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[Introduction - This template is an optional tool to help improve consistency across Evaluation Reports. When using this template, make sure all red text is deleted, and change all other text (headings, titles, body text, etc) to your content.

The most important items to remember regarding graphics and formatting: 

1. Apply  USAID’s identity and branding according to the USAID Graphics Standards

2. Use USAID fonts (Gill Sans or Gill Sans MT (bold for headlines, subheads and highlighted text; regular or light for body text; italic for captions), or Garamond or Ariel if Gill Sans not available.

3. Use USAID colors: 

· Primary color palette

· USAID Blue (RGB 0R 42G 108B)

· USAID Red (RGB 194R 17G 58B)

· Solid Black (RGB 0R 0G 0B)

· Secondary color palette

· Dark Gray (RGB 102R 102G 102B)

· Light Gray (RGB 221R 221G 221B)

· Light Blue (RGB 157R 191G 229B)

FRONT COVER - As with all USAID publications, the front cover has the following elements:

· Use USAID standard graphic identity/brand. Available for download from http://pdf.usaid.gov/pdf_docs/PNADB334.pdf
· Place the USAID identity in the upper left area in a white field that is one or two horizontal bars in height (the cover should be divided into 9 equal horizontal bars).

· If jointly funded and co-branded (with a partner or another donor’s brand), request lower-left placement for USAID’s brand, and all brands/identities should be of equal size and prominence, preferably along the bottom of the cover.

Evaluation Covers - To distinguish Evaluations from other type of publications also include:

· A Light Blue field one or two bars in height behind the evaluation title with the word “Evaluation” above the title

· A photograph from the project being evaluated, and sized to cover the width of the cover, with height taking up 4 or 5 horizontal bars.

· Since external evaluations are not USAID authored, the following statement must be on the cover: “This publication was produced at the request of the United States Agency for International Development. It was prepared independently by <list authors and/or organizations involved in the preparation of the report>.”
INSIDE FRONT COVER - The inside front cover of a publication may be left blank or used for a variety of purposes such as acknowledgements, front cover photo caption, abstracts, etc.]
[TITLE PAGE - Recommended placement for a title page is the first right-hand text page of a publication; it may include a repeat of the title and subtitle, communicate an overarching message, etc. It should also include the date, project and evaluation identification information, and for evaluations there should be a disclaimer per the example below.]
Title – easy to understand, interesting and short; Include the word Evaluation:

subtitle – more detail, e.g., short description of project being evaluated (but do not use name of implementing partner or Acronyms)

[Month Day, Year]

[Project Number (if one exists); Evaluation Mechanism Number:]

[DEC catalogue number if requested in advance of publication]
[Any short overarching message]

DISCLAIMER

The author’s views expressed in this publication do not necessarily reflect the views of the United States Agency for International Development or the United States Government.

[Section titles and order are illustrative.]
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Acronyms

	[Examples below]
	[update based on acronyms used in the report]

	ADS
	Automated Directives System

	DEC
	Development Experience Clearinghouse

	FY
	Fiscal Year

	SOW
	Statement of Work 

	USAID
	U.S. Agency for International Development


Executive Summary

The Executive Summary should stand alone as a summary of the key sections of the report, and should summarize the content of the full report without adding new information. The Executive Summary should ideally be no more than three to four pages.

Evaluation Purpose and Evaluation Questions

This should set out the overarching purpose of the evaluation, and how the findings are expected to be used to inform decisions. This section also describes the Evaluation Questions (which should be limited to just a few key questions). It can also identify key audiences for the evaluation.

Project Background

Enough information should be provided to give sufficient context. However in the Executive Summary this section can receive less emphasis than it might in the overall report so that more attention can be given to the evaluation purpose, design, limitations, and findings. In the main report it should describe the problem being addressed by the project, and the project logic for why it will lead to better outcomes. This could include a logical framework for the project if one exists, and the development hypothesis, or causal logic, of the project or program of which the project is a part. 
evaluation questions, design, methods and limitations

This section describes the overall design, specific data collection and analysis methods linked to the evaluation questions, and limitations of the data, methods, or other issues that affected the findings.

