ORGANISING AND MANAGING JRF PROJECT ADVISORY GROUPS

CHECKLIST FOR PROJECT TEAMS

The tables below set out the actions relating to the Project Advisory Group (PAG), identifies whether they are the responsibility of the project team and of JRF staff, and sets out the order in which these usually take place. 

Within the JRF two members of staff will undertake these actions – The Research Administrator (RA) and Programme Manager (PM). Their respective functions are indicated in the table below. 

SETTING UP THE PAG
	Project team responsibility
	JRF responsibility
	Joint responsibility

	Use form provided to suggest list of people to invite onto PAG
	
	

	
	Comment on list and make additional suggestions where necessary (PM)
	

	
	
	Agree PAG membership (PM)

	
	Identify suitable date for first meeting – ideally 6 weeks in advance.  Send out invitation from PM by email plus project information and guidance notes for members  (RA)
	

	
	Book meeting room (RA)
	

	
	Inform project holder of replies to invitation and provide revised contact details (RA)
	

	Suggest replacement if anyone declines
	
	


ARRANGING THE FIRST PAG MEETING
	Project team responsibility
	JRF responsibility
	Joint responsibility

	Submit draft agenda to PM 3 weeks ahead of meeting.  Specimen agenda:

1.
Welcome and Introductions

2.
The role of JRF and the PAG

3.
The research proposal

4.
Progress to date

5.
Any other business

6.
Date of next meeting

     (Can be adapted)
	All PAG meetings are chaired by PM unless otherwise agreed with the project team
	

	
	Agree agenda (PM)
	

	Send out papers to PAG members and PM 2 weeks ahead of meeting:  Minimum requirement is agenda and full proposal
	
	

	
	Order lunch and refreshments (RA)
	

	
	
	Meet prior to first PAG either on day of meeting or before  (PM)

	
	
	Agree broad timing for PAG meetings during the project (PM)

	Take minutes and send to PM within two working weeks of the meeting for agreement
	
	

	
	Agree minutes (PM)
	

	Circulate minutes to PAG members
	
	


ARRANGING SUBSEQUENT PAG MEETINGS
	Project team responsibility
	JRF responsibility
	Joint responsibility

	Liaise with RA re PM availability, circulate date to PAG members and confirm with them
	
	

	Identify and book suitable venue
	
	

	
	Advise team regarding availability of meeting rooms at JRF offices in York or London.  If room not available advise project team of alternative venue (RA)
	

	Order lunch and refreshments with Receptionist if meeting is to be held at JRF London office or RA if at York office
	
	

	
	Order lunch and refreshments if meetings are held at JRF York office (RA)
	

	Send draft agenda and papers to PM for agreement at least 3 working weeks in advance of meetings
	
	

	
	Agree agenda and papers (PM)
	

	Send email and hard copies of agenda and papers to PAG members 2 working weeks before meeting
A written progress report is required for the second and all subsequent meetings
	
	

	Minutes are required as for the first meeting
	
	


Note:  All papers should be written in an accessible style – avoiding academic or other jargon – bearing in mind the mixed PAG membership.  Particular thought should be given to specific issues that it would be useful for the PAG to advise on.
EXPENSES
	Project team responsibility
	JRF responsibility
	Joint responsibility

	Send grantholder’s expense claim form to members with each set of papers
	
	

	At meeting remind members to return expense forms with receipts
	
	

	Pay costs of travel direct to members and reclaim on quarterly invoice to JRF (via RA).  Include receipts
	
	

	If hiring an outside venue:  pay all costs and reclaim on quarterly invoice to JRF (via RA)
	
	

	
	Pay travel and venue costs detailed on the quarterly invoice (JRF Grants Officer)
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