INTRODUCTION

"Measurement is the first step that leads to control and eventually to improvement. If you can't measure something, you can't understand it. If you can't understand it, you can't control it. If you can't control it, you can't improve it."
— H. James Harrington

"What gets measured gets done, what gets measured and fed back gets done well, what gets rewarded gets repeated."
— John E. Jones

"Without a standard there is no logical basis for making a decision or taking action."
— Joseph M. Juran

This assessment instrument has been developed by MEASURE Evaluation for any government agency or non-governmental organization so that its Monitoring and Evaluation (M&E) Department (or “Unit”) can appraise its own level of capacity in carrying out its functions. In the nature of its design as a self-administered tool for an M&E Department, it was conceived that its use on a periodic basis would promote skills and competencies in this very area under assessment.

Inspired from readings and assorted measurement tool examples from international development literature that deal with “capacity building”, this organizational self-assessment tool is composed of eight sections, labeled “A” through “H”, with a focus on the M&E-related responsibilities within each section:

A	Strategic Plan
B	Budgets, Financial Processes and Systems in Support of M&E Activities
C	Implementation Plan and Implementation Processes and Systems in Support of M&E Activities
D	Processes and Systems for Documenting and Reporting on Work Activities and Results in Support of M&E Activities — Part 1
E	Processes and Systems for Documenting and Reporting on Work Activities and Results in Support of M&E Activities — Part 2
F	M&E of Facility Maintenance and Physical Assets Management
G	Staff Management and Development in Support of M&E Activities
H	Processes for Continuous Quality Improvement

Specific to these responsibilities within a section is a set of elements that are related to M&E performance, for each of which a response is sought as to whether or not the organization has met the condition, and whether or not the organization has written documentation (“available evidence”) as proof of meeting the condition. Adjudging fulfillment in M&E performance for each element is left to the organization to determine for itself, since the whole approach is based on self-reporting. Strength of evidentiary proof is likewise left to be pondered by the organization, which may decide that conditions may be met, even if written documentation is insufficient.

The intent behind the five-level grading format is to provide a simple metric by which changed or sustained performance could be tracked over time. It is not expected that any organization would achieve perfect “5” scores across all eight sections. Also, the scope of this assessment of M&E functions is admittedly wide-ranging, so that an organization can select those sections of greater interest on which to first focus capacity measurement and improvement. Indeed, users of this self-assessment tool are encouraged to make adjustments to it in order that it better suit the needs and aims of their organization. In fact, this instrument could be adapted for appraising the overall operational capacity of an organization, if references to M&E functions were broadened to include all operational functions. 

In conclusion, MEASURE Evaluation earnestly requests any feedback from those who have made use of this instrument, wholly or partially, as is or after revisions. Comments, criticisms, and recommendations are asked to be submitted to Jack Hazerjian, Research Associate, at hazerjia@email.unc.edu. After all, an instrument designed for self-assessment of organizational capacity cannot present itself as exempt from need for self-improvement.
A
Strategic Plan

	Condition 1:
	Organizational Unit (“Unit”) has a Strategic Plan that is current or in development with M&E components



Definition of Terms: A Strategic Plan is a document by which a Unit states its institutional mission and charts out for a future period of three to five years its work goals, objectives, outcomes, and strategies. In broad terms, it also describes the scope of its activities and the required inputs (budget and other resources) required to accomplish them. Additionally, it references factors and conditions, internal and external, that may have a discernible effect (beneficial or not) on its own future. A Strategic Plan is considered “well aligned” when there are clear linkages among activities to be undertaken, the resources that are required, and the means for fulfilling organizational goals, objectives and outcomes. A Strategic Plan with M&E components would include a logical framework illustrating these linkages; as well, it would provide specifics on intended methods for measuring and documenting activities undertaken, resources deployed, and objectives and outcomes achieved, all with time-bound characteristics.

Purpose for Tracking Condition: A Strategic Plan provides a broad context for a Unit to define for itself what, why, how, when, and with what means it intends to undertake as its work. In the preparation of this document, its leaders and managers often gain a more focused understanding of these vital considerations; the sharing of the Strategic Plan with their staff and other key stakeholders allows for them to be better oriented to the Unit and its intentions. A Strategic Plan with M&E components provides both an overview of the intentions of the Unit and the means for assessing its own level of success in fulfilling them.

Key Questions:
1. Does the Unit have a Strategic Plan?

2. If not, is there one currently in development? When is it expected to be finalized?

3. Does the Strategic Plan define the Unit’s mission, goals, objectives, outcomes, and values?

4. Does the Strategic Plan define the main strategies for the Unit’s work to be done? Does it describe who the Unit’s targeted audience is?

