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Chapter one: Fundamentals of project design
Introduction
Project Design Overview
Project design is the process by which solutions to clearly identified problems are identified and
structured in a way that makes them implementable. Comprehensive project design starts with a
needs assessment and follows with diagnostics concerning the causes and consequences of the
identified problems. These steps lead to the definition and selection of appropriate project
interventions. After these steps have been completed, the overall design will be summarized in a
design plan (logical framework or log frame) and monitoring and evaluation (M&E) plan or in a
results framework with a performance monitoring plan.
Structured project design is a comprehensive process that is both artistic and scientific. It requires
involvement of stakeholders and consideration of their needs, interests, resources, and capacities.
Relevant issues and aspects of the operational environment (the project context) must be reviewed.
Project design includes both the initial assessment and additional considerations about
implementation, as well as monitoring and evaluation. Log frames and results frameworks are
essential tools for linking design, implementation, and monitoring and evaluation.
Good project design should ensure or facilitate:
•

A broad basis of support among beneficiaries and stakeholders

•

Accountability to project donors

•

A sound basis for project monitoring (via baseline data + the establishment of monitoring
protocols)

•

A framework for periodic project evaluation

•

Constant review of progress and adaptation of the project to unforeseen issues learning,
and mechanisms for feeding lessons back into the Network

•

An effective communications strategy to magnify the project’s impacts by reaching
decision-makers and contributing to WWF campaigns

A project design focuses on the assessment and analysis required to determine the most efficient
and effective means to achieve a desired change in a specific target group. However, the designer
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must be able to communicate that design in a clear, concise manner to managers/donors who need
to approve and fund it. Therefore, a proposal must document and summarize the overall project
rationale and design
The Importance of Project Design
Projects that succeed (according to donors, ARC, and community participants) do so because of
appropriate interventions that are responsive to the communities’ needs and are designed in a
systematic, comprehensive manner. Such projects exhibit common features including:
Accurate identification of the problem and its causes
Recognition of the communities’ real and perceived needs
Involvement of the communities in the project design and implementation
Timely monitoring and evaluation to show progress toward objectives and to allow problems to
be detected and corrected before they become irreversible

The Project Design Cycle
The design process itself can be broken down into two main components:
1. Understanding the problem(s) and,
2. Designing the solution(s)
Page 3 of 34

