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Prove it! Toolkit

Evaluation Planning Template

Evaluation Planning for _________________________________
	What?
	Action


	When?
	What resources do we need to accomplish this? (e.g., people, time, money, incentives, equipment)

	APPOINT AN EVALUATION CHAMPION OR RESPONSIBLE OFFICER
	Our evaluation champion/responsible officer is…  


	
	

	SELECT PROJECT OR PROJECTS FOR EVALUATION
	Our project(s) selected is/are…
	
	

	IDENTIFY AND RECRUIT PEOPLE WHO CAN HELP YOU WITH PROVE IT! 
	Potential Evaluator Partners are…


	I will contact these partners by… 
ENTER DATE
	

	SELECT GROUPS TO SURVEY – E.G. WIDER COMMUNITY OR PROJECT PARTICIPANTS
	The groups that we are surveying are as follows…


	 
	


	What?
	Action


	When?
	What resources do we need to accomplish this? (e.g., time, money, incentives, equipment)

	CONDUCT DATA GATHERING 
	
	ENTER DATES

BEFORE:

AFTER:


	

	DATA ANALYSIS
	This is who will be conducting the analysis


	ENTER DATE


	

	EVALUATION POSTER
	Our project auditor is…


	ENTER DATE

Our auditor will be appointed in…..

Our evaluation reflection workshop will take place in….


	


	What?
	Action


	When?
	What resources do we need to accomplish this? (e.g., time, money, incentives, equipment)

	REPORT FINDINGS
	This is who will be writing the report

This is how we will be sharing the results of the evaluation with the community


	ENTER DATE
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