5. How often is the Strategic Plan reviewed for its continued relevance to the Unit in its work?

6. What are considered relevant and effective methods for the Unit to plan for its success in fulfilling the scope of work outlined in the Strategic Plan?

7. What are considered relevant and effective methods for the Unit to plan on using for assessing its level of success in fulfilling the scope of work in the Strategic Plan?

8. Are there such M&E components in the Strategic Plan?

Proposed Data Sources: Review of Strategic Plan, Unit’s documentation associated with the Unit’s development of the Strategic Plan, interviews with key Unit staff (e.g., managers)

Frequency of Measure: Annually


	Conditions 2 & 3:
	Unit’s leadership and management participated in the development of the Strategic Plan, with their collaboration and approval documented



Definition of Terms: Unit leadership includes those holding the topmost, executive positions as well as those serving on the Unit’s Board, if applicable. Unit management includes those holding higher-level technical positions, usually with supervisory responsibilities. Their participation in the development of the Strategic Plan means involvement — in person or on paper — in the presentation and discussion of broad topics and specific items that are incorporated in the document. Verification of approval by leadership and management can be determined through their signed endorsement of the Strategic Plan.

Purpose of Tracking Conditions: Participation in the development and finalization of the Strategic Plan by the Unit’s most senior members suggests their full support and commitment to the principles and courses of action described therein. Also, it allows for their concerns, priorities, and views — as the Unit’s leaders, they are expected to scan and assess the Unit’s work world — to be shared with the Unit’s staff members, who should be oriented by this document in what, how, and why they do their work. Documented endorsement of the Strategic Plan by the Unit’s most senior members is made evident by their signatures to that effect.

Key Questions:
1.	For the development of the current Strategic Plan, did the organization ensure sufficient participation by the Unit’s leaders and managers?

2.	Were their comments and recommendations incorporated in the document?

3.	How were their comments and recommendations in the Strategic Plan documented?

4.	Does the current Strategic Plan bear their signatures, attesting to their knowledge and full acceptance of the document’s contents?

Proposed Data Sources: Latest Strategic Plan; group and individual interviews with Unit leaders and managers; minutes of meetings that dealt with strategic planning

Frequency: Every 3–5 years

	Conditions 4 & 5:
	Unit’s staff members and stakeholders — in sufficient number and diversity — participated in the development of the Strategic Plan



Definition of Terms: Those who comprise the staff of the Unit may be self-evident, but the Unit’s stakeholders include numerous, diverse groups, all of whom would have some connection to the Unit, and some stake in its success to fulfill its Strategic Plan. These could include members of the targeted population, leaders of those communities served, officials from relevant government departments and regulatory agencies, funders, sub-contracting agencies, and directors from other peer organizations. For practicality’s sake, invitation of selected Unit staff members and stakeholders to collaborate on the Strategic Plan could be extended to only a small representation from these groups. Attendance by how many and from which backgrounds, however, is usually a management decision. 

Purpose for Tracking Conditions: Staff members’ involvement would allow for an informative, broader range of views and ideas to be presented and taken into consideration in the preparation of the Strategic Plan. Also, their participation would likely engender greater understanding and adherence to the principles and courses of action outlined in the document. As for stakeholders, their participation may well generate greater support for the Unit and its work, especially when the Strategic Plan corresponds well with their own perceived need and interests. Copies of the finalized version of the document should be available to staff and stakeholders alike. 

Key Questions: 
1.	For the development of the current Strategic Plan, was there ensure sufficient participation from among the Unit’s staff members and stakeholders?

2.	Were their comments and recommendations incorporated in the document?

3.	Are the Unit’s staff members generally familiar with the main work goals and strategies stated in the Strategic Plan?

4.	Are the Unit’s stakeholders generally familiar with the main work goals and strategies stated in the Strategic Plan?

Proposed Data Sources: Latest Strategic Plan; group and individual interviews with Unit’s staff and stakeholders; minutes of meetings that dealt with strategic planning

Frequency: Every 3–5 years

	Condition 6:
	Unit’s staff at all levels can cite the main objectives and outcomes listed in the Strategic Plan



Definition of Terms: As discussed above, a “Strategic Plan” should state a Unit’s institutional mission and its work goals, objectives, outcomes, and strategic approaches for the next three to five years. 

Each objective, itself, is written to define a projected level of achievement whose accomplishment is:

· supportive of the Unit’s mission and strategies
· bound by time
· undertaken as a collective effort by the Unit, and
· affirmed by clear and practical measures of successful fulfillment

Each outcome is defined as the short-term or medium-term effect expected from specific interventions by the institution.

The document should be developed by some of the Unit’s staff members, all of whom should be provided access to it in order to facilitate their understanding of and support for the stated principles and charted course of action; at the very least, they should be familiar with the set of objectives, which are recommended to be no more than six or eight in number, and the set of outcomes, which should be realistic and verifiable.