Underlying these two components is a cycle that consists of:
Needs assessment and stakeholder analysis
Problem analysis
Project design and planning framework [logframe or results framework]
Implementation of a baseline to measure key indicators
Development of a detailed implementation plan
Project implementation and monitoring
Follow up measurement of key indicators including a mid-term review of performance or
impact (final survey)
Final evaluation and lessons learned
Project close-out, renewal, extension or handover to community
Development of new projects using lessons learned.
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Needs Assessment and Stakeholder Analysis
Assessment helps to identify the problem, its causes and consequences as it explores the breadth
of a problem. In contrast to this, design explores the depth of the causal relationships explaining
the problem, to identify a wider set of interventions.
Assessment helps to identify the problem, its causes and consequences as it explores the breadth
of a problem. In contrast to this, design explores the depth of the causal relationships explaining
the problem, to identify a wider set of interventions.
The needs of communities can be classified in at least three different ways, all important in
project design:
Felt Needs: Perception of needs within a community
Normative Needs: External and international standards for desirable or acceptable conditions.
Needs as determined by experts or professionals or policies defining what conditions are
desirable or acceptable
Relative Needs: The level of need in the proposed project area compared to other communities,
for example, as measured against national standards. Typically, relative needs are assessed when
a project is being identified at concept stage. By the time you are designing a project, you should
have good information on how the target area compares with the rest of the country or region in
terms of needs
For example, felt needs can often be best assessed through Participatory/Rapid Rural Assessment
(P/RRA). In contrast to this, normative needs are often determined through the collection of
quantitative data and reference to various standards (water quality, infant mortality rates, etc),
including those maintained by the government and other agencies. These methods for assessing
different types of needs are complementary, and should be used together: neither method of
collecting information is sufficient in isolation.
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Stakeholder Analysis
Any person, group, or organization that can place a claim on an organization’s attention, resources,
or outputs is considered a stakeholder. The entire range of stakeholders for any given project can
be fairly broad and oftentimes it is difficult to completely identify the group.
Initial design phase
The design phase begins with an initial three-step process:
Project Idea
Project Concept
Appraisal
Project Idea
This stage is the preliminary, informal conceptualization and vetting of a project idea among
colleagues within, and perhaps also outside
Project Concept
Once a project idea has been agreed upon, a project concept paper should be developed in order to
flesh out the idea, and enable those responsible for appraising the concept to determine whether
the proposed undertaking is viable. A project concept paper is essentially a brief conceptualization
of a project intervention prepared prior to a feasibility study and ultimately a full, participatory
project design undertaking. Developing a project concept involves the initial formulation of project
goals, targets, outputs, and activities in summary form. The project budget should be an informed
estimate, which at this stage should aim for 80 per cent accuracy
Project Appraisal
The appraisal is an internal examination of the merits and feasibility of the project. On the basis
of this examination a decision is taken on whether or not to seek funding for the project, and to
proceed with an in-depth project formulation.
Project formulation
If the concept is approved, a detailed project proposal involving all relevant stakeholders and
potential beneficiaries is developed. Depending on the scale and timeframe of the intended project,
this process can take months, and may require the assistance of outside experts. However, local
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capacity and expertise, both individually and institutionally, are crucial to good project design.
Fundraising and initial contacts with donors are also likely to begin at this stage.
It must be emphasized that project design should be an interactive process encompassing all
potential stakeholders (government, local communities, NGOs, the private sector, etc.). This is
essential to ensure project viability and sustainability. The project formulation process can be time
consuming and costly
Factors ensuring sustainability
One of the most important, yet sometimes forgotten, tasks of the design phase is to examine the
factors that can ensure project sustainability, and develop these throughout the life of the project.
If a subsequent phase of the project is not envisaged, an exit strategy is often needed, and the larger
the project, the more important this will be. Thought should be given at the outset both to ensuring
sustainability and to the project’s exit strategy. A project can be said to be sustainable when it
continues to deliver benefits for an extended period, after the main part of external support has
been completed.
There are a variety of factors that are crucial to ensuring that project achievements will be sustained
after the end of the project period:ü Has a thorough situation analysis been carried out?
ü Do we understand people’s priorities and traditional knowledge, ecological,
socioeconomic forces, socio-cultural and gender issues, the policy environment, what is
needed to ensure participation, the capacities of institutions and key individuals, the
financial resources that will be needed during and after the project, and the project’s exit
strategy?
Logical Framework Analysis
The process of Logical Framework Analysis (LFA) allows a project to:
systematically and logically set out the project or programme objectives and the means-end
relationships between them
establish what assumptions outside the scope of the project may influence its success, and
set indicators to check whether the objectives have been achieved.
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The logical framework plays a role in each phase of the project cycle, from planning to
implementation to evaluation. It is a master tool for creating other tools, such as the breakdown of
responsibilities, the implementation timetable, the detailed budget, and the monitoring plan. It
becomes an instrument for managing each stage of the project, and is updated regularly. As a tool,
however, it must not be considered as an end in itself, and it is only as good as the analytical
abilities of the people creating and using it.
Elements of the Logical Framework
Strategic objectives: wider than those of the project (also called Overall Objectives).
Project goal: the main objective to be reached by implementing the project, usually on a 3-5 years
time scale (called the Project Purpose in most PCM literature).
Targets (also called Results), which are SMART: specific, measurable, ambitious yet achievable,
relevant, and time-bound.
Outputs: deliverable products, which together will achieve the relevant target.
Activities: specific actions required to deliver the outputs and targets.
Indicators that are objectively verifiable, and provide the measuring stick to determine whether the
goal, targets, and outputs have been achieved. “SMART” targets have the indicators incorporated.
Sources of Verification: the data sources that will be used to measure changes in the indicators;
these must be defined simultaneously with the indicators.
Assumptions: external factors or risks outside the direct control of the project, but important for
the achievement of its objectives.
Means and Costs that will be needed to carry out the activities and deliver the results.
Pre-conditions that may be required before the project can begin (e.g., policy reform, resolution of
civil strife, etc.).
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Project Design Hierarchy and Planning Frameworks
The project design hierarchy is a logical structure, showing the relationship between resources,
activities, and desired results.
If objectives are achieved -----goals can be achieved
If outputs are produced ------objectives can be achieved
If activities take place ------- outputs can be produced
If inputs are available ------ activities can take place

Meaning of key terms
A programme is a set of coordinated projects implemented to meet specific objectives within
defined time, cost and performance parameters. Programmes aimed at achieving a common goal
are grouped under a common entity (country plan, operation, alliance, etc.).
A project is a set of coordinated activities implemented to meet specific objectives within defined
time, cost and performance parameters. Projects aimed at achieving a common goal form a
programme.
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A project is a temporary process, which has a clearly defined start and end time, a set of tasks, and
a budget, that is developed to accomplish a well-defined goal or objective”.
A project is a temporary effort of sequential activities designed to accomplish a unique purpose.
A project is a group of inter-related activities, constrained by time, cost, and scope, designed to
deliver a unique purpose.
A project is a temporary endeavor undertaken to create a unique product or service. Temporary
means that the project has an end date. Unique means that the project’s result is different from
the results of other functions of the organization.
A project is an undertaking that encompasses a set of tasks or activities having a definable starting
point and well-defined objectives. Usually each task has a planned completion data (due date) and
assigned resources”.
A project is a clear set of activities with related inputs and outputs aimed to achieve objectives and
goals linked to anticipated (desired) effects and impacts in a target population (sometimes called
“beneficiaries”)”
According to all these definitions,
Ø A project has a beginning and an end.
Ø A project has limited resources.
Ø A project follows a planned, organized method to meet its objectives with specific goals of
quality and performance.
Ø Every project is unique
Ø A project has a manager responsible for its outcomes.
Goal
The long-term results that an intervention seeks to achieve, which may be contributed to by factors
outside the intervention. A goal is a broadly stated condition to be achieved by the project. Taken
together, the sum of a project’s goals are statements of the intended overall project results. Goals
are stated in general terms and are not necessarily measurable. Goals should be brief and to the
point. Each goal should focus on only one intended project result. Note that goals can be limited
Page 10 of 34

