Annex V

Standard format and guidelines of the United Nations Office on Drugs and Crime for Evaluation Reports

The model evaluation report contained in this Annex is intended to assist the evaluation team in drafting its evaluation report.
The evaluation report should contain the findings (clearly supported by evidence), conclusions and recommendations of the evaluation.
Although the structure of the report may be adapted to the particular circumstances of an evaluation exercise (for example, several projects may be covered by a joint report), major headings should be retained, while sub-headings may be added, as necessary. 
Information should only be included in the report if it significantly affects the analysis and serves to clarify issues. Rather than repeating information already provided, references should be made to annexes, other parts of the report or documents used to obtain information. Sources of information used should be referenced in a consistent manner throughout the report.

A standard evaluation report starts with a sample cover page, a table of contents, a list of abbreviations and acronyms and an executive summary. 

The main body of the report should not exceed 25-50 pages depending on the scope of the evaluation exercise. Annexes should be kept to an absolute minimum (no longer than 15 pages). Only those annexes that serve to demonstrate or clarify an issue related to a major finding should be included. Existing documents should be referenced but not necessarily annexed.

The report should be typed. Text lines should be spaced at 1.5 and be formatted top fit A4 paper. Pages should be numbered consecutively using Arabic numerals, with the numbers appearing in the lower right hand corners of the pages. Paragraphs should be numbered. 

The report should be submitted in electronic format.
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EXECUTIVE SUMMARY
The section should consist of a concise executive summary of no more than four pages, that includes:

a) A short description of the project or programme evaluated including its objectives;

b) The major findings of the evaluation;

c) Lessons learned and best practices;

d) Recommendations and conclusions.
The summary should be crisp and clear, communicating the most important information about the evaluation.   

Evaluation reports written in a language other than English should be accompanied by an English translation of the executive summary prepared by a United Nations translator and cleared by the responsible backstopping office within UNODC.

I. INTRODUCTION

A. Background and context
This sub-section should summarize the overall concept and design of the project or programme and include an assessment of the its strategy, the planned time and resources and the clarity, logic and coherence of the project document.
B. Purpose and scope of the evaluation

The purpose of the evaluation (objective) and its scope (what it has covered) must be clearly stated in this sub-section, in line with the terms of reference. 

C. Executing Modalities of the programme or project

This sub-section should briefly describe implementation and management modalities used throughout the project or programme cycle. More details on potential issues that arose during implementation should be given in sub-section 2.D below).
D. Methodology

This is a brief statement of the methods used to obtain and collect the data, as well as the approach and methods used to analyze the data. This sub-section is important, as it provides the basis for the credibility of the evaluation results.

E. Limitations to the evaluation
The report should highlight major constraints that have had an impact on the evaluation process (for example, limited field missions due to security constraints, limited budget, limited time and unavailability of some major stakeholders for interviews) .

II. MAJOR FINDINGS and ANALYSIS 

This section is the most important since it covers the analysis of information and articulates the major findings of the evaluation. It is the longest and most detailed section of the report. It should be based on facts. The other sections of the report draw on and reference to it.
A. Relevance of the programme or project

This part should address the relevance of the project or programme in meeting the needs, in solving the problems identified and in contributing to relevant national and international programmes and policies..

B. Attainment of the programme or project objectives 

The report should show whether and how the objectives have been achieved. 
Where objectives have been fully met the report should show how these are contributing to the attainment of the results, in line with the strategy for the period 2008-2011 for UNODC in the case of major evaluations, and in line with the relevant UNODC country strategic framework in the case of project evaluations.

Where some of the objectives have not been attained, the report should show what progress has been made towards achieving them and how they contribute to the attainment of the results, in line with the strategy for the period 2008-2011 for UNODC in the case of major evaluations, and in line with the relevant UNODC country strategic framework in the case of project evaluations.
C. Achievement of the project or programme outputs  

The report should indicate the extent to which the planned outputs have been delivered and how they have contributed to the attainment of the objectives. 
This sub-section should also show how the outputs have been delivered within the planned time frame and with the resources available to the project or programme.

D. Institutional and management arrangements and constraints
This part of the report should address how the project or programme has been implemented, noting any constraints. In particular, it should examine the following: 

· The appropriateness and effectiveness of overall institutional and management arrangements and the impact that these have had on the implementation and delivery of the project or programme;

· The coordination and collaboration arrangements that have been made with implementing partners and other stakeholders;

· The kind of backstopping received from the relevant units and sections at UNODC headquarters or the relevant field office; 

· Whether and how the project or programme was monitored during implementation. 
The report should also highlight major constraints and problems that have impacted the implementation and delivery of the project or programme. The aim is to learn from these constraints and hence avoid them in the future, or find solutions to improve performance.

III. OUTCOMES, IMPACT AND SUSTAINABILITY

A. Outcomes

The report should cover the outcomes of the project or programme and demonstrate the short and medium-term effects that the project or programme outputs are likely to achieve or have already achieved, e.g. whether the outputs have made a difference; how they have made a difference, etc.
B. Impact

This sub-section should try to capture the intended and unintended, positive and negative, long-term effects produced or expected to be produced by the project or programme, whether directly or indirectly. 

C. Sustainability

This sub-section should deal with the extent to which the benefits of the project or programme will last beyond the end of the project or programme and, in particular, state whether the project or programme has created sufficient institutional and human capacity to sustain the benefits.

IV. LESSONS LEARNED AND BEST PRACTICES

A. Lessons learned

The lessons learned from a specific project or programme should highlight the strengths and weaknesses in preparation, design and implementation that affect performance, outcomes and impact. They are also applicable to other projects and programmes, as well as policies, and have the potential to improve future actions.

Lessons learned should be based on findings and evidences presented in the report. Lessons learned should not be written as recommendations, nor as an observation or description.

B. Best practices

This part of the report should identify specific experiences (planning, organizational, managerial and operational) gained from a project or programme that worked well in particular circumstances and that can have both specific or wider applicability in a similar development context.

V. RECOMMENDATIONS

This part of the report should provide clear, useful, time-bound and actionable recommendations aimed at enhancing the project or programme performance and improving the sustainability of results. Recommendations should be linked to the findings.

A. Issues resolved during the evaluation

Several issues that come up during an evaluation might be resolved, and decisions might be taken or implemented during the evaluation. 

This part of the report should summarize all such issues (which should not be included again in the section below).

B. Actions recommended

The report should clearly present major recommendations that are aimed, for example, at improving project or programme design, delivery and overall management or at changing policy. 

Each recommendation should clearly indicate the action to be undertaken or the decision to be made, as well as the body to which the recommendation is addressed. 

VI. OVERALL CONCLUSIONS

The report must draw overall conclusions based on all the information presented above (findings, outcomes, best practices, lessons learned, recommendations etc.). There must be a clear link between the overall conclusions, the findings and the recommendations.

