
how they will  acquire these in time. 
Project Participants funded at 100% have plans for how they 
will  disseminate the results of their funded work but there 
are major deficiencies/gaps. 

There is no apparent strategy for handling 
the Project’s foreground IP. Publishing 
academic papers may compromise the 
potential for industrial Project Participants 
to obtain appropriate protection for 
commercialisation. “Freedom to operate” 
has not been demonstrated. 

3 
Scope for  
improvement 

The business case for the Project is “high level” 
– e.g. referring to global market trends, rather 
than the specific opportunities presented by the 
proposed approach. 

The exploitation plan is updated on the basis of Project 
changes or progress, but some gaps remain – e.g. in the 
understanding of proposed supply chain or key buyers. 
Project Participants funded at 100% have plans for how they 
will  disseminate the results of their funded work but some 
gaps remain. 

Whilst plans for foreground IP have been 
made (addressing the needs of both 
academic and industrial participants), 
competitor activity is not routinely 
monitored and hence there remains a risk 
that “freedom to operate” may be 
compromised. 

4 
Good  

The business case is well articulated with clear, 
timely and defined options available to the 
business following completion of the Project. 

The exploitation plan is current and demonstrates a thorough 
understanding of the market and the related activities to 
bring the Project results to market Project Participants 
funded at 100% have a clear plan for dissemination of their 
funded work. 

Foreground IP strategy is clear, and 
adequate steps have been taken to secure 
“freedom to operate”. Competitor activity 
is routinely monitored and information is 
acted on. 

5 
Exceeding expectations 
 
 

The business case has clear interest from third 
parties external to the Project Participants, 
supported by evidence.  

There is a clear route to commercialisation supported by 
good evidence. 
Project Participants funded at 100% have clear plans to 
disseminate with a wider audience than originally expected. 

IP secured and route to market clear.  
Competitor activity known and risks 
managed.  
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(5) RISK MANAGEMENT SCORING MATRIX 

 Key themes and comments 

1 
Unacceptable 

No risk register exists. 
 
There is no evidence that the Project Participants and LPM understand or can describe the technical, procedural and managerial risks that are 
faced. 

2 
Very poor 

A risk register exists, but it appears to be at a generic or high level and done with a “tick a box”, approach rather than being used as an active 
management tool. 
 
The risks in the register are not Project specific, but “generic” – e.g. “participant withdrawal” 
 
The LPM does not really understand the unique challenges that the Project faces. 
 
There is no evidence that the risk register is being used to prioritise actions, nor that all Project Participants buy-in to the register and its 
implications. 

3 
Scope for  
improvement 

A risk register exists and is updated each Review Period but not in sufficient depth. 
 
There is lack of sufficient progress in managing risks over the life of the Project 
 
Some areas of risk managed better than others but not always in order of priority. 

4 
Good  

All Project Participants contribute to maintaining and acting on a risk register which covers technical, procedural and managerial / 
administrative risks.   The risk register is reviewed each Review Period and updates are provided by risk owners on progress with mitigating 
their respective risks. 
 
At any one time, it clearly represents a realistic assessment of the main cha llenges facing the Project at that time. 

 
5 
Exceeding 
expectations 

All Project Participants contribute regularly to maintaining and acting on a risk register which covers technical, procedural  and managerial / 
administrative risks.  
The risk register is reviewed each Review Period and updates are provided by risk owners on progress with mitigating their respective risks. 
At any one time, it clearly represents a comprehensive and realistic assessment of the challenges facing the Project throughout its duration. 
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(6) PROJECT MANAGEMENT SCORING MATRIX 

 1) Project management  2) Project planning  

1 
Unacceptable 

The LPM is not managing the Project and frequency of review is 
unacceptable. 
Costs and associated claims are not being controlled. 
Forecasting accuracy is unacceptable. 
Forecasts are not reviewed and updated to reflect past 
performance and future plans. 
Communication is not evident. 