to specific groups within the project population (e.g., youths, mothers, heads-of-households). A
project goal briefly describes what you expect the project setting to be like after your project has
completed its intervention.
o A goal is the solution to the problems you described earlier. Your problem statement was
limited to those specific problems that could be solved by the project. Your goal statement
represents the solution.
o A goal is realistic. Do not state that your project will accomplish more than it possibly can.
Project objectives
Objectives are statements about measurable project activities or outcomes. Each objective should
be logically related to at least one of the project goals so that the accomplishment of the objective
will contribute to the achievement of a goal. An objective clearly states an action or anticipated
change within a specific period of time. Some objectives will represent project activities (e.g.,
screen individuals, assess participants), while other objectives will represent participant changes
that are desired project outcomes. The first set of objectives is frequently referred to as project
outputs, while the latter are project impacts.
In summary, project goals represent the ultimate intended results of the project. Project objectives
are statements about specific activities and outcomes that must be achieved before the project goals
can be realized. Each objective should be measurable and include a realistic time frame within
which the activity or outcome is expected to occur. These time indicators serve as project
milestones that help guide service delivery and evaluation activities.
Project objectives are a series of specific accomplishments designed to address the stated problems
and attain the stated goal. An objective is an endpoint, not a process. It is description of what will
exist at the end of a project.
Objectives answer the questions of “what behavior or situation do you want to address to meet the
goal?”, “what change do you want to achieve to attain the goal?”
The clearer the objectives, the easier it is to plan and implement activities that will lead to
attainment of these objectives. Writing clear objectives also makes it easier to monitor progress
and evaluate the success of projects.
Page 11 of 34

Objectives should be “SMART”.
S

Specific Is the objective clear in terms of what, how, when, and where the situation will be
changed?

M Measurable: Are the targets measurable (e.g., how much of an increase or how many people)?
A Achievable: Are the objective achievable?
R Realistic፡ Is the project able to obtain the level of involvement and change reflected in each
objective?
T Time-Bound: Does the objective reflect a time period in which it will be accomplished (e.g.,
during the first quarter or midpoint or at the end of the project period
Impacts are actual or intended changes in human development as measured by people’s wellbeing. Impacts generally capture changes in people’s lives. Impact refers to the ‘big picture’
changes being sought and represents the underlying goal of development work. An impact
statement explains why the work is important and can inspire people to work toward a future to
which their activities contribute. verb expressed in the past tense, such as ‘improved’,
‘strengthened’, ‘increased’, ‘reversed’ or ‘reduced’ work is important and can inspire people to
work toward a future to which their activities contribute. “Impact” is often used primarily to refer
to the actual long-term results brought about by the intervention, whether positive or negative,
primary or secondary, direct or indirect, intended or unintended. Impact refers to the same level
of long-term results as the goal, but the goal refers to the intended positive results of the
intervention only.
Outcomes are actual or intended changes in development conditions that interventions are seeking
to support. Outcomes provide a clear vision of what has changed or will change globally or in a
particular region, country or community within a period of time. They normally relate to changes
in institutional performance or behavior among individuals or groups. Outcomes” are “the primary
result(s) that an intervention seeks to achieve, most commonly in terms of the knowledge, attitudes
or practices of the target group”. The achievement of the outcome(s) should contribute directly to
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the achievement of the overall goal. Outcomes are the intended medium-term effects of an
intervention’s outputs. You have less control over outcomes than outputs.
Outputs are “the tangible products, goods and services and other immediate results that lead to the
achievement of outcomes. They are the most immediate effects of an activity, the results over
which you have most control.
Activities are the collection of tasks to be carried out in order to achieve the outputs. The day-today actions that need to be carried out in order to achieve the project/ programme outputs and, by
extension, the outcome(s)
The inputs/resources are the materials and means needed to implement the planned activities. This
concept includes the required personnel (number and profile), equipment, facilities, technical
assistance, funds, contracted services, etc.
Indicators: are the measurements that show how and by how much a project is achieving its
intended results. Indicators apply at different levels of the project hierarchy. Good ones are clear,
direct, and can be unambiguously calculated. Indicators are often used to measure change over
time, and the objective or results statement will show the direction of change desired (increase or
decrease). Indicators provide a definition of the variable to be measured without specifying the
amount of change that is to be expected
Verifying the logic of the objectives-if-then causality
If adequate inputs are provided, then activities can be undertaken.
If the activities are undertaken, then outputs can be produced.
If outputs are produced, then the project outcome will be achieved.
If the project outcome is achieved, then this should contribute to the goal.
If reversed, we can say that:
If we wish to contribute to the goal, then we must achieve the project outcome.
If we wish to achieve the project outcome, then we must deliver the outputs.
If we wish to deliver the outputs, then the specified activities must be implemented.
If we wish to implement the specified activities, then we must be able to source the identified
inputs.
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Project management is the process of combining systems, techniques, and knowledge to complete
a project within established goals of time, budget and scope. Project management is a process of
leading a team of capable people in planning and implementing a series of related activities that
need to be accomplished on a specific date with a limited budget. Project management is the
application of knowledge, skills, tools, and techniques to project activities in order to meet or
exceed stakeholders’ needs and expectations.
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Critical Issues and Strategies Objectives of the organization
Indicator (what will you

