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Open Documentation Structure

For a company to keep up to date with news of its 

market and competitors, it must have a process in 

place to gather external economic and technological 

intelligence (see Best Practice #9). Similarly, having 

a clear internal process for accessing and sharing 

information is key to enabling effective networking 
and collaboration within the company, with the final 
deliverable of both processes being internal and 

external working documentation.

It’s the responsibility of the IT department to define 
and maintain the processes necessary to centralise 

documentation within one system, enabling access 

to data in real time so that teams can collaborate 

effectively without loss of information.

The challenge for innovative companies wanting 

to boost the creativity of their teams is to strike the 

right balance between meeting the constraints of 

confidentiality and providing open access to sensitive 
data, allowing information to be shared, teams 

decompartmentalised and silo mentality minimised. 

Clear document management processes must 

therefore be implemented seamlessly across all the 

departments within a business.

FACILITATING INTERNAL AND EXTERNAL COLLABORATION

Clearly define your information system 
architecture: development (format, 

reference), ability to share (server), modify, 

disseminate, archive, store and destroy. 

Define key roles: 
Who writes content? Who’s in charge 

of copy editing? Who signs off content? 
(managers, editors, proofreaders, etc). 

Set up non-disclosure agreements 
(NDAs) to avoid information 

leaks and encourage sharing of 
confidential/strategic data.

Define an employee engagement 
charter to support your collaborative 

approach strategy.

Facilitate internal 

communication and foster 

collaborative work

Share best practices 

and feedback between 

all teams involved 

Encourage the 

emergence of a 

collective company 

intelligence 

Improve 

transparency

Facilitate information 

retrieval through the 

adoption of a common 

documentation 

management system

BENEFITS FOR THE BUSINESS – this will allow you to:

COLLABORATIVE PROCESSES / METHODS / TOOLS
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Collaborative documentation plays a key 

role in obtaining grants, subsidies and tax 

credits because it determines the quality 

of the report submitted to the funding or-

ganisation, and therefore the likelihood 

of success.

When applying for public funding such 

as grants and subsidies, it’s essential to 

have clear collaborative documentation 

between project partners. The various 

project stakeholders must all be able to 

provide information and documentation 

as and when requested by the funding 

organisation, as well as in the format of 

their choice. Collaboration also creates a 

need for transparency in the circulation 

and protection of information between 

partners. 

Clear collaborative documentation mini-

mises the chance of data discrepancies, 

which can lead to conflicts and misun-

derstandings. By sharing access to a da-

tabase of identical documents, partners 

avoid wasting time exchanging emails or 

losing valuable data buried away in large 

document archives.

Finally, implementing clear collaborative 

documentation systems makes it pos-

sible to engage all the stakeholders and 

confirm their remit, both as part of an 
open innovation environment and as re-

gards obtaining funding.

CAN YOUR INFORMATION MANAGEMENT SYSTEM AFFECT THE 

FUNDING YOU RECEIVE?

Create a secure server for 

sharing information, with 
access limited to the key people 

involved in the project. 

Nominate a person to be in charge 

of documentation, responsible 
for keeping files up to date and 

coordinating the collation of data 
needed by the funding organisation. 

If necessary, set up access 

restrictions to either read or 
modify certain documents.

Set up a robust information 

system structure to enable quick 
and easy identification of relevant 
documentation, browse content, 

monitor progress (version control), 
control priority settings, control 

modifications etc. 

Enable efficient 
and secure data 

exchange

Isolate confidential 
/ sensitive 

information

Easily retrieve the 

methods used when 

calculating and 

justifying funding

Collaborate effectively 

in multipurpose or 

multiteam project 

environment

As well as being an essential part of any request for innovation funding, the 
documentation and justification of your innovation project work is also invaluable in 
the event of a tax audit.

COLLABORATIVE PROCESSES / METHODS / TOOLS

Focus ON

Robust information management 

systems are key to securing and 

maximising R&D tax relief. To 

avoid the problems associated 

with putting together a claim at 

the last minute, set up a process 

for collating the relevant documents within each de-

partment as and when they’re produced. Several diffe-

rent teams (Technical, Finance, HR, Purchasing etc) can 

help gather this documentation. Collaboration is key, so 

define a collaborative document collation process and 
share it with members of the teams involved. 

• Technical teams can provide their research and  

 innovation project documentation, demonstrating  

 the approach adopted and mapping out the work  

 completed. 

• Finance teams can provide restricted access to  

 sensitive cost and expenditure documents,   

 centrally available to authorised stakeholders only. 

• HR can provide details of CVs and the qualifications 
of engineers and technicians.

• Purchasing department can provide the 

documentation on subcontractors, contracts, or-

ders and invoices corresponding to each eligible 

expenditure.

R&D TAX RELIEF 

THE CHALLENGE OF: INNOVATION MANAGEMENT
SHARING INFORMATION TO DECOMPARTMENTALISE TEAMS AND ENCOURAGE COLLABORATIVE WORK.

THE CHALLENGE OF: INNOVATION FUNDING
SHARING INFORMATION TO OPTIMISE FUNDING RESULTS 

Access to information, both internally and 

externally, is fundamental to maintaining a 

company's innovative edge.
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« In the event of an audit, the 
Government can ask you to 
justify any expenditure incurred. 
Companies usually focus on 
technical record-keeping, but 
requests for justification of 
subcontracting (contracts, 
invoices, deliverables etc) 
and staff (CVs, employment 
contracts, job descriptions) 
costs are becoming more 
common. Companies must 
anticipate these requests by 
keeping all the necessary 
records in order to maximise 
claim acceptance »
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