The Project plan is not updated regularly, does not reflect activity in the last quarter and its 
impact on future work packages or timing. 
The Project plan differs significantly from the milestones, with little or no further breakdown 
into work packages or dependencies on other work in the Project. 
The Project plan does not describe how the outcomes will be delivered in the time and with the 
resources available. 

2 
Very poor 

The LPM is not demonstrating good Project management and 
the quality of what is done is very poor. 
Costs and associated claims are not being controlled adequately 
Forecasting accuracy is very poor. 
Forecasts are not reviewed and updated properly to reflect past 
performance and future plans. 
Communication is very poor. 

The Project plan has been updated but is of very poor quality and future activity is not 
adequately described.  
The Project plan differs in key areas from the list of milestones, with little or very poor 
breakdown into work packages, outputs and dependencies/impacts on other work in the Project 
and poorly describes how the outcomes will be delivered in the time and with the r esources 
available. 
Across all areas there is little evidence provided to support the plan. 

3 
Scope for 
improvement 

The LPM is mostly demonstrating good Project management 
but the quality of what is done is poor in places. 
Costs and associated claims are being controlled with some 
exceptions. 
Forecasts are reviewed and updated to reflect past 
performance and future plans but the accuracy could be 
improved. 
Communication is generally adequate but poor in places. 

Some Project plan improvements could be made; the Project plan has been updated and is of 
reasonable quality and accuracy. 
The Project plan differs in minor areas from the list of milestones, with generally adequate 
breakdown into work packages, outputs and dependencies/impacts on other work in the 
Project. 
The Project plan mainly describes how the outcomes will be delivered in the time and with the 
resources available, but some improvement is required. 
Some areas could have better quality evidence provided to support the plan. 

4 
Good  

The LPM is demonstrating good Project management. 
Costs and associated claims appear to be controlled.  
Forecasts are reviewed and updated to reflect past 
performance and future plans to a good level of accuracy. 
Communication is generally good. 

The Project plan has been updated and is of good quality and accuracy. 
The Project plan matches the list of milestones, with good breakdown into work packages, 
outputs and dependencies/impacts on other work in the Project. Minor improvements only. 
The Project plan clearly describes how the outcomes will be delivered in the time and with the 
resources available. 

5 
Exceeding 
expectations 

 

Project management is excellent. 
The Project is running ahead of schedule but is well controlled. 
Costs and associated claims are very well controlled. 
Forecasts are reviewed and updated to reflect past 
performance and future plans to a high level of accuracy. 
Communication across the Project is excellent. 

The Project plan has been updated and is of excellent quality and accuracy. 
The Project plan matches the list of milestones, with excellent breakdown into work packages, 
outputs and dependencies/impacts on other work. 
The Project plan clearly describes how the outcomes will be delivered in the time and with the 
resources available. 
High quality evidence provided to support the plan. 
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APPENDIX 3 – Standard Review Meeting agenda items 

 

Agenda Item Monitoring Services Provider Comments 

Progress review – planning and 
performance on milestones & 
deliverables 

 
 
 

 
Risk management  

 
 

Issues / changes  
 

Finance / Forecasts / Costs / spend 

v target etc. 

 

Claims  
 

Independent Accountants Reports 
(where relevant) 
 

 

Other 

1. Do the Project 
Participant(s) have an 
Exploitation Plan? 

2. Do the Project Participants 
need help accessing 
finance? 

If the answer is yes to either of these two questions, 

please note the answers and be sure to include 

Project Participants' contact details in your on-line 

Monitoring Report at the relevant sections so that 

Innovate UK's Monitoring Team can make referrals. 