Sources and means for

measure)

measuring indicator

Output

Assumptions

Goal
Improve organizational management

Involvement of Board

Annual report

and leadership capacity

Quality
management
leadership put in place
The release of funds by

Strategic objectives
•

•

•

To enhance the management and Capacity building training,
experience
sharing
leadership capacity of executive programs for management
bodies
board and senior management;
Periodic reports
To enhance the human resource # of staff recruited

Management
and donors
leadership capacity of
Peace and security
executive board and
condition in the country
senior management

aspect of the organization both in Capacity building training,
experience
sharing
terms of quality and quantity;
programs for staff
To modernize the operational
Established systems
systems of the organization;

favorable policy
Appropriate
and
sufficient staff recruited Cooperation

The

existence

of
of

stakeholders
Modern
established

system

Key interventions
•

Build the capacity of executive

Management and
leadership capacity of
governing bodies of the
organization enhancing

board and members of General # of orientation and
training programs
assembly to assume more roles and conducted
responsibilities to provide strategic

The release of funds by
donors

guidance to the organization;
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•

Revise

the

salary

and Revised personnel manual

Personnel manual
revised

benefits/motivation package of the
Conduct
assessment

staff
and

capacity
design

need # of annual need
and assessments conducted

implement staff development plan;
•

Involve

both

national

Reports, telephone call,
email

# of staff benefited

and # of volunteers recruited

•

•

Operational manual
developed/revised

The established modern
financial system

Modernized financial

Modernize the financial system of system
the organization;

•

The established modern
financial system

Establish computerized data base of Computerized data base
the organization

system established

Goal
Enhance participatory problem

Needs based project

Annual report

identification, needs assessment,

design

planning and implementation

Active Involvement of the
community at each level
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Need based projects
implemented
Active participation of
the community ensured

security

existence

of

favorable policy
Cooperation
stakeholders
Inflation

Develop volunteers’ management Manual developed and put
in use
manual and incentive schemes;
Develop/revise various operational Operational manual
developed/revised
tools (financial monitoring and
evaluation, human resource, etc.);

More volunteers
involve the
organization
Manual developed and
put in use

international volunteers;
•

Staff capacity enhanced

and

condition in the country
The

organization;
•

Peace

of

Strategic objectives
•

To improve participatory planning,
monitoring and evaluation capacity

The release of funds by
M&E manual prepared

# of planning sessions
M&E manual prepared

Peace

To expand of program area
coverage and number of

# of protects implemented
in a new place

Periodic reports

New area project
implementation

To ensure the active involvement
of constituencies

security

The

existence

Constituencies
participation

Constituencies
participation ensured

of

favorable policy
Cooperation

beneficiaries
•

and

condition in the country

of the organization
•

donors

of

stakeholders

Key interventions
•

Increase the involvement of
constituencies the overall program
planning, implementation,

•

The release of funds by

processes;

donors

Develop participatory planning,
Tools developed

Reports, telephone call, Tools developed

Peace

email

condition in the country
Strategy developed

Develop and implement
constituency building strategies;

•

# of participatory session
organized

monitoring and evaluation

monitoring and evaluation tools;
•

Constituencies
involvement increased

Strategy developed

within the organizational structure;

security

existence

of

favorable policy
Cooperation

Establish project support groups
and incorporate constituencies

The

and

Group’s meetings
conducted

Group’s meetings
conducted

Team established
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stakeholders

of

•

New Regions covered
by ECYDO

Establish research/needs and
impact assessment team within the
Team established

organization;
•

Environment issues
integrated

Expand programmatic area
coverage by expanding into four
regional states;

•

Programs revision

Integrate environment issues in the
existing programs of the

New Regions covered by
ECYDO

organization;
•

Environment issues
Make the programs/projects of the integrated
organization national and global
development priority oriented;

•

need assessments
conducted

Programs revision

beneficiaries youth
befitted from the
interventions

Conduct regular needs and impact
assessments;

•

Commence behavior change most
at

risk

population

HIV/AIDS

focused #of need assessments
prevention conducted

interventions;
•

Develop

capacity of
stakeholders developed

# of beneficiaries reached

the

capacity

of

stakeholders such as partner youth
clubs,

local

authorities,

government offices;

local
# stakeholders benefited
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Talent of children
developed

•

Develop children skill and talent
development programs;