Findings And conclusions 

This section should report those findings based on evidence generated by the evaluation data collection and analysis methods. Findings should be fact-based and not rely only on opinion, even of experts. Conclusions are drawn directly from findings and help summarize the “so what” of the findings. Several findings can lead to one or more conclusions. Whenever possible, data should be presented visually in easy to read charts, tables, graphs, and maps to demonstrate the evidence that supports conclusions and recommendations. 
Evaluation Purpose & Evaluation QuestionS

Evaluation Purpose

The evaluation purpose should be clearly defined at the beginning of the report. It should describe in about one to two pages why the evaluation is being conducted now, how the findings are expected to be used, what specific decisions will be informed by the evaluation, and who the main audiences are for the evaluation report. 

Evaluation Questions

The evaluation questions are linked to the purpose, and should be listed here. Good practice is to limit the questions in the original statement of work to three to five that are clear, focused, and that will directly inform specific decisions.

Project Background

In one to three pages, this section should clearly outline the project (or program) being evaluated in one to three pages, including the original problem or challenge the project is designed to address and the underlying development hypothesis, or causal logic, of the project or the broader program of which the project is a part. If a results framework (for strategies, objectives or programs) or logical framework (for projects) is available, this should be included here. For projects designed under the project design guidance released in 2011, the evaluation team should have access to the final Project Appraisal Document and relate annexes (which includes a logical framework and original monitoring and evaluation plans, among other things). This information provides important context for understanding the evaluation purpose, questions, methods, findings and conclusions.

Evaluation methods & limitations

This section should provide a detailed description within one to three pages of the evaluation methods and why they were chosen. Additional detailed information on the methods should be provided in an annex. The reader needs to understand what the evaluation team did and why to make an informed judgment about the credibility of the findings and conclusions and the underlying evaluation design including the data collection and analysis methods. 

Evaluation methods should correspond directly to the questions being asked and should generate the highest quality and most credible evidence possible, taking into consideration time, budget and other practical considerations. 

Provide information on all aspects of the evaluation design and methods, including trade offs that led to selection of specific data collection and analysis methods, a description of data availability and quality, and sampling strategies (purposeful or random), including how interview subjects or site visits were selected. Just as important as describing the evaluation methods is describing any limitations in data collection and analysis, data quality or access to data sources and that may result in bias. To show the relationship between the evaluation questions and methods, it is useful to include a chart that lists each evaluation question, the corresponding evaluation method to be used for data collection and analysis, data sources, sample sizes, and limitations.

Findings, conclusions & Recommendations

This section is the main body of the report, synthesizing what was learned during the evaluation and presenting it in an easy to understand and logical fashion. Whenever possible, data should be presented visually in easy to read charts, tables, graphs, and maps to demonstrate the evidence that supports conclusions and recommendations. 

Findings

Findings are empirical facts based on data collected during the evaluation and should not rely only on opinion, even of experts. 

Conclusions

Conclusions synthesize and interpret findings and make judgments supported by one or more specific findings. 

Recommendations

Recommendations are included if requested in the evaluation statement of work. They are specific actions the evaluation team proposes be taken by program management that are based on findings and conclusions. The reader should be able to discern what evidence supports the conclusions and recommendations. 

Annexes

[All evaluation reports must include the following as annexes: 1) the Evaluation Statement of Work, 2) Detailed description of the evaluation design and methods, 3) copies of the actual data collection tools such as survey or interview questions, 4) a list of information sources (including documents reviewed, sites visited, and key informants, assuming they gave permission to be identified), and, 5) disclosure of any conflicts of interest by evaluation team members . Additional annexes  such as any Statement of Differences if applicable, can be included at the discretion of the evaluation team and USAID, and in some cases implementing partners.]
Annex I: Evaluation Statement of Work
[The final Evaluation Statement of Work that guided the evaluation team should be included as an annex.]
Annex II: Evaluation Methods and Limitations
Replace this text with the full details of the methods used for data collection and analysis should be presented here. Explain why decisions were made to use certain methods and how those methods were the best available given the evaluation questions and resources. Provide details related to how data sources were selected, including sampling methods. If statistical analysis was used, explain the power calculation to determine the sample size and confidence level. If qualitative methods were used, give details such as whether interviews were structures, how informants were selected, how sites were selected for direct observation, etc. 
If an experimental or quasi-experimental impact evaluation, provide detailed information on the methods used to randomize or to define treatment and control groups through other means, and how data was collected from both groups at baseline, midline and/or end line.

