FORMAT FOR THE EVALUATION REPORT

This format is provided in accordance with the Practice Note issued by National Treasury on 28 March 2006.

The purpose of the evaluation report can be twofold; to:

· assist in decision-making; and 

· to provide a better understanding of the project's achievements (and areas for improvement). 

The objectives, scope, methodology and deliverables adopted should be guided in terms of Practice Note issued by National Treasury on 28 March 2006. 

EVALUATION REPORT FOR THE XXXX CONDITIONAL GRANT FOR THE 2005/06 FINANCIAL YEAR 

1. 
Executive summary

This is a critical opening to the report. It should provide: 

· an overview of the evaluation (the 'what' and 'why'); 

· the major sources of data and methods of data collection and analysis; 

· general results of the evaluation; 

· summary of recommendations; and 

· any major limitations or constraints placed on the evaluation. 

This section needs to 'capture' the reader and provide all the key information should the reader choose not to read any further.  The executive summary should be as brief as possible (to around a single A4 page) and free of as much technical terms or jargon as possible.

2. 
Background of project/grant 

This might cover:

· origins of the project (e.g. in response to some perceived need); 

· project goals and objectives; 

· staff and resources involved; 

· funding sources; and

· planned project 'deliverables' (outcomes vs outputs). 

3. 
Purpose, intent and design of the evaluation study 


Items here include:

· aims/objectives of the evaluation (refer to Practice Note);

· evaluation criteria chosen (performance measures, standards in this case we require the set key competencies); 

· key questions explored; 

· other design parameters — data collection and analysis methods, data sources; and 

· composition of evaluation team (rank, level etc). 

4. 
Results 

This section provides a description of the evaluation findings. Use graphs, tables, diagrams etc. to aid understanding and interpretation where necessary. 

5. 
Discussion 

This should include: 

· interpretations of the findings in the light of project and evaluation goals; 

· any limitations or weaknesses in the findings, methods, data, etc. (i.e. validity issues); 

· judgments against the evaluation criteria; 

· comment on the generalisability of the findings; and 

· any 'unexpected' findings. 

6. 
Conclusions, recommendations and options 

This section should encapsulate the outcomes of the evaluation and clearly point to appropriate actions that stem from the findings. It should include:

· overall judgment/conclusions; 

· comment on the validity and reliability of the findings on which the conclusions are made; and 

· any recommendations for change/improvement. 

