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1.0 INTRODUCTION 

Three o f  t h e  main ope ra t i ng  p r i n c i p l e s  of the  e v a l u a t i o n  approach adopted by 
OPE f o r  t h e  Cent re ' s  p l ann ing  and e v a l u a t i o n  requirements are:  

1. t a i l o r i n g  e v a l u a t i o n  s t ud ies  t o  meet user  needs; 

2. ensur ing  t h e  u t i l i z a t i o n  of e v a l u a t i o n  r e s u l t s ;  and 

3. s t i m u l a t i n g / b u i  l d i n g  o f  e v a l u a t i o n  a c t i v i  t i e s / c a p a b i  1  i t i e s  i n  
t he  T h i r d  World. 

I n  l i g h t  o f  t h i s ,  e v a l u a t i o n  procedures are developed t h a t  a re  consonant t o  
these ope ra t i ng  p r i n c i p l e s .  These e v a l u a t i o n  procedures underscore the  two main 
elements o f  an e v a l l ~ a t i o n  study: t h e  evaluation process and the product of the 
evaluation. For OPE, these two elements a re  i n t e r l o c k i n g  and necessary f o r  t h e  
success o f  an e v a l u a t i o n  study. 'Therefore, equal we igh t i ng  i s  g iven  t o  these two 
elements i n  t he  e v a l u a t i o n  procedures. I n  ope ra t i ona l  terms, t h i s  c a l l s  f o r  OPE 
s t a f f  i n  an e v a l u a t i o n  s tudy t o  concen t ra te  as much e f f o r t  i n  t h e i r  d i scuss ions  
and l i a i s o n  w i t h  t he  user/s,  o t h e r  Cent re  s t a f f  and Centre  r e c i p i e n t s ,  as they  
would i n  the  methodology and f i n a l  r epo r t .  I t becomes even more impor tan t  i n  
eva lua t i on  s t ud ies  which u t i l i z e  consu l t an t s  as eva lua to rs .  Given these o p e r a t i n g  
cond i t i ons ,  the  e v a l u a t i o n  procedures o u t l i n e d  i n  t h e  f o l  l ow ing  pages are t o  guide 
the var ious  a c t i v i t i e s  and elements undertaken i n  an e v a l u a t i o n  s tudy so as t o  
r e f l e c t  t he  ope ra t i ng  p r i n c i p l e s  o f  t h e  approach adopted by t he  D i v i s i o n ,  and a1 so 
i n  cons ide ra t i on  o f  t he  d i v e r s i t y  o f  e v a l u a t i o n  s t ud ies  and a c t i v i t i e s  undertaken 
o r  monitored by OPE as IDRC's r e s p o n s i b i l i t y  cen t re  f o r  e v a l u a t i o n  a c t i v i t i e s .  
The c r i t e r i a  OPE has es tab l i shed  f o r  conduct ing e v a l u a t i o n  s t u d i e s  o f  t h e  Cent re ' s  
programs and p r o j e c t s  a re  l i s t e d  i n  Annex 1. 

2.0 EVALUATION ASSESSMENT AMD TERMS OF REFERENCE 

This stage i s  a  key element i n  t h e  process o f  conduct ing an eva lua t ion .  I t  
i s  in t roduced  t o  p rov ide  t he  oppo r t un i t y  f o r  d ia logue  between t h e  users and OPE 
s t a f f  i n  o rder  t o  c l a r i f y  and d e l i b e r a t e  u s e r s '  needs. S p e c i f i c a l l y ,  t h e  
d i s c l ~ s s i o n  should i d e n t i f y :  t he  users  o f  t he  eva lua t i on ,  t he  scope and na tu re  o f  
the  eva lua t ion ,  t h e  o b j e c t i v e s  o f  t he  eva lua t ion ,  t he  resources a v a i l a b l e  o r  t o  be 
committed, t h e  poss ib l e  use o f  consu l tan ts ,  and whether an e v a l u a t i o n  i s  needed. 
It should be viewed as t he  f ron t -end  p l ann ing  p a r t  o f  t he  e v a l u a t i o n  c y c l e  which 
a f f o r d s  ClPE and t he  users the  occasion t o  determine and c o n c r e t i z e  t he  needs o f  
t he  users  and t he  ope ra t i ona l  r e s p o n s i b i l i t i e s  o f  bo th  p a r t i e s  t o  t he  eva lua t ion .  



Process: Product : 

( i )  D iscuss ion and l i a i s o n  w i t h  
users (Centre s t a f f ,  r e c i p i e n t )  
about t h e i r  needs: 

Purpose of Eval u a t i  on 
Use o f  Eva lua t i on  
Spec i f i c  Ob jec t i ves  o f  

Evaluat ion;  
Met hodol ogy o f  Eval  u a t i o n  
Use of Consul t a n t / s  f o r  Study 

Discuss ion w i t h  c o l l a b o r a t i n g  
p a r t n e r l s  o f  eva lua t i on  ( i f  
appl  i cab1 e)  : 

- the  bas is  o f  t h e  
co l  l a b o r a t i o n  so t h a t  
re1 a t i  ve b e n e f i t s  can be 
maxi m i  zed. 

