	Title

	· Short, captivating title that describes what is being evaluated.




	Executive summary

	· Brief overview of the project that was evaluated and the main findings and recommendations.




	Introduction

	· Summary of the situation/need for the project and brief information on the context where the project took place.
· Description of the project that was evaluated and what is was intended to achieve and how.
· Brief summary of the evaluation plan, who did it, timeframes, funders (if relevant).




	Background

	· Previous evidence/research and relevant policy and practice context.




	Method

	· Description of sample, data sources, and qualitative and quantitative data collection and analysis methods used.
· Limitations/caveats.
· Changes in method and reasons why (if relevant).
· Summary/diagram of your logic model (or alternative tool used).




	Results

	· Presentation of charts, tables, diagrams.
· Unintended results (unexpected benefits, problems, failures, costs).
· Details about missing data.




	Discussion

	· Summary of key findings
· Review of the assumptions and external factors in your logic model.





EVALUATION REPORT TEMPLATE

	Recommendations and lesson for the future

	· Summary of key lessons for the future.
· List specific recommendations.
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	· Recognition of people who have contributed to the evaluation.




	Appendices

	· Glossary (if technical terms are used).
· List of participants.
· References.
· Further charts, tables, diagrams (if relevant).
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