M&E reports

This presents a generic structure of a typical report for an evaluation, study or major monitoring activity (i.e. survey, major review).  The report is only the basic product.  Many do not read full reports. A dissemination strategy will indicate a range of other products drawing from the report for different audiences. (See “Dissemination strategy”.)  However, the basic report remains fundamentally important for reference, for institutional memory and learning.  An important part of most organisations’ learning comes from the synthesis of M&E reports in a given sector or area.  

	Title Page
	Title of the report, authors, institutional affiliation, date, reference number

	Table of Contents
	Outline of the content of the report

	Acknowledgements
	Acknowledgement to those who provided special assistance and/or made the study possible

	Executive Summary
	Provides, in 1 to 4 pages, the most significant aspects of the evaluation, emphasising the major findings/conclusions, lessons and recommendations.  The Executive Summary is particularly important because most people are more likely to read this part of the report than the full document.

	Introduction
	· Context and purpose of the evaluation:  Problem statement, background and special circumstances, concise statement(s) of what the evaluation/study is hoping to measure and deliver.

· Scope and limitations

· Ethics and independence: This is particularly important for evaluation.  A statement is required as to the role of the evaluator – whether independent external evaluator or facilitator of a participatory process – and how this role was managed and protected.  A statement regarding any ethical issues stemming from the evaluation process that were identified and how they were managed, including how participants and primary stakeholders were protected.  Aspects of design and process addressing ethical management of the participation of children should be detailed separately. 
· Methodology: A brief description of design, including framework for analysis, data collection, sampling, and limitations stemming from method.  The methodology section in the report covers what decision-makers need to know to weigh the findings/conclusions, with more complete detail given in a technical appendix (see below).

· Summary of relevant previous research: Evaluations in the case of evaluation, as well as other pertinent research.

	Findings & Conclusions
	The report must present a synthesis of what was found (‘the facts’) and the results of analysis interpreting this.  Conclusions must be sufficiently substantiated. This section may in turn be broken into major sections according major issues covered.  

	Lessons Learned

(for evaluation reports)
	A generalisation that points out what is likely to happen and/or what should be done in order for something to take place or to be prevented.  Lessons learned are not merely experience, but the outcome of a learning process that involves reflecting upon an experience.  It is useful for lessons to distinguish intended use/users, e.g. distinguishing lessons for the next phase of the programme evaluated, for other interventions in this country, for similar interventions in other countries, operational lessons for the organisations involved globally, and lessons about conducting evaluations.

	Recommendations
	A prescription on what should be done in a specific circumstance.  The level of detail required in the recommendations depends on the purpose and users of the report (i.e., whereas policymakers could use general recommendations, programme managers would benefit more from detailed, hands-on, practical recommendations). 

	Appendices
	Appendices will include: 

· Terms of Reference 

· Itinerary and persons interviewed 

· More detailed description of the methodology. This will be aimed at reviewers assessing quality of the information and other researchers seeking to learn from the methodology.  It will need to explain how variables were measured, justify frameworks, etc., guiding data analysis, and identify threats to the validity of the data and the analysis

· Data collection instruments 

· Additional data 

· Bibliography 

· Endnotes (unless footnotes used)

· Other relevant supporting documentation.   
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