- t h e  ob jec t i ves  o f  t h e  
eva lua t i on  and t he  respec t i ve  
i n t e r e s t s  o f  c o l l a b o r a t i n g  
pa r tne rs  so t h a t  a  dec i s i on  
can be made w i t h  regards t o  
which o f  t h e  o b j e c t i v e s  t o  be 
pursued i n  order  t o  maximize 
t h e  i n t e r e s t s  o f  bo th  
p a r t i e s .  

( i i ) WRITE EVALUATION ASSESSMENT 

(iii) C i r c u l a t i o n  o f  Eva lua t ion  
Assessment : Document t o  
be c i r c u l a t e d  t o  t he  p r imary  
user o f  t h e  eva lua t i on  i .e. t h e  
u s e r l s  who haslhave requested 
t h e  eva lua t ion .  I n  t h i s  case, 
i t  could be Program s t a f f ,  
Centre Management, Board o f  
Governors, o r  Research 
I n s t i t u t i o n s .  

(i ) Eva lua t i on  Assessment 

The document should c o n t a i n  : 

PurposeIUse o f  Eval u a t i o n  
Eval u a t i o n  Issues o f  t h e  Study 
Method01 ogy (P re l  im ina ry )  
Eval u a t  i on Opt ions  

(ii) Terms o f  Reference 

The document should con ta in  : 

Purpose o f  Eval u a t i o n  
Ob jec t i ves  o f  the  Eval u a t i o n  
Pro jects /Program I d e n t i f i e d  f o r  

Eval u a t i o n  
Ob jec t i ves  o f  Pro jects IProgram 
S p e c i f i c  Eva lua t i on  Issues 
I n f o r m a t i  on Sources 
MethodologylData ga ther ing  

procedures - consu l t an t  t o  
propose a1 t e r n a t i  ve/ 
addi  t i  onal met hodol og i  es. 

Eva lua t i on  Work Schedule 
(Mi 1  estones) 

P re l  im ina ry  de te rmina t ion  o f  
Costs, i n c l u d i n g  number o f  
days o f  consul tancy. 

D a t e l i n e  f o r  F i n a l  Report. 

( i v )  Discuss ion w i t h  user  about 
poss ib l e  candidates f o r  
consul tancy and dec i s i on  whether 
t o  evaluate.  



(v)  Session t o  design terms o f  
re ference if par tne r  i s  a  
c o l l a b o r a t i n g  i n s t i t u t i o n  ( i f  
appl i cab1 e )  . 

( v i  ) Wr i t e  Terms o f  Reference. 

( v i i )  C i r c u l a t i o n  o f  Terms o f  
Reference: The procedure f o r  
t h e  d i s t r i b u t i o n  o f  t h i s  
document i s  t he  same as ( i i i )  
above. 

3.0 CONSULTANT SELECTION 

I n  1  i n e  w i t h  OPE'S ope ra t i ng  p r i n c i p l e  of t a i l o r i n g  eva lua t i on  s tud ies  t o  
meet user  needs, the  process o f  s e l e c t i n g  consu l tan ts  f o r  an eva lua t i on  study i s  
designed s p e c i f i c a l l y  t o  r e f l e c t  t h i s  p r i n c i p l e .  No s i n g l e  c r i t e r i a  i s  used f o r  
t h e  choice o f  consu l tan ts  o the r  than t h e  se t  of c r i t e r i a  l i s t e d  i n  paragraph 
( i i i ) .  

Process : Product: 

Consul t a t i o n  w i t h  Centre user /s  ( i )  I n f o r m  Centre user/s and 
and r e c i p i e n t / s  f o r  names o f  r e c i p i e n t  t h e  f i n a l  choice by 
poss ib l e  consu l tan ts .  I n  l e t t e r  o r  memorandum. 
p r i n c i p l e ,  t h e  r e c i p i e n t ' s  
nomi na t i ons  wi 11 be considered 
w i t h  those o f  t he  Centre user/s 
and OPE. P repa r t i on  o f  doss ie rs  
of poss ib l e  consul tants .  

( i i )  I n  terms o f  n a t i o n a l i t y  o f  
consu l tan ts ,  preferences w i l l  be 
i n  t he  f o l l o w i n g  o rder :  
(a )  n a t i o n a l s  o f  T h i r d  World 

coun t r ies .  

I b)  n a t i o n a l  s  o f  Canada. 
c )  n a t i o n a l s  o f  o ther  developed 

coun t r ies .  



( i i i )  I n  terms o f  c r i t e r i a  f o r  
choice/s  o f  consu l tan t /s  i f  
eva lua t i on  document i s  necessary 
f o r  po l  i c y  making. 

a )  S ta tu re  i n  the  f i e l d .  
b )  Experience. 
c )  Abi 1  i t y  t o  hand1 e  met hod01 ogy 

requ i red  f o r  eva lua t i on .  
d )  C o n f l i c t  o f  i n t e r e s t  areas. 
e) References. 
f )  Acceptabi 1  i t y  t o  Centre 

UserIReci  p i e n t  . 
( i v )  I f  poss ib le ,  s o l i c i t  proposals 

f o r  eva lua t i on  study f rom 
consu l t an t / s  t o  enable 
assessment o f  eva l  ua t  i on 
exper iences lab i  1  i t i  es o f  the  
consu l tan t /s ,  cos ts  o f  
consul tancy, and a1 t e r n a t i v e  
method01 og i  es. 

