INSTRUCTIONS FOR COMPLETING AND SUBMITTING
“A.1.D. EVALUATION SUMMARY"

This form has two parts. Tart I contains information to support future A.1.D. managemém action, and
to process the evaluation into A.I.D.'s automated “mewmory”. Part Il is a sell-cont~ined summary of
key elements of the ful! evaluation report; it can be distributed separately to interested A.1.D. staff.

WHAT WILL THIS FORM BE USED FOR?

®  Record of the decisions reached by responsible officials, so that the principals involved in the
activity or activities evalusted are clear about their subsequent responsibilities, and so that
headquarters are aware of anticipated actions by the reporting unit.

®  Notification that an evaluation has been completed, either as planned in the current Annual
Evaluaiion Plan or for ad hoc reasons.

e  Summary of findings at the time of the cvaluation, for use in answering queries and for directing
interested readers to the full evaluation report.

-]

Suggestions about lessons lcarned for use in planning and reviewing other activities of a similar

nature. This form as wei! as the full evaluation report are processed by PPC/CDIE into A.L.D.'s
automated “memory” for later access by planners and managers.

WHEN SHOULD THE FORM BE COMPLETED AND SUBMITTED? After the Mission or
A.LD./W office review of the evaluation, and after the full report has been put into a final draft (i.e.,
all pertinent comments included).  The A.L.D. officer responsible fr- the evaluation should complete
this form. Part of this task may be assigned to others (e.g., the evaluation team can be required to
complete the Abstract and the Summary of Findings, Conclusions, and Recommendations). The
individual designated as the Mission or A.1.D./W evaluation officer is responsible for ensuring that the
form is completed and submitted in a timely fashion.

WHERE SHOULD THE FORM BE SENT? A copy of the form and attachmen’(s) should be sent to
each of the following three places in A.1.D./Washington:

- The fespective Bureau Evaluation Office

- PPC/CDIE/DI/Acquisitions, Room 20$ SA-18 (Note: If word processor was used to type form, please
attach floppy disk, labelled to indicate whether WANG PC, WANG OIS or other disk format.)

— SER/MO/CPM, Room B@30 NS (please attach A.I.D. Form 5-18 or a 2-way memo and request
duplication and standard distribution of 10 copies).

HOW TO ORDER ADDITIONAL COPIES OF TH1S FORM: Copies of this form can be obtained
by sending a “Supplies/Equipment/Services Requisition” (A.I.D. 5-7) to SER/MO/RM, Room 1264
SA-14 in A.L.D./Washington. Indicate the title and number of this form (“A.I.D. Evaluation
Summary”, A.1.D. 1330-5) and the quantity needed.

PART I (Facesheet and Page 2)

A. REPORTING A.L.D. UNIT: Identify the Mission or A.1.D./W office that initiated the evaluation
(e.g., U.S.A.L.D./Senegal, S&T/H). Missions and oifices which maintain a serial numbering system for
their evaluation reports can use the next line for that purpose (e.g., ES# 87/5).

B. WAS EVALUATION SCHEDULED IN CURREMT FY ANNUAL EVALUATION PLAN? If this
form is being submitted close to the date indicated in the current FY Annual Evaluation Plan (or if the
final draft of the full evaluation report was submitted close to that date), check “yes”. If it is being
submitted late or as carried over from a previous year's plan, check “slipped”. In either case, indicate

on the next line the FY and Quarter in which the evaluation was initially planned. If it is not included
in this year's or last year’s plan, check “ad hoc”.
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C. EVAI:.UATKON TIMING: If this is an evaluation of a single project or program, check the box
most applxcable to the timing of the evaluation relative to the anticipated lile of the project or program.
If this is the last evaluation expected to inform a decision about a subsequently phased or follow-on

project. check “final”, even though the project may have a year or more to run before its PACD. If this
is an evaluation of more than a single project or program, check “other”.

D. ACTIVITY OR ACTIVITIES EVALUATED: For an evaluation covering more than four projects
or programs, only list the title and date of the full evaluation report.