•

Intervene

in

youth

economic

empowerment issues;
•

Intervene

# of children beneficiaries

SRH promotion and

HIV/AIDS prevention issues;
•

Establish and enhance referral # of youth beneficiaries
linkages

with

health

services

providers;

# of youth beneficiaries

•

Peer education and mentoring;

•

Referral linkages
Research based BCC materials established

beneficiaries youth
befitted from the
interventions
beneficiaries youth
befitted from the
interventions
Referral linkages
established
beneficiaries youth
befitted from the
interventions
IEC materials
distributed

development and distribution;
•

Condom

and

contraceptives # of youth beneficiaries

distribution;
•

Save abortion care promotion and #of materials distributed
provision;

# of condoms distributed
# of youth beneficiaries
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beneficiaries youth
befitted from the
interventions

beneficiaries youth
befitted from the
interventions

Goal
Ensure sustainable Fund raising and
resource mobilization mechanisms

Annual budget of the
organization

Annual financial report

Sustainability ensured

Strategic objectives:
•

To raise 5,000,000 Birr form
resource mobilization and fund

Annual budget of the
organization

Periodic financial

The release of funds by

reports

raising efforts;
•

At least 80% of the
planed amount raised
donors

To cover 25% annual income of
the organization from local
resource providers (community

Fund access from local
source

Resource accessed
from local source

generating activities;
•

existence

Cooperation
Income greatened from the
IGA

To cover 65% annual income of

10% of annual income
of the organization
generated from IGA

the organization from
international sources;

security
of

favorable policy

To cover 10% annual income of
the organization from income

and

condition in the country
The

based resource mobilization);
•

Peace

Fund access from
international source

10% of annual income
of the organization
international source

Key interventions
Plan developed and put
in use
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stakeholders
Inflation

of

•

•
•
•

Develop fund raising/resource Plan developed and put in
use
mobilization plan and strategies

The release of funds by

of the organization;

Reports, telephone call,

Establish resource mobilization Team established
team;

email

Participate in the development # of consortiums in which
ECYDO participated in
of consortia proposals;
Enhance

participation

in

networking and collaborations # of memberships and
participations achieved
with other organizations;
•

Establish

collaboration

private sector and business
•

Inflation

Participation ensured

Enhance membership based and
contributions;

# of existing memberships
maintained

•

Diversify funding sources;

•

# of new funding sources
Engaged in income generating ensured

Membership
strengthened
Annual earing of the
organization increased

economic activities;
# of IGA established

100 Youth benefited
from the established
IGA
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security

favorable policy
actively participated in
Cooperation
at least 3 active
consortiums
stakeholders

programs;
•

and

prepared at least 3 condition in the country
consortiums proposals
The
existence
of

Collaborations established

Participate in social franchising Participation ensured

donors
Peace

Collaborations
established

with

community;

Team established

of

Chapter Two: Monitoring and Evaluation
Monitoring and Evaluation
Monitoring and evaluation are the primary mechanisms to assess whether a project or programme
is meeting its targets and objectives. Monitoring is the standardized, ongoing oversight of the
implementation of project interventions. Monitoring establishes the extent to which project inputs
(e.g., $'s), work timetables, and targeted outputs (e.g., the amount of learning people are doing)
are proceeding according to plan. A good monitoring system ensures an effective system of checks
and balances is in place in an organization. Evaluation is a process that attempts to determine as
systematically and objectively as possible the outcome and impact of project interventions relative
to specific target objectives. Evaluation occurs less frequently than monitoring, which allows for
a more in-depth analysis of a project's progress and impact (i.e., achievement of objectives and
sometimes, the goal).
M&E systems are designed to:
Improve management of programs, projects and supporting activities to ensure programs are
meeting targets, and are making optimum use of funds and other resources
Help us to learn from and share experiences to improve the relevance, methods, and outcomes
of programs
Meet donor requirements to see whether resources are being used effectively, efficiently, and
for agreed-on objectives
Provide information to enhance advocacy for policies, programs, and resources
The development of an M&E Plan is part of the overall project design process. An M&E Plan is
a systematic plan for the collection, entry, editing, analysis, and interpretation of all data needed
for project management, including resources and activities required to implement the M&E
activities. The M&E Plan will help to refine the log-frame and will ensure realistic expectations
for M&E aspects of the project.
Just as there is a project design framework, there is also a framework for monitoring and evaluating
your project. Your overall project design, and duration of the project, will dictate which elements
of this evaluation framework are applicable to your project.
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Designing a monitoring and evaluation Plan
There are five steps in the design and specification of a monitoring and evaluation system:
1. Make sure the project design is crystal clear – good monitoring depends on clearly stated
objectives.
2. Determine information needs at different levels of the project implementation structure.
3. Ensure that every member of the project team has a good system for record keeping
4. Design a monitoring report format for team members that will provide the project manager with
access to relevant, timely information that facilitates analysis.
5. Prepare a project monitoring and evaluation plan
Elements of a monitoring and evaluation plan
Ø Questions to be answered
Ø Spatial and temporal scales of monitoring activities
Ø Indicators, their definitions, and performance criteria
Ø Data sources
Ø Methods of data collection (units of measurement, categorization of data, sampling
techniques, instruments)
Ø Frequency, schedule and responsibilities for monitoring, data collection and evaluation
Ø Plan for data analysis
Ø Presentation format
Ø Plan for communicating and using monitoring information, including intended audience(s)
Ø Staff and skills required
Ø Any training requirements
Ø