( v )  Review the  f i n a l  l i s t  o f  
consu l tan ts  w i t h  Centre user /s  
and i f  poss ib le ,  w i t h  r e c i p i e n t .  

4.0 EXECUTION OF THE EVALUATION 

Because t he  eva lua t i on  process i s  considered j u s t  as impor tan t  as t he  product 
o f  the  eva lua t ion ,  t h i s  stage o f  the  eva lua t i on  study i s  designed s p e c i f i c a l l y  t o  
r e f l e c t  t h i s .  B r i e f i n g  t he  consu l tan ts  and f i l e  reviews a re  necessary stages i n  
produc ing a  s a t i s f a c t o r y  eva lua t i on  repo r t .  I n  o rder  t o  ensure t h a t  t he  product  
o f  t he  r e p o r t  i s  use fu l  f o r  users '  needs, users a re  in formed o f  t h e  progress o f  
the  eva lua t i on  and a re  encouraged t o  p rov ide  feedback t o  OPE and t he  consu l t an t / s  
on t he  progress repor ts .  Th is  w i l l  ensure t h a t  t he  e v a l u a t i o n  cont inues t o  be i n  
l i n e  w i t h  t he  terms o f  re fe rence  developed du r i ng  t he  eva lua t i on  assessment phase. 



4.1 COORDINATION OF CONSULTANT 

Process : 

( i )  Consul tant /s  b r i e f i n g  can be i n  
Ottawa/f  i e l  d/Regional O f f i c e .  
B r i e f i n g  t o  be made by OPE S t a f f  
o r  Regional  D i  rec tors /Program 
S t a f f .  

( i i )  Consu l tan t / s  t o  rev iew 
p ro jec t /p rogram f i  1  es. P r o j e c t /  
Program f i l e  access i  b i  1  i t y  t o  be 
guided by t he  s e n s i t i v i t y  o f  
i n f o r m a t i o n  i n  t h e  f i l e s ,  
e s p e c i a l l y  i f  r e c i p i e n t  i s  
conduc t ing  t he  eva lua t ion .  

( i i i )  I f  PCR's a re  t o  be released, 
approva ls  f rom app rop r i a t e  
Progra~i i  D i r e c t o r s  t o  be sought. 

( i v )  I n f o rm  consu l t an t / s  who w i l l  see 
f i n a l  r e p o r t  and t h e  c o n d i t i o n s  
o f  Canada's Access t o  
I n f o r m a t i o n  Act. Encourage 
consu l t an t  t o  w r i t e  any p o s s i b l e  
s e n s i t i v e  assessments i n  a  
c o n f i d e n t i  a1 memorandum t o  t h e  
D i r e c t o r  o f  P lanning and Eva lua t ion .  

4  -1 -1 ADMINISTRATION OF CONSULTANCY (DAP Cent r e  Administered) 

(SEE ANNEX 2  FOR DETAILS) 

4.1.2 ADMINISTRATION OF CONSULTANCY (DAP Regional O f f i c e  Administered) 

(SEE ANNEX 2  FOR DETAILS) 



4.2 REPORTING DURING CONSULTANCY 

Process : 

To ensure t h a t  r espons ib l e  
d i v i s i o n a l  s t a f f  a t  Ottawa and 
t h e  Regional O f f i c e s  a re  
informed o f  t h e  ongoi ng 
a c t i v i t i e s  o f  t he  eva lua t ion ,  
r e l evan t  l e t t e r s ,  corr~ments and 
memoranda of t he  eval  u a t i  on 
should be copied i f  poss ib l e  t o  
t he  r e s p e c t i v e  Centre s t a f f .  

Product: 

I n t e r i m  Report  f o r  1  ong consul tanc ies .  

( i i )  Progress t r i p  r e p o r t s  i n  
verba t im o r  w r i t t e n  form t o  be 
p rov ided  by consu l t an t / s  on an 
ongoing basis.  

( i i i )  I n t e r i m  w r i t t e n  r e p o r t s  may be 
requ i red  f o r  long  consul tanc ies .  

5.0 FINAL REPORT 

The F i n a l  Report  forms one o f  t h e  l a s t  stages o f  t he  eva lua t i on  cyc le .  To 
f u r t h e r  underscore t he  importance o f  t he  eva lua t i on  process, the  d i v i s i o n  views 
t he  execu t i ve  b r i e f i n g  o f  t he  r e p o r t  and OPE'S rev iew o f  t he  r e p o r t  ( i f  i t  i s  done 
by consul t a n t / s )  t o  be impor tan t  processes o f  ensur ing awareness o f  t he  e v a l u a t i o n  
and t he  u t i l i z a t i o n  of t he  recommendations o f  t he  r e p o r t  by t he  users. 

Process : Product : 

( i )  D i s t r i b u t i o n  o f  D r a f t  F i n a l  
Report :  

- D i s t r i b u t e  d r a f t  f i n a l  r e p o r t  
t o  t h e  Centre user /s  who have 
requested t he  eva lua t ion .  