Purpose of Tracking Condition: Participation in the development of the Strategic Plan by some of the Unit’s staff and access to the finalized document does not necessarily mean complete familiarity and understanding of objectives and outcomes defined therein. 

Key Questions:
1.	Is there familiarity among the Unit’s staff with key concepts and points regarding the Unit’s future work, as defined by objectives and outcomes in the Unit’s current Strategic Plan?

Proposed Data Sources: Group and individual interviews with staff members

Frequency: Every 3–5 years

	Condition 7:
	Unit’s annual Implementation Plans have M&E-related elements that can be mapped directly to elements of the Strategic Plan



Definition of Terms: An organization’s Implementation Plan (also called, Operational Plan) is developed on an annual basis by the Unit to map out on a timeline its intended work activities and the foreseen level of inputs (staffing, budget, other resources) that are required for it to timely accomplish these activities. The Implementation Plan should be reflective of the work goals, objectives, outcomes, and strategic approaches that had been defined in the Strategic Plan, so that the Unit proceeds in the proper context that has been conceptualized about its work and its role. Moreover, just as the Strategic Plan would have M&E components for performance assessment, the Implementation Plan would provide more specifics on this within the upcoming year’s timeframe.

Purpose of Tracking Condition: The Implementation Plan is evidence that the Unit has formally processed the broad concepts outlined in the Strategic Plan and responded to it, with documented commitment, in operational terms. The Unit’s avowed support for performance assessment has limited value unless the Unit lays out concrete and specific steps for undertaking it. Moreover, the yearly revision to the Implementation Plan allows for reconsideration and recalibration of such steps.



Key Questions:
1.	Are there M&E-related elements in the Implementation Plan that describe in sufficient detail those efforts proposed by the Unit to assess its performance over the course of the upcoming year? (They should answer questions regarding: what will be measured, how are measurements to be taken and how often, where, by whom, and with what resources.)

2.	Does the Unit review its Implementation Plan from the last concluded year in order to critique the means and measures that had been employed for assessing organizational performance?

Proposed Data Sources: Latest Implementation Plans

Frequency: Annually

	Condition 8:
	Unit’s Annual Budget has line item that can be mapped to M&E-related elements of the Strategic Plan



Definition of Terms: As discussed above, the “Strategic Plan” contains work objectives and outcomes that have been proposed by the Unit for itself during the next three to five years. Means for assessing level of accomplishment of each objective and outcome should be written in measurable terms, and documentation and verification of success in fulfilling these objectives and outcomes require institutional support. This support includes deployment of financial and human resources, allocations of which would need to be made in the Annual Budget.

Purpose for Tracking Condition: The Annual Budget offers another documented evidence of the Unit’s support for performance assessment.

Key Questions:
1.	Are there line items in the Annual Budget to support M&E-related activities documented in the Strategic Plan? 

Proposed Data Sources: Latest Annual Budget and Strategic Plan

Frequency: Annually


B
Budgets, Financial Processes and Systems in Support of M&E Activities

	Condition 1:
	Unit has an Annual Budget with allocations mapped directly to all activities planned to support M&E activities for that fiscal year



Definition of Terms: The Unit’s Annual Budget should clearly state the monetary and human resource inputs that will be devoted to support all aspects of M&E-related work, as had been described and mapped out in the Implementation Plan. Moreover, the review of Annual Budgets and Expense Reports allows for reconsideration and recalibrations from year to year.

Purpose for Tracking Condition: The Annual Budget offers documented evidence that the Unit is actively supporting all performance assessment activities that have been outlined in the annual Implementation Plan.

Key Questions:
1.	Are there line items in the Annual Budget to support each specific M&E-related activity, as documented in the Implementation Plan? 

2.	Does the Unit review its past year’s Budget and expenditures in order to re-evaluate resources required to fulfill expectations in the coming year for the Unit to conduct organizational assessment work?

Proposed Data Sources: Latest Annual Budgets, Expense Reports and Implementation Plans

Frequency: Annually

	Conditions 2 & 3:
	Unit’s leadership and management participated in the development of the Annual Budget, and their collaboration and approval documented



Definition of Terms: Participation by the Unit’s most senior executives, members of its Board, and management staff in the development of the Annual Budget means involvement — in person or on paper — in the presentation and discussion of budget allocations, expense and revenue projections, and other financial matters, all of which are incorporated in this document. Verification of their approval can be determined through their signed endorsement of the Annual Budget.

Purpose of Tracking Conditions: Participation in the development and finalization of the Annual Budget by the Unit’s leadership and management indicates their support for the levels and types of funding allocations for the upcoming year, as their projections for expenses and revenue generation. It also suggests that their concerns, priorities, and views — as they relate to the financial stability and soundness of the organization and to outside factors that may have a discernible influence on this — are given due consideration. Documented endorsement of the Annual Budget by the Unit’s most senior members is made evident by their signatures to that effect.

