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Prove it! Toolkit

Project Reporting Template

Introduction
This template consists of a series of headings and notes to help you describe what you’ve learnt from your evaluation. A report need not be long and involved, but can be a good way of clarifying the learning from a project in your own mind as well as, of course, telling other people what happened. Be clear about what you are able to say with the data you have collected, and remember, evaluation is not always just about measuring inputs and outputs; celebrating and acknowledging the lessons learnt is sometimes just as important. Before you start writing your report, you should decide who your audience is. Each audience has different needs, expectations, familiarity with language (and jargon) and maths skills. Your audience could include community members, council members, funders (existing or potential) or potential new partners.   

Report headings
1. What’s the story? Background and description of the project.
Under this heading you are trying to tell your readers the story behind the project.
· Where, when and why did the project take place?

· How was it funded?

· Who was involved? Make sure you highlight how the community contributed to the project.

· What were the project activities, expected outcomes and objectives? How did these activities help reach the project’s objectives? (You can refer to the Project Storyboard completed at the start of the project.) 

2. Evaluation methodology

Under this heading you are describing why and how you evaluated the project. The following bullet points should help shape the narrative for this part of the report:

· What method did you use to collect information (surveys, etc.) for your baseline data? Whom did you speak to and how did you choose and reach them?  
· What method did you use to collect information for the data collected after the project finished? To whom did you speak and how did you choose and reach them? Did you select and speak to people the same way you did for the baseline survey? 
· How have you ensured that you are able to make meaningful comparisons between your baseline and final data? Were you able to reach the same people? If you were not able to speak to the same people, did they belong to the same stakeholder group? Did they have the same demographic characteristics?
· Provide a summary of which Indicators or Questions you used and how you used them. (Include the full list of indicators as part of an Appendix.)
· Are your results representative of the entire community or only of those surveyed (e.g., if you only surveyed users of the project, you can only say your data refers to them and not to the whole community. If you surveyed the community in a non-random fashion, you can only say that your results apply to those surveyed and not to the entire community). 

3. Findings and conclusions

State the results of the survey using tables, graphs, and any other appropriate visual materials. Remember to include demographic information (age, ethnicity, gender, etc.) if this represents an important part of the story. In addition the following bullet points provide some suggestions as to what to include:
· Based on your results, were the objectives of the project met? Can you tell what activities helped you achieve your objectives? Describe how this happened. 
· As you look at the results of your final survey, what are the most significant changes from your baseline data? What do these changes tell you about the effectiveness of the project? How much of the change can be attributed to your project, and how much might have happened anyway?
· What was the one major change? Why is this important? If there wasn’t any change, what does it tell you about the community and the project? Were there any surprises?

· What have you learnt from the project? What worked? What didn’t? What would you do differently next time?

4. Appendix, to include

· Copy of the completed Poster Session Recording Form 

· Copy of the questionnaire(s) used

· Full print out of graphs showing the results 
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