- I f  poss ib le ,  d i s t r i b u t e  d r a f t  
f.i nal r e p o r t  t o  r e c i p i e n t .  
However, i t  i s  impor tan t  t o  
avo id having a  f i n a l  r e p o r t  
which incorpora tes  on l y  
p o i n t s  o f  agreement. 

( i )  F i n a l  Report :  
The document should be i n  two 
par ts .  P a r t  1 o f  t he  r e p o r t  t o  
i n c l u d e  t he  consul t a n t / s  
assessment and any comments made 
by r e c i p i e n t .  Par t  1 can a l s o  
i n c l u d e  workshop proceedings i f  
e v a l u a t i o n  was conducted j o i n t l y  
by I D R C  and a  r e c i p i e n t  
i n s t i t u t i o n .  P a r t  2 o f  the 
r e p o r t  t o  i n c l u d e  OPE and Centre 
user /s  comments. 



Theref ore, encourage 
r e c i p i e n t  t o  comment and 
i n c l u d e  these comments i n  
p a r t  I o f  f i n a l  r epo r t .  

(ii) Prepare OPE review of Dra f t  
Final Report with 
recomnendations t o  users who 
have requested the evaluation. 

(i ii ) I f  possible, Executive Br ief ing 
o f  Dra f t  Final report to  Centre 
user/s before report i s  formally 
submitted t o  the Centre. 

( i v )  I f  eva lua t i on  i s  j o i n t l y  
superv ised i .e., w i t h  a  
r e c i p i e n t  o r  another  
i n s t i t u t i o n ,  a  workshop t o  be 
organized f o r  f i n a l  r e p o r t  
d iscuss ion.  

( v )  Rec ip i en t  t o  rece ive  F i n a l  
Repor t  P a r t  1. 

( v i )  D i s t r i b u t i o n  o f  F i n a l  Report :  

- t o  be decided by t h e  
Pres iden t .  

( v i i )  The F i n a l  Report  t o  be 
w r i t t e n  o r  t r a n s l a t e d  i n t o  
one o f  t he  t h r e e  work ing 
1  anguages o f  t h e  Centre. 

( v i i i )  The F i n a l  Report  should be 
c l a s s i f i e d  i n  t he  f o l l o w i n g  
ca tego r i es :  

i )  u n c l a s s i f i e d ;  
i i )  IDRC C o n f i d e n t i a l .  
(SEE ANNEX 3 FOR DETAILS) 

( i x )  The number o f  copies o f  t h e  
F i n a l  Report  t o  be p r i n t e d  
should be between 10 - 20. The 
cos t  o f  p r i n t i n g  t o  be inc luded  
as a  l i n e  i t e m  i n  t h e  DAP. 

The document should  i nc l ude  an 
execu t i ve  summary. 

I f  t he  e v a l u a t i o n  i s  a  program 
review, a  companion document on 
the  rev iew o f  program area, 
needs and r a t i o n a l e  o f  t he  
p ro jec ts /p rogram eva lua ted  
s  houl d  be prepared. 



6 .O FOLLOW-UP 

This  f i n a l  stage o f  the  e v a l u a t i o n  cyc le  i s  designed b a s i c a l l y  t o  i n fo rm  
Centre Management o f  t he  f i n d i n g s  o f  eva lua t i on  s tud ies,  t o  p rov ide  an avenue f o r  
eva lua t ions  t o  be i nc l uded  i n  the  p l ann ing  a c t i v i t i e s  o f  t he  Centre and f o r  t he  
Centre t o  have a  corpora te  memory o f  t he  outcomes and impact o f  i t s  program/ 
p r o j e c t  a c t i v i t i e s .  

Process : Product : 

(i) P l a n n i n g O f f i c e r t o p r e p a r e a n  ( i  ) Eva lua t i on  Complet ion Report. 
Eva1 u a t i o n  Completion Report. (ANNEX 4 )  

( i i )  P lanning O f f i c e r  t o  f o l l o w  up on 
the  recommendations o f  
eva lua t i on  v i s -2 - v i s  t h e  po l  i c y  
dec is ions  o f  t h e  Centre user /s  
and r e c i p i e n t  s i x  months a f t e r  
the  eva lua t i on  has terminated.  

( i i i  ) Report  t o  be analysed and 
entered i n t o  P lanning and 
Eva lua t ion  I n fo rma t i on  System o f  
Corporate Memory. 

( i v )  I n t e r n a l  IDRC workshop t o  rev iew 
repo r t  i f  appl  i cab1 e. 

( v )  Prov ide a  p e r i o d i c  review t o  t he  
Pres ident  and P res iden t ' s  
Committee about the  
recommendations o f  e v a l u a t i o n  
s tud ies  and t h e  implementat ion 
o f  these recommendati ons. 



NOTES: TYPES OF EVALUATION STUDIES FUNDED BY OPE 

a)  Eva lua t i on  : R e s p o n s i b i l i t y  Cent re  - OPE 

b )  Eva lua t i on  : R e s p o n s i b i l i t y  Centre - OPE + Centre  
D i v i s i on /Reg iona l  O f f i c e  

c)  E v a l u a t i o n  : R e s p o n s i b i l i t y  Cen t re  - OPE + I n s t i t u t i o n  

d) Eva lua t i on  : R e s p o n s i b i l i t y  Cen t re  - Rec ip i en t  (OPE 
Fund i ng ) 

e )  Eva lua t i on  : R e s p o n s i b i l i t y  Centre - D i v i s i o n  (OPE 
Funding). 