E. ACTION DECISIONS APPROVEL BY MISSION OR A.L.D./W OFFICE DIRECTOR: What is
the Mission or office going to do based on the findings, conclusions, and recommendations of the
evaluation; when are they going to do it; and who will be responsible for the actions required? List in
order of priority or importance the key actions or decisions to be taken, unresolved issues and any items
requiring further study. Identify as appropriate A.L.D. actions, borrower/grantee actions, and actions

- requiring joint efforts. Indicate any actions that are preliminary pending further discussion or
negotiation with the borrower/grantee.

F. DATE OF MISSION OR A.I.D./W OFFICE REVIEW OF EVALUATION: Date when the
internal Mission or office review was held or completed.

G. APPROVALS OF EVALUATION SUMMARY AND ACTIONS DECISIONS: As appropriate,

the ranking representative of the borrower/grantee can sign beside the A.LD. Project or Program
Officer.

. H. EVALUATION ABSTRACT: This one-paragraph abstract will be used by PPC/CDIE to enter
information about the evaluation into A.I.D.'s automated “memory”. It should invite potentially

interested readers to the longer summary in Part II and perhaps ultimately to the full evaluation report.
It should inform the reader about the following:

@ If the evaluated activity or activities have characteristics related to the reader’s interests.
e The key findings, conclusions, and lessons.
e An idea of the research methods used and the nature/quality of the data supporting findings.

Previous abstracts have often been deficient in one of two ways:

® Too much information on project design, implementation problems, and current project status
discourages readers before they can determine if there are important findings of interest to them.

@ A “remote” tone or style prevents readers form getting a real flavor of the activity or activities
evaluated; progress or lack of progress; and major reasons as analyzed by the evaluation.

In seciuential sentences, the abstract should convey:

® The programming reason béhind the evaluation, and its timing (e.g., mid-term, final);
® The purpose and basic characteristics of the activities evaluated;

& A summary statement of the overall achievements or lack thereof to date;

o A picture of the status of the activities as disclosed in the full evaluation report;

® An idea of the research method and types of data sources used by the evaluators;

® The most important findings and conclusions; and key lessons learned.

Avoid the passive tense and vague adjectives. Where appropriate, use hard numbers. {An example of
an abstract follows; “bullets” may be used to highlight key points).
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2. \% i ] Why was the evaluation undertaken? Briefly
describe the types and sources of evidence used to assess effectiveness and impact.

. Eindings and conclusion. Discuss major findings and interpretations related to the questions in

the Scope of Work. Note any major assumpuons about the activity that proved invalid, mcludmg policy
related factors. Cite progress since any previous evaluation.

4. Principal recommendations for this activity and its offspring (in the Mission country or in the
office program). Specify the pertinent conclusions for A.I.D. in design and management of the activity,
and for approvalldlsapproval and fundamental changes in any follow-on activities. Note any recommen-
dations from a previous evaluation that are sull valid but were not acted upon.

5. Lessops learned (for other activities and for A.L.D. generally). This is an opportunity to give
A.LD. colleagues advice about planning and implementatinn strategies, i.e., how to tackle a similar
development problem, key design factors, factors pertinent to management and to evaluation itself.
There may be no clzar lessons. Don’t stretch the findings by presenting vague generalizations in an
effort to suggest broadly applicable lessons. If items 3-4 above are succinctly covered, the reader can

derive pertinent lessons. On the other hand, don’t hold back clear lessons even when these may seem
trite or naive. Address:

-~ Project Design Implications. Findings/conclusions about this activity that bear on the design
or management of other similar activities and their assumptions.

- Broad action implications. Elements which suggest action beyond the activity evaluated,
and which need to be considered in designing similar activities in other contexts (e.g., '

policy requirements, factors in the country that were particularly constraining or
supportive).

: NOTE: The above outline is identical to the outline recommended for the Executive Summary of the
full evaluation report. At the discretion of the Mission or Office, the latter can be copied.

K. ATTACHMENTS: Always attach a copy of the full evaluation report. A.I.D. assumes that the
bibliography of the full report will include all items considered relevant to the evaluation by the Mission
or Office. NOTE: if the Mission or Office has prepared documents that (1) comment in detail on the

" full report or (2) go into greater detail on matters requiring future A.I.D. action, these can be attached
to the A.I.D. Evaluation Summary form or submitted separately via memoranda or cables.