Cost

Ø How information will feed back into management decisions
Ø Decision points at which action must be taken to address any negative trends
Ø

Data and resources that may be required beyond the lifetime of the project

Monitoring and evaluation should be part of your planning process. It is very difficult to set up
the monitoring system when the project is in implementation stage. You must develop indicators.
When you do planning, you will set indicators. These indicators provide the framework for your
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monitoring and evaluation system. They tell you what you want to know and the kinds of
information will be useful to collect.
What do we want to know? This includes looking at indicators for both internal issues and
external issues.
Monitoring
What is Monitoring?
Monitoring is the systematic collection of information on all aspects of the project while it is being
implemented. It can be divided into internal monitoring (staff performance, planned expenditure
for each activity versus actual expenses, procurement procedures etc) and external monitoring
(planned versus actual activities, timely implementation of activities, targeted beneficiaries versus
true beneficiaries, unintended effects on the community and unexpected problems etc). Both are
important and both need to be monitored.
Why Do We Do Monitoring?
We monitor to analyze the current situation, identify problems and find solutions, discover trends
and patterns, keep project activities on schedule, measure progress towards objectives,
formulate/revise future goals and objectives, make decisions about human, financial, and material
resources. Actually, it is a very useful tool for management and provides necessary information
for evaluation. In other words, monitoring means checking how things are going on and comparing
actual progress to what is planned.
Who Does Monitoring?
Monitoring is concerned both with project staff, implementation organization and donors. As
mentioned above, it is useful for management and project manager or program coordinator
conducts monitoring on all aspects of the project budget/finance, materials, staff, activities,
outputs/results etc. Respected project staff are also responsible for monitoring staff and tasks under
them-for example, finance manager has to monitor the accountant and cashier as well as budget
allocations. At the same time, representatives of donors also conduct monitoring to measure the
progress towards objectives and goal/impact.
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When Do We Do Monitoring?
According to the desired schedule of implementation of the projects. e.g. monthly, bi-monthly,
quarterly
Planning for Monitoring
Monitoring plan should be in place before the project starts and its activities must be put
in the detailed implementation plan. Therefore, it should be part of your planning
process.
Monitoring is an ongoing process that allows managers and supervisors to identify changes and
trends over time so that they can assess whether project interventions are achieving their goals.
Impact monitoring examines the impact of a project. Performance monitoring provides a check on
the implementation of the project, i.e., a review of progress against the work plan, the expected
outputs, and the schedule for disbursements, staffing and equipment.
Project monitoring systems should have the following components:
Baseline survey
Identification of key indicators, and performance criteria for these indicators
Monitoring protocols for key indicators
Monitoring timetable over the life of the project
Definition of feedback loops from monitoring results to project implementation
Standard report format, taking into account the needs of stakeholders, and the project donors.
Types of monitoring
There are three basic types of monitoring commonly used in development work:
1. Management/administration
a. staff/personnel
b. vehicles
c. supplies
2. Finance
a. project budget and expenditure
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b. staff salaries
c. cash flow analysis
3. Project activities
a. project inputs – budget, equipment, key staff needed
b. results of activities – project outputs/outcomes/impact (using indicators)
c. the way the project is managed
d. situation or context – policy environment, political situation
Progress monitoring: This will track project progress against the planned activities monthly basis.