ANNEX 1 

EVALUATION C R I T E R I A  

- Cycl i c a l  and Cornprehensive Eva1 ua t i ons  undertaken i n  t he  form of  indep th  
d i v i s i o n a l  reviews and p r o j e c t  complet ion r e p o r t s  (PCRs). 

- Spec i f i c  e v a l u a t i o n  s tud ies  undertaken a t  p r o j e c t  and program l e v e l s .  
C r i t e r i a  f o r  these eva lua t ions  are:  

Two main c r i t e r i a  t o  s e l e c t  and focus s tud ies  : 

1) Users o r  c l  i en t s .  

2)  Purposes o r  uses t o  which r e s u l t s  w i l l  be put. 

1 ) The p o t e n t i a l  u s e r s / c l i e n t s  o f  eva lua t i ons  a re  : 

T h i r d  Worl d  Researchers Board o f  Governors 
T h i r d  World Pol i cymakers l  P res iden t  

Adm in i s t r a to r s  Pres iden t  I s  Committee 
Management Committee 
Regional  D i r e c t o r s  
D i v i s i o n a l  D i  r e c t o r s  
Program O f f i c e r s  
OPE 

Wi th 1  i m i t e d  resources t o  devote t o  eva lua t i on  work and a  very l a r g e  number 
o f  p o s s i b i l i t i e s ,  i t  i s  impor tan t  t o  op t im ize  re tu rns  t o  t h i s  a c t i v i t y  by 
choosing c a r e f u l l y .  Therefore, requests  f rom the  above users w i l l  be g i ven  
a t t e n t i o n .  Preference given t o  D i v i s i o n  which has t o  c a r r y  out  
r e t r o s p e c t i v e  ana l ys i s  f o r  P res iden t ' s  Committee and Board - 1  i k e l  i hood 
o f  r e s u l t s  being used by w ides t  audience i n  Centre. 

2 )  Purposes : 

Eva lua t i on  s tud ies  t h a t  can make a  c o n t r i b u t i o n  t o  the  f o l l o w i n g  
purposes w i l l  be g iven p r i o r i t y  : 

i ) focus on opera t iona l  p o l i c i e s  and p r a c t i c e s  - improve the  way IDRC 
i d e n t i f i e s ,  develops, mon i to rs  and a u d i t s  p r o j e c t s .  

i i )  p rov ide  p o l i c y  f o r m u l a t i o n  - t o  he lp  e s t a b l i s h  o r  a l t e r  t h e  
Cent re 's  p o l i c i e s  on program p r i o r i t i e s ,  donor re1 a t i o n s  hips,  
s t r a t e g i e s  f o r  development research. 

i i i )  i nc rease  t he  e f f e c t i v e n e s s  o f  c u r r e n t  a c t i v i t i e s  - ana l ys i s  o f  
exper ience t o  date t o  improve and suppor t  dec is ions  f o r  cont inued 
fund ing  o f  a  project /program. 

i v )  promote eva lua t i on  research  - t o  demonstrate the  value o f  
e v a l u a t i o n  research, t o  increase t he  eval uabi  1  i t y  of  
pro jects /programs and improve management, and t o  inc rease  
e v a l u a t i o n  s k i 1  1s and capabi 1  i t i e s .  
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Other i n d i c a t o r s  used t o  make f i n a l  s e l e c t i o n  f o r  e v a l u a t i o n  s tud ies  : 

- balance between types o f  p ro j ec t s ,  programmes and reg ions ; 

- past  investment; 

- cost  and ease o f  assessment, and a v a i l a b i l i t y  o f  data; 

- r e c e p t i v i t y  and l i k e l i h o o d  o f  use t o  r e c i p i e n t  (coopera t ion  by r e c i p i e n t ) ;  

- commitments and f u t u r e  i n t e n t i o n s ;  

- o f f e r  i n p u t  t o  widest  audience i n  D i v i s i o n  and Centre; and 

c o l  l a b o r a t  i o n  w i t h  o ther  donor agencies. 
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, ' ADMINI$TRATION OF CONSULTANCY 

' (DAP Centre Administered) 
\%, 

\ Process : 

i )  I n f o r m  A d m i n i s t r a t i v e  A s s i s t a n t  o f  DAP f o r  update o f  DAP funds. 

i i )  Issue consul tancy l e t t e r .  Consu l tan t  t o  be in formed t h a t  s/he 
respons ib l e  f o r  v i sa  and h e a l t h  requirements.  PTA t o  be issued 
i f  poss ib le .  

i i i )  Consul tant  t o  be in formed t h a t  s/he has two con tac t  p o i n t s  i n  t h e  
Cent re  and any requests ( f o r  ex. appointments w i t h  Centre S t a f f ,  
t r a v e l  arrangements, e tc . )  s/he migh t  have a re  t o  be channel led 
th rough  these con tac t  p o i n t s :  

a )  P lann ing  o f f i c e r  f o r  t e c h n i c a l  aspects o f  t he  eva lua t ion .  