Make sure to include a full and transparent discussion on any limitations to the data or conclusions from that data that may be due to the methods themselves, data quality issues, bias, logistical or security constraints, or any other limitations.
Annex III: Data Collection Instruments

[Include any data collection instruments such as surveys, interview questionnaires, focus group moderator guides, direct observation checklists, or any others.]

Annex IV: Sources of Information

Replace this text with  lists of any documents reviewed, people interviewed, sites visited, or any other information sources accessed for the evaluation. 

Note: Remember to get the permission of individuals who are interviewed to use their name in the report. If a promise of confidentiality requires that people interviewed not be identified by name, then list the number of interviewees and their relationship to the project or program being evaluated (e.g., 20 clinic patients that benefited from the project; 10 doctors that participated in the project; 3 local government officials; 10 implementing partner employees; 15 local community members who did not participate in the project but were eligible to do so; etc.). 

Annex VI: Disclosure of any Conflicts of Interest 

[The Evaluation Policy requires that evaluation reports include a signed statement by each evaluation team member regarding any conflicts of interest. A suggested format is provided below.]

	Name
	

	Title
	

	Organization
	

	Evaluation Position?
	      Team Leader          Team member

	Evaluation Award Number (contract or other instrument)
	

	USAID Project(s) Evaluated (Include project name(s), implementer name(s) and award number(s), if applicable)
	

	I have real or potential conflicts of interest to disclose.
	      Yes          No 

	If yes answered above, I disclose the following facts:

Real or potential conflicts of interest may include, but are not limited to:

1. Close family member who is an employee of the USAID operating unit managing the project(s) being evaluated or the implementing organization(s) whose project(s) are being evaluated.

2. Financial interest that is direct, or is significant though indirect, in the implementing organization(s) whose projects are being evaluated or in the outcome of the evaluation.

3. Current or previous direct or significant though indirect experience with the project(s) being evaluated, including involvement in the project design or previous iterations of the project.

4. Current or previous work experience or seeking employment with the USAID operating unit managing the evaluation or the implementing organization(s) whose project(s) are being evaluated.

5. Current or previous work experience with an organization that may be seen as an industry competitor with the implementing organization(s) whose project(s) are being evaluated.

6. Preconceived ideas toward individuals, groups, organizations, or objectives of the particular projects and organizations being evaluated that could bias the evaluation. 
	


I certify (1) that I have completed this disclosure form fully and to the best of my ability and (2) that I will update this disclosure form promptly if relevant circumstances change. If I gain access to proprietary information of other companies, then I agree to protect their information from unauthorized use or disclosure for as long as it remains proprietary and refrain from using the information for any purpose other than that for which it was furnished.

	Signature
	

	Date
	


Annex VI: [Insert title]
[Other information, such as a Statement of Differences, can be provided as an annex as appropriate, and as determined by the evaluation team, USAID, or, in some cases, the implementing partner.

[Provide contact information on the back cover. This can be USAID headquarter information, or specific to the USAID mission or operating unit that commissioned the report.]
U.S. Agency for International Development

1300 Pennsylvania Avenue, NW

Washington, DC 20523

[Month Year]


This publication was produced at the request of the United States Agency for International Development. It was prepared independently by <list authors and/or organizations involved in the preparation of the report>.









































Insert high-quality photograph representing the project being evaluated to replace this instruction �and fill this text box. 
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Evaluation Report Template: Replace this text with a title that is informative, compelling, with no acronyms, and no implementing partner names. Include the word “Evaluation” in the title.
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