This will be mainly the numbers of either initiation or completion activities.
Performance monitoring- Input/output monitoring is required to assess the service Performance
monitoring standards and for the resource accountability. The outcome tracking is mainly for
validating project’s hypotheses for achieving project development goal especially, against the key
performance indicators.
Institutional Performance Tracking: The objective of this component would be to assess the
performances of the different project induced CBOs against a set of Institutional Development
Indicators.
Participatory Monitoring, evaluation and learning (PML): The formation and institutionalization
of Learning Groups (LGs) at different levels would be the key for internal learning to be effective.
A four tier Learning Groups are envisaged involving stakeholders of the project at different levels
(village, cluster, district, state).
Concurrent Process Monitoring, evaluation and learning (CPML): The monitor-able issues on
which project needs qualitative assessment can be broadly divided in to two categories:
BENEFITS OF MONITORING
Ø Monitoring shows whether a particular undertaking has been successful in achieving its stated
goals.
Ø Much of the information generated from monitoring activities can also be used effectively in
communications and fundraising work.
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Ø The process of monitoring can provide an early warning system, giving vital and timely
information, so that the project can adapt to changing conditions.
Ø The lessons learned may be of value to similar projects either within or outside of the Network.
Ø Monitoring is an effective way of testing project hypotheses or assessing the effectiveness of
a pilot activity.
Ø Regular monitoring provides the information needed for successful evaluations.
Ø Participatory monitoring can greatly enhance ownership of the project by stakeholder groups.
EVALUATION
WHAT IS EVALUATION
Evaluation is a systematic and objective assessment of ongoing or completed project. It makes
comparison of the outcomes of the project with planned ones.
Why Do We Do Evaluation?
The primary objective of evaluation is to ascertain whether the project has achieved its intended
objectives. By drawing conclusions, evaluation intends to provide recommendations for the
improvement on the future course of the project as well as lessons learned for other projects. Some
big organizations use specific criteria when they do evaluation. Mainly they are;
1) Efficiency. Whether the resources used for the activities are appropriate in terms of output or
they are cost-effective. For example, training program that train 50 peer educators costs $10000.
Is it efficient or cost-effective?
2) Effectiveness. It is the measure of the extent of the achievement of the development project
against the target objectives. For example, we plan to improve the qualifications of all high school
teachers in particular area, did we succeed after project completion.
3) Impact. It measures whether or not project implementation has contributed to the change in the
situation of the problem it was trying to address. For example, high HIV transmission rate among
young people in the community was the main problem before and our project really made a
difference to this situation that is reduction in HIV transmission rate among young people in the
community.
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When Do We Evaluate?
Periodically, mid-term, at the end of the project (final evaluation) and years after the completion
of the project (ex post evaluation).
Who Does Evaluation?
Project manager or assigned project staff can conduct internal evaluation and donor/s or
consultant/s can conduct external evaluation.
Planning for Evaluation
Similar to monitoring plan, we should start evaluation plan right from the beginning. When we do
needs assessment, we will collect data about economic, health, education and social situation of
the community. They will become baseline data for us and to measure the impact or achievement
of objectives, we can compare these data with those that we collect after or during the
implementation of the project.
Ongoing monitoring and periodic evaluations are integral elements of project implementation. If
done properly and openly, the project is implemented in a context of learning. The continuous
analysis of project results allows for remedial measures to be taken. This is adaptive management,
which greatly enhances the probability of success for any project.
In addition to continuous monitoring by the project team, mid-term and final evaluations by
objective third parties will provide further opportunities for learning, and may lead to the re-design
of the project’s continued implementation or of its next phase.
Evaluation attempts to determine as systematically and objectively as possible the worth or
significance of an intervention or policy. For the evaluation process to be objective, it needs to
achieve a balanced analysis, to recognise bias, and to reconcile the perspectives of different
stakeholders.
In general, evaluations should address five fundamental criteria:
1. Relevance
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What is the value of the intervention in relation to stakeholders’ needs, to national priorities, to
partners’ policies, and to global references such as the MDGs? To what extent are the objectives
of the project/ program still valid?
2. Effectiveness
What target groups have been reached? To what extent has the project or program achieved
satisfactory results in relation to its stated objectives?
3. Efficiency
To what extent has the project/program used its resources economically to achieve its objectives?
4. Impact
What are the wider social, economic, and environmental effects on communities and nature?
5. Sustainability
Are the activities and impacts likely to continue after external support is terminated? Will aspects
of the project / programme be replicated elsewhere (perhaps with adaptations)?
Evaluations are conducted with a view to:
enhancing project impact
developing recommendations for the guidance of similar projects in the future
providing an analysis of accountability with respect to the use of project funds, and
most importantly, drawing key lessons learned from the implementation process.

Evaluation types
Periodic Review
Internal assessment of progress and performance of the project over successive
quarterly/biannual/annual periods. This generally provides information for project management in
resource allocation, and often examines lower levels in the project design, such as inputs, activities,
and outputs. These reviews may occur annually.
Mid-term Evaluation or Review
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Assessment of project performance in the interest of making mid-course corrections. This allows
you to measure progress towards achieving impact (usually not the impact itself), as well as review
project management & administration and management.
Final Evaluation
Assessment of outcomes and impacts generated by the project as well as its cost-effectiveness and
management.
Ex-post (or Impact) Evaluation:
Study of sustainability of project results on the target population after project termination.
Impact Evaluation: Impact evaluation will involve comparing qualitative and quantitative
outcomes before and after the project and between project and control areas.The impact and
outcome indicators will be the point of reference to establish the net effect of the project.
WHAT IS EVALUATION
Evaluation is a systematic and objective assessment of ongoing or completed
project. It makes comparison of the outcomes of the project with planned ones.
Why Do We Do Evaluation?
The primary objective of evaluation is to ascertain whether the project has achieved its intended
objectives. By drawing conclusions, evaluation intends to provide recommendations for the
improvement on the future course of the project as well as lessons learned for other projects. Some
big organizations use specific criteria when they do evaluation. Mainly they are;
1) Efficiency. Whether the resources used for the activities are appropriate in terms of output or
they are cost-effective. For example, training program that train 50 peer educators costs $10000.
Is it efficient or cost-effective?
2) Effectiveness. It is the measure of the extent of the achievement of the development project
against the target objectives. For example, we plan to improve the qualifications of all high school
teachers in particular area, did we succeed after project completion.
3) Impact. It measures whether or not project implementation has contributed to the change in the
situation of the problem it was trying to address. For example, high HIV transmission rate among
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young people in the community was the main problem before and our project really made a
difference to this situation that is reduction in HIV transmission rate among young people in the
community.
When Do We Evaluate?
Periodically, mid-term, at the end of the project (final evaluation) and years after the completion
of the project (ex post evaluation).
Who Does Evaluation?
Project manager or assigned project staff can conduct internal evaluation and donor/s or
consultant/s can conduct external evaluation.
Planning for Evaluation
Similar to monitoring plan, we should start evaluation plan right from the beginning. When we do
needs assessment, we will collect data about economic, health, education and social situation of
the community. They will become baseline data for us and to measure the impact or achievement
of objectives, we can compare these data with those that we collect after or during the
implementation of the project.