b )  A d m i n i s t r a t i v e  a s s i s t a n t  f o r  f i n a n c i a l  and o t h e r  suppor t  
aspects o f  t h e  eva lua t ion .  

i v )  S e c r e t a r i a l  he lp  d u r i n g  c o n s u l t a n t ' s  s tay  a t  t h e  Cent re  w i l l  be 
p rov ided  by a  temporary sec re ta r y  secured f rom t h e  budget o f  t he  
consul tancy. 

v )  O r i e n t a t i o n  d i s c u s s i o n  : Consul tant  t o  have a  sess ion w i t h  
a d m i n i s t r a t i v e  a s s i s t a n t  f o r  o r i e n t a t i o n  t o  t h e  Cen t re ' s  
f i n a n c i a l  and a d m i n i s t r a t i v e  procedures f o r  f i l  i n g  consul  tancy  
c l a ims  and IDRC t r a v e l  r egu la t i ons .  A b r i e f i n g  f o l i o  c o n s i s t i n g  
o f  t h e  f o l l o w i q g  t o  be g iven t o  consu l t an t / s :  

i )  Guide f o r  Eva lua t i on  Repor t ing  (ANNEX 5) ;  

i i )  OPE Eva lua t i on  P o l i c y  and Phi losophy ( B r i e f i n g  Notes);  

(i ii ) Procedures f o r  s u b m i t t i n g  Consul tancy Claims and Expenses. 

( i v )  L e t t e r  o f  i n t r o d u c t i o n  f rom D i r e c t o r  o f  OPE o r  des igna te  
f o r  c o n s u l t a n t ' s  v i s i t s  t o  IDRC's p r o j e c t  r e c i p i e n t s  and 
i d e n t i f i c a t i o n  d u r i n g  t r a v e l  on Cent re  business. (ANNEX 6 )  

v i )  Consu l t an t ' s  fees a re  t o  be based on IDRC's a d m i n i s t r a t i v e  manual 
un less o therw ise  spec i f i ed .  Surcharges t o  be pa id  f o r  
consu l t an t s  h i r e d  f rom o t h e r  o rgan iza t ions .  



ANNEX 2 
Page 2 

(DAP - ASRO ADMINISTERED) 

Process : 

( i  I n fo rm  Regional Comptrol l e r  f o r  update o f  funds. 

( i  i ) Issue s tandard consul tancy l e t t e r  i n d i c a t i n g  i n t e r  a l i a  

a )  V i s a l h e a l t h  requirements; 
b) RDIPO as con tac ts ;  and 
c )  PTA/per d i  emsladvances . 

( i i i )  On r e c e i p t  o f  acceptance o f  c o n t r a c t  l e t t e r ,  i s sue  PTAI 
perdiems/advances. 

( 4  S e c r e t a r i a l  he lp  d u r i n g  Consu l t an t ' s  s tay  a t  Regional O f f i c e  
w i l l  be prov ided by a  temporary sec re ta r y  secured from the  
budget o f  t he  consul tancy. 

( 4  O r i e n t a t i o n  d iscuss ion:  Consul tant  t o  have a  session, w i t h  
RDIPO on a d m i n i s t r a t i  v e l f i  nanc ia l  aspects o f  consul  tancy, i f  
RDIPO f e e l  t h i s  i s  necessary o r  expedient.  

( v i  L e t t e r  o f  i n t r o d u c t i o n  f r om RDIPO f o r  c o n s u l t a n t ' s  v i s i t s  t o  
IDRC p r o j e c t  r e c i p i e n t s  and i d e n t i f i c a t i o n  du r i ng  t r a v e l  on 
Centre business. 

( v i  i )  Consu l tan t ' s  fees are t o  be based on IDRC's A d m i n i s t r a t i v e  
Manual unless otherwise spec i f i ed .  Surcharges t o  be pa id  f o r  
consu l t an t s  h i r e d  from o the r  o rgan isa t ions .  

(DAP - EAR0 ADMINISTERED) 

Process: (Same Procedures as Cent r e  Admin is tered)  
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(DAP - SARO ADMINISTERED) 

Process : 

1 Eva lua t i on  consul tancy s tudy and DAP t o  be i nc l uded  i n  RODF 
P i  pe l  i ne. 

i i )  OPEIROCU t o  be consul ted and t h e i r  views sought i f  eva lua t i on  
study i s  o f  Regional O f f i c e  i n i t i a t i v e .  

i i i )  Negot ia te  consul tancy con t rac t .  

i v) For coun t r i es  o the r  t han  I n d i a  i n  t h e  SARO reg ion  o b t a i n  
necessary Government approval f o r  eval u a t i o n  s tud ies .  

v Prepare and i ssue  consul tancy  con t rac t  l e t t e r s .  

v i )  I n fo rm  consu l t an t  o f  con tac t  p o i n t s  a t  Regional O f f i c e  which 
would norma l l y  be RD and a p p r o p r i a t e  PO f o r  p ro fess iona l  
d i scuss ion  and Regional Comp t ro l l e r  and A d m i n i s t r a t i v e  O f f i c e r  
f o r  a d m i n i s t r a t i v e  purposes. 