L. COMMENTS BY MISSION, AID/W AND BORROWER/GRANTEE: This section summarizes
the comments of the Mission, AID/W Office, and the borrower/grantee on the full evaluation report. It
should enable the reader to understand their respective views about the usefulness and quality of the
evaluation, and why any recommendations may have been rejected. It can cover the following:

- To what extent does the evaluation meet the demands of the scope of work? Does the

evaluation provide answers to the questions posed? Does it surface unforeseen issues of
potential interest or concern to the Mission or Office?

- Did the evaluators spend sufficient time in the field to fuily understand the activity, its impacts,
and the problems encountered in managing the activity?

- Did an.y of the evaluators show particular biases which staff believé affected the findings?
Avoid ad hominem discussions but cite objective evidence such as data overlooked, gaps in

interviews, statements suggesting a lack of objectivity, weaknesses in data underlying principle
conclusions and recommendations.

- Did the evaluation employ innovative methods which would be applicable and useful in
evaluating other projects known to the Mission or Office? Note the development of proxy
measures of impact or benefit; efforts to construct baseline data; techniques that were
particularly effective in isolating the effects of the activity from other concurrent factors.

- - Do the findings and lessons learned that are cited in the report generally concur with the

conclusions reached by A.L.D. staff and well-informed host country officials? Do lower
" priority findings in the evaluation warrant greater emphasis?
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EXAMPLE OF AN ABSTRACT

The project aims to help the Government of Zaire (GOZ) establish a self-sustaining primary health
care (PHC) system in 50 rural health zones (RHZ). The project is being implemented by the
Church of Christ in Zaire ard the GOZ's PHC Office. This mid-term evaluation (8/81-4/84) was
conducted by a GOZ-USAID/Z team on the basis of a veview of project documents (including a
4/84 project activity report), visits to nine RHZ's, and interviews with project personnel. The
purpose was to clarify some uncertainties about the initial design and set future priorities for activi-
ties. The major findings and conclusions are:

® This well-managed and coordinated project should attain most objectives by its 1986 end.

® Progress .has been good in establishing RHZ's, converting dispensaries into health centers,
installing latrines (over double the target), and training medical zone chiefs, nurses, and auxiliary

health workers. Long-term training has lagged however, and family planning and well construction
targets have. proven unviable,

® The initial assumption that doctors and nurses can organize and train village health committees
seems invalid.

e User fees at health centers are insufficient to cover service costs. A.1.D.’s PRICOR project is
currently studying self-financing procedures.

© Because of the project’s strategic importance in Zaire's health development, it is strongly rec-
ommended to extend it 4-5 years and increase RHZ and health center targets, stressing pharma-

ceutical/medical supplies development and regional Training for Trainers Centers for nurses, su-
pervisors, and village health workers.

The evaluators noted the following “lessons”:

® The training of local leaders should begin as soon as the Project Identification Document is
agreed upon.

® An ‘annual national health conference spurs policy dialogue and development of donor sub-
projects.

e The project’s institution-building nature rather than directly service nature has helped prepa.re
thousands of Zairois to work with others in large health systems.

I. EVALUATION COSTS: Costs of the evaluation are presented in two ways. The first are the cost
of the work of the evaluation team per se. If Mission or office staff serve as members of the team,
indicate the number of person-days in the third column. The second are the indirect estimated costs
incurred by involvement ¢ other Mission/Office and borrower/grantee staff in the broader evaluation
process, including time for preparations, logistical support, and reviews.

PART II (Pages 3-6)

J. SUMMARY OF EVALUATION FINDINGS, CONCLUSIONS, AND RECOMMENDATIONS:
The following reflects a consensus among A.LD.’s Bureaus on common elements to be included in a
summary of any evaluation. The summary should not exceed the three pages provided. It should be
self-contained and avoid “in-house” jargon. Spell out acronyms when first used. Avoid unnecessarily
complicated explanations of the activity or activities evaluated, or of the evaluation methodology; the
interested reader can find this information in the full evaiuation report. Get all the critical facts and

findings into the summary since a large proportion of readers will go no further. Cover the following
elements, preferably in the order given:

1. Purpose of the activity or activities evaluated. What constraints or opportunities does the loan
and/or grant activity address; what is it trying to do about the constraints? Specify the problem, then
specify the solution and its relationship, if any, to overall Mission or office strategy. State logframe
purpose and goal, if applicable. , . ' - _
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