Chapter three: Report
Planning the Report
Making sure you produce a clear and accurate report takes planning. Any time you begin to write
a document — no matter what type of document it is — you must ask yourself four key questions:
Purpose — why am I writing this report? Some documents are meant to persuade, others to
entertain, and still others to inform. Remember that the primary purpose of reports is to inform
the donor about the progress of your project.
Audience — who will be reading this report? Knowing who the audience is — in this case,
ECYDO’s donors — gives you an idea of the kind of language to use and how much technical
detail to include. Because donors are professionals who partner with us in our work, you will use
formal language for your reports.
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Unless you are certain that the donor possesses a high level of technical knowledge about the
project, you will want to use fairly non-technical language. When you do use technical terms, you
will need to give a brief explanation of their meaning, so all readers can understand the
information.
Format — what does the report need to look like? Every type of document follows some format.
Sometimes the writer can choose the format for the reports. If the donor does not provide a specific
format, you may use the template included in the appendix.
Deadline — when do I have to turn the report in? It is critical that you know when the report is
due and that you turn it in on time. When receiving funding from a donor, we agree to report on
the project at regular intervals. Part of being responsive to our donors is meeting the reporting
deadlines. Make sure you factor in time for editorial review. Editors need time to edit, proofread,
and possibly communicate with you to clarify unclear information.
Here are some do’s and don’ts:
DO’S
Record project information on an ongoing basis
Know the purpose, audience, format, and deadline before writing
Use a checklist to ensure you have the needed information
Follow the appropriate style and format
DON’TS
Don’t begin writing without knowing the document criteria
Don’t wait until it is time to write the report before recording information on the project
Don’t turn in the report without reading it carefully
Don’t miss your deadlines
Effective report writing practices
1. Consistency
Consistency is very important. The facts and illustrations, as well as the format and writing style,
need to be consistent other throughout the report. Your format and writing style also need to be
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consistent. The information you include must be consistent both within the report and with details
that have been provided in other reports or the proposal.
When a report has a contradictory or vague explanation for low spend down or other financial
problems, the donor questions whether ECYDO is spending their money wisely and in a timely
way. This is a significant concern for donors because they require their gift to be spent as planned
throughout the course of the project period.
2. Adequate details
Details are important to include in the report to give the donor a more vivid image and complete
understanding of project activities and achievements. Using details keeps the report from being
vague and incomplete, and ensures that all of the donor’s questions are answered. Essentially,
details will answer the questions Who? What? When? Where? How? How many or how much?
and Why?
3. Clear language
Clear language means that you choose the appropriate words to express your ideas and use
sentence structure that is easy to follow. Here are some ways that you can make the language in
your report clear.
Do Not Use Jargon
Explain the Acronyms
Use Basic Sentence Structure (The simplest structure is: Subject + Verb + (Object)
(Additional Information)
Use Active Verbs:
This puts the emphasis on who performed the action and it makes the sentence shorter and easier
to read.
The workshop was facilitated by project staff (passive).
Project staff facilitated the workshop (active).
4. Use Plain Language
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Donors do not have time to read long, complicated sentences, and are not impressed with fancy
language. It is important to use plain, simple language in your writing. Here is an example of the
difference between plain and not plain language:
Not Plain: In order to provide trainers for the different activities, ECYDO utilized trainers from
the youth NGO sector and national training organizations in the six targeted regions with
specialized skills. ECYDO has worked with the trainers and partnered groups to develop resource
materials to be used by the participating groups and other interested youth NGOs on topics related
to the training program.
Plain: ECYDO hired specialized trainers from the youth NGO sector and from national training
organizations. ECYDO, its partners and these trainers developed educational materials for use in
future training programs.
5. Reviewing Your Report
Try to look at the report with “fresh eyes,” that is, as if you are the donor and have never seen the
report before. Some key questions to ask yourself are:
Is all the information included here?
Is all the information clear and accurate?
Did I show the impact of the project?
Does the document reflect the tone, language, format and style of an ECYDO donor report? If
you answer “yes” to all these questions, it is most likely that you have created an effective report
that will provide the donor with a comprehensive account of the project and its progress.
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