v i  i) Discuss ions w i t h  RD and RC r ega rd ing  Centre procedures. 

v i i i )  Issuance o f  l e t t e r s  o f  i n t r o d u c t i o n  f rom RD. 

i x)  Consul tants  fees t o  be based on p o l i c y  manual, non reg iona l  
consu l t an t s  s a l a r y  f o r  reg iona l  consu l t an t s  t o  be negot ia ted  
by RD. 
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CLASSIFICATION OF EVALUATION DOCUMENTS 

a )  u n c l a s s i f i e d ;  

b )  IDRC C o n f i d e n t i a l  - C r i t e r i a :  
"documents r e l a t i n g  t o  Centre po l  i c i e s  o r  
p r o j e c t s  i n  t he  f o rmu la t i on  o r  assessment 
stages which con ta in  i n f o r m a t i o n  t h a t  
cou ld  be embarrassing o r  damaging t o  
r epu ta t i ons  i f  w ide ly  disseminated. 
Examples are assessments o f  the  wor th  o f  
p r o j e c t  proposals,  o f  t he  competence o f  
research i n s t i t u t i o n s ,  o f  the c r e d i b i l i t y  
o r  honesty o f  research personnel o r  o t h e r  
persons, and such e v a l u a t i v e  s tud ies  as 
p r o j e c t  complet ion repor ts .  Contents o f  
these documents are not  t o  be d i sc l osed  t o  
o thers  than  I D R C  personnel unless s p e c i f i c  
a u t h o r i z a t i o n  i s  rece ived  f rom an 
o f f i c e r . "  (Pres iden t ' s  memo t o  Centre 
O f f i c e r s  15/10/81) 
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EVALUATION COMPLETION REPORT 

1) Was the  eva lua t i on  undertaken s a t i s f a c t o r i l y  i n  terms o f  
method01 ogy used, issues examined and recommendations prov ided t o  
s a t i s f y  t he  user /s  needs? 

2) What lessons were l e a r n t  from the  eva lua t i on  concern ing 

i) Centre p o l i c y  and p rac t i ces ;  and 

i i) research f o r  development. 

3 )  Were t he  recommendations o f  t h e  eva lua t i on  accepted by the  user /s? 
I f  some o f  t he  recommendations were no t  accepted, what were t h e  
reasons? Were t he  recommendations o f  t he  e v a l u a t i o n  implemented as 
programld i  v i s i  onal /Centre opera t iona l  p o l  i c y ?  

4)  D id t he  eva lua t i on  b u i l d  up eva lua t i on  capac i ty  and generate an 
i n t e r e s t  i n  under tak ing  eva lua t i on?  
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GUIDE FOR EVALUATION REPORTING 

It i s  c r i t i c a l l y  impor tan t  t h a t  eva lua t i on  repo r t s  be w r i t t e n  i n  
such a  way t h a t  "users" can e a s i l y  l o c a t e  and understand recommended 
courses o f  ac t ion .  I n  a d d i t i o n  the  Centre wishes t o  conso l i da te  and 
l e a r n  from i t s  eva lua t i on  work. E f f o r t s  t o  accumulate exper iences can 
be made much eas ie r  i f  some common r e p o r t i n g  format  i s  adopted. 

The purpose o f  t h i s  guide i s  merely t o  g ive  eva lua to rs  an example 
o f  a  poss ib l e  format  which might  be used when w r i t i n g  t h e i r  repor ts .  

TITLE PAGE: 

T i t l e  o f  r e p o r t  
Au thor (s )  
Date 
Requesting o rgan iza t ion /Cent re  d i v i s i o n .  

TABLE TO CONTENTS 

ACKNOWLEDGEMENTS (optional ) 

1. EXECUTIVE SUmARY 

An Execu t i ve  Summary i s  essen t i a l .  It should c o n s i s t  o f  a  s h o r t  
i n t r o d u c t i o n  t o  the  study, l e a d i n g  i n t o  a  syn thes is  o f  major 
conc lus ions and recommendations. It should r e f l e c t  t he  p r i o r i t i e s  
o f  the ana l ys i s  and o f  the f i nd ings .  'The Execu t i ve  Summary should 
be ab le  t o  stand on i t s  own, g i v i n g  t he  reader a  conc ise 
understanding o f  t he  s t reng ths  and weaknesses o f  t h e  p r o j e c t  o r  
programme under review. 

2. INTRODUCTION 

The I n t r o d u c t i o n  should s e t  t he  stage f o r  t he  remainder o f  t h e  
repo r t .  As such, the  f o l l o w i n g  t o p i c s  should be considered: 

" What problem(s) o r  i s sues (s )  t h e  eva lua t i on  i s  t a c k l i n g ,  
l ead ing  up t o  why the  eva lua t i on  i s  be ing done. 

" A l i s t  o f  eva lua t i on  o b j e c t i v e s  as w e l l  as a  d e s c r i p t i o n  o f  
how the  o b j e c t i v e s  were dev ised i s  essen t i a l .  