 

 

Actions from previous meeting  
 

 

New actions to carry forward to 
next meeting 

 

 

Date, time and venue of next 

meeting 
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APPENDIX 4 – LIST OF SUPPORTING DOCUMENTATION (POLICIES, PROCEDURES, TEMPLATES AND FORMS) 
The following is a list of documents which support and supplement the Monitoring Services DPS Documentation.  It is not an exhaustive list and 
individual policies may be updated from time to time as necessary. Documents are uploaded and found within the DPS Portal under the file name listed 
below.  
 

Title File name as listed in the DPS Portal 
attachments area 

Brief Summary description Version 
Date 

Version 
number/ref 

Anti-Fraud Policy Anti-Fraud Policy MSP v1.0 Final.docx This document is Innovate UK’s ANTI-FRAUD POLICY 
applicable to all Innovate UK representatives (including 
suppliers, contractors, providers of monitoring services 
and other third parties acting on its behalf); and all 
applicants for and awardees of Innovate UK funding. 

28th 
January 
2018 

Version 1.1 

Conflict of Interest Policy  Conflict of Interest Policy v1 0 Final.docx This document is Innovate UK’s CONFLICT OF 
INTEREST POLICY applicable to all Innovate UK 
representatives (including suppliers, contractors, 
providers of monitoring services and other third parties 
acting on its behalf). 

23rd 
January 
2018 

Version 1.0 

Exploitation Plan 
Guidance 

Exploitation Plan Guidance v1.1 
Final.docx 

This document is guidance on how projects should 
complete and what to include in the Exploitation Plan 

 Version 1.1 

Financial Claim 
Validation Form 

Financial Claim Validation Form v1.0 
Final.docx 

This document is to be used by Monitoring Service 
Providers to ensure financial assurance checks are 
completed each review period. 

 Version 1.0 

FOI Act 2000 and/or 
Environmental 
Information Regulations 
2004 Exemptions 

FOI ACT 2000 AND OR 
ENVIRONMENTAL INFORMATION 
REGULATIONS 2004 EXEMPTIONS 
V1.0 Final.xlsx 

This document is to be completed and uploaded as part 
of the application for any exemptions. 

 Version 1.0 

Evidence to Support 
Eligibility of Claims of 
Projects Costs 
 

Evidence to Support Eligibility of Claims of 
Projects Costs v1.0 Final.docx 

This document can be given to projects so they 
understand what evidence is required to support their 
claims. 

 Version 1.0 

Guidance for Eligibility of 
Project costs/ Claims 
 

Guidance for Monitoring Officers on 
Eligibility of Project Costs v1.0 Final.docx 

This document is to provide clear guidance and 
understanding to participants and monitoring officers of 
the elements of project cost, which may or may not be 
claimed from Innovate UK and the terms/conditions 
governing the evidencing of such claims.  

 Version 1.0 

Innovate UK - 
Information 
Management Policy 

Innovate UK - Information Management 
Policy v1.0 Final.docx 

This document is Innovate UK’s INFORMATION 
MANAGEMENT POLICY applicable to all Innovate UK 
representatives (including suppliers, contractors, 

 Version 1.0 
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providers of monitoring services and other third parties 
acting on its behalf). 

Innovate UK – MSP 
Price Schedule 
Template 

IUK MSP DPS Example Price schedule 
v1.0 Final.xls 

This document is to be completed and uploaded as part 
of the Invitiation to Tender submission. 

 Version 1.0 

Guidance for MO’s on 
completing a MO report 

MO report guidance v1.0 Final.docx This document is guidance on what should be included 
in a Monitoring Officers report. 

 Version 1.0 

Modern Slavery and 
Human Trafficking 2015 
 

MSHT for MPS ppt WIP v1.0 Final.PPTX This presentation is regarding Modern Slavery and 
Human Trafficking. 

November 
2017 

Version 1.0 

Fraud and Bribery 
Awareness 

MSP - Fraud and Bribery Awareness v1.0 
Final.PPTX 

This presentationis to ensure that you have sufficient 
knowledge and awareness regarding Fraud and Bribery. 

 Version 1.0 

     

 