" An o u t l i n e  o f  l o g i s t i c s  may be h e l p f u l  and cou ld  i nc l ude  who 
was chosen t o  do the  eva lua t i on  and, f o r  teams, t he  respec t i ve  
responsi  b i  1  i t i e s  o f  each member, by whom eva lua to r  ( s )  were 
selected, t he  t ime frame f o r  the  study, e tc .  
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" A d e s c r i p t i o n  o f  t he  methodology i s  necessary t o  show how the  
problems, issues and o b j e c t i v e s  were s tud ied.  Ob jec t i ves  a re  
o f t e n  w r i t t e n  i n  general terms and i t  i s  necessary f o r  t he  
eval  u a t o r  ( s )  t o  d i  saggregate them i n t o  more meaningful and 
manageable issues. Hence, i t  i s  use fu l  t o  show how the  
eva lua to r  ( s )  i n t e r p r e t e d  t h e  o b j e c t i v e s  and t ransformed them 
i n t o  " issues"  o r  d i s c r e t e  t op i cs .  Where formal research t o o l s  
(eg: I n t e r v i e w  guides, ques t ionna i  r es )  a re  devised, copies 
should be inc luded  i n  t he  appendix. A b r i e f  c r i t i q u e  o f  t h e  
met hod01 ogy should be g i  ven. 

" A n y d i r e c t i o n s  t o g u i d e t h e  r e a d e r t h r o u g h t h e  r e m a i n d e r o f  
t h e  r e p o r t  should conclude t he  I n t r o d u c t i o n .  

3. DESCRIPTION OF M E  PROJECT 

A very b r i e f  d e s c r i p t i o n  o f  t he  project/programme should i n c l u d e  
t he  f o l l ow ing :  

" The r a t i o n a l e  f o r  t he  project/programme, or,  why i t  was 
developed and funded. What ex-ante work was completed p r i o r  
t o  documenting t h e  projectjprogramme. 

" The o b j e c t i v e s  o f  the  project/programme. 

" What i npu t s  were t o  be p rov ided  bo th  by t he  Centre and t he  
r e c i p i e n t  i n s t i t u t i o n .  

" What mon i t o r i ng  work has been done a long  w i t h  a summary o f  t h e  
changes which resu l ted .  

4.,,n MAJOR ISSUES TO BE ADDRESSED BY M E  EVALUATION 

As noted i n  Sec t ion  3 above, l i k e l y ,  each e v a l u a t i o n  o b j e c t i v e  can 
be disaggregated i n t o  more meaningful  t op i cs .  Each o b j e c t i v e  a1 ong 
w i t h  t h e i r  cor responding issues cou ld  form a d i s c r e t e  chapter  o f  
t h e  repor t .  A p rec i se  summary should conclude each chapter  i n  
which t he  eval  u a t i  on o b j e c t i v e  i n  ques t ion  i s  f u l  l y  addressed. 

n+l  CONCLUSIONS AND RECOMMENDATIONS 

Using t he  summaries a t  t he  end o f  each "ISSUES" chapter ,  ma jo r  
conc lus ions and recommendations can be q u i t e  e a s i l y  formulated. 
Both t he  s t r eng ths  and weaknesses o f  t he  project jprogramme should 
be included. J u s t i f i c a t i o n  should be g iven  p r i o r  t o  l i s t i n g  each 
recommendation, even though i t may d u p l i c a t e  t h a t  which has been 
w r i t t e n  e l  sewhere i n  t he  repor t .  I f  possi  b l  e, recommendations 
should be grouped by p o l i c y  and ope ra t i ona l  issues, by t h e  
eva lua t i on  ob jec t i ves ,  o r  by shor t ,  medium and l ong  te rm 
recommendations, e tc .  



ANNEX 5 
Ezjcr 

APPENDICES 

A. Eva lua to r ( s )  Terms o f  Reference 

B. I t i n e r a r y  i f  a p p l i c a b l e  

C. D e t a i l e d  research design i n c l u d i n g  examples o f  research t o o l s  and 
workplan i f  appropr ia te .  

D. Contact 1 i s t / b i  b l  iography. 

E. Synthesis o f  o r  ac tua l  p r o j e c t  summary. 

F. Cost ing o f  the  eva lua t i on  i f  ava i l ab le .  

G. Synthesis o f  i n t e r v i ewHques t i onna i  r e  r e s u l t s ,  etc.  
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To Whom It May Concern. 

I am pleased t o  in t roduce (name of consul t a n t j s )  , ( p o s i t i o n ) ,  
( i n s t i t u t i o n ) ,  who hasjhave been contracted by the I n t e r n a t i o n a l  
Development Research Centre t o  evaluate ( T i t l e  o f  Project/Name o f  
Program) which has been p a r t i a l  l y  supported by the  Centre f o r  the  past 
(no. o f  years).  On behal f  o f  t he  Centre, I would appreciate i f  yo11 
could prov ide any assistance t o  (name o f  consu l tan t j s )  i n  t he  conduct o f  
h i s j h e r j t h e i r  eva lua t ion  a c t i v i t i e s .  

With best wishes. 

Yours s incere ly ,  

W. D. Daniels,  
D i  r ec to r ,  

O f f i c e  o f  Planning & Evaluat ion. 