Key Questions:
1.	For the development of the current Annual Budget, did the organization ensure sufficient participation by the Unit’s leaders and managers?

2.	Were their comments and recommendations incorporated in the document?

3.	How were their comments and recommendations in the Annual Budget documented?

4.	Does the current Annual Budget bear their signatures, attesting to their knowledge and full acceptance of the document’s contents?

Proposed Data Sources: Latest Annual Budget; group and individual interviews with Unit leaders and managers; minutes of meetings that dealt with strategic planning

Frequency: Annually


	Condition 4:
	Unit’s staff members — in sufficient number and diversity — participated in the development of the Annual Budget



Definition of Terms: Invitation of selected staff members to collaborate on the Annual Budget should be extended to those who have responsibilities in managing work efforts, overseeing finances, and/or generating income. Their involvement in the budgeting process would allow for their insights on financial matters, as based on their first-hand experience, to be shared and taken into consideration. 

Purpose for Tracking Conditions: Participation by staff members would likely engender greater understanding and support for budgetary considerations held in the course of preparing and finalizing the Annual Budget. 

Key Questions: 
1.	For development of the current Annual Budget, was there ensure sufficient participation from the Unit staff members?

2.	Were their comments and recommendations incorporated in the document?

3.	Are the Unit’s staff members generally familiar with financial considerations reflected in the Annual Budget?

Proposed Data Sources: Latest Annual Budget; group and individual interviews with Unit’s staff members; minutes of meetings that dealt with budgeting

Frequency: Annually

	Condition 5:
	Documented evidence for written policies/procedures on M&E activities related to the management of budgets and expenditures



Definition of Terms: Management of budgets and expenditures refers to all administrative and supervisory duties and responsibilities related to the handling, reporting, and overseeing of finances, by which accountability is to be ensured.

Purpose of Conditions: Vital organizational functions such as the management of budgets and expenditures require written procedural guidelines, and the periodic review of these guidelines for their content’s completeness, accuracy, relevance, intelligibility, and timeliness should be undertaken in a formalized process. This can be understood as an M&E concern as are the review of quality of trainings offered on these guidelines and the level of adherence to these guidelines by relevant Unit staff members.

Key Questions:
1.	Are there written guidelines on financial operations, including reporting and oversight requirements?

2.	Are these written guidelines:
· accessible to all Unit staff members with job duties related to the management of budgets and expenditures?
· accessible to all those who manage staff with such job duties? 
· periodically reviewed for completeness, accuracy, relevance, intelligibility, and timeliness? 

3.	What are the organizational procedures for ensuring that the above four conditions are adequately met by the Unit?

Proposed Data Sources: Written policies and procedure manuals directly related to this topic; group and individual interviews with relevant Unit staff members

Frequency: Annually


	Condition 6:
	Documented evidence for written policies/procedures on M&E activities related to the management of cash flow and spending rates



Definition of Terms: Management of cash flow and spending rates refers to financial oversight duties in two areas: assurance of Unit availability to monetary resources (cash, funded grants, loans) in order to meet projected expenses; regularly reporting on expenditures by line items against their respective budgeted amounts and effectively responding to variances.

Purpose of Conditions: Management of cash flow and spending rates require written procedural guidelines and periodic performance reviews. These needs can be addressed as M&E-related matters with regard to periodic reviews of these guidelines and of the organization’s overall performance in these financial duties.

Key Questions:
1.	Are there written guidelines on the:
· management of cash flow, including reporting and oversight requirements? 
· management of spending rates, with periodic comparisons to budgeted projections
· reporting and oversight requirements for cash flow management?

2.	Are these written guidelines:
· accessible to all Unit staff members with job duties related to the management of cash flow and spending rates? 
· accessible to all those managing staff with such job duties?
· periodically reviewed? 

3.	What are the organizational procedures for responding to cash flow and spending rate irregularities and variances?

Proposed Data Sources: Written policies and procedure manuals directly related to this topic; group and individual interviews with relevant Unit staff members

Frequency: Annually

	Condition 7:
	Documented evidence for written policies/procedures on M&E activities related to adherence to national standards of accounting practices



Definition of Terms: Management and documentation of budgets and expenditures must follow accounting standards that have been established as mandatory for all comparable types of organizations operating locally.

Purpose of Conditions: Management of budgets and expenditures requires adherence to both internal and external policies, and performance review of this function can be understood as a M&E concern as is the review of quality of trainings offered on these guidelines.

Key Questions:
1.	Are there written copies of the national standards of accounting practice?

2.	Are these written copies:
· accessible to all Unit staff members with job duties related to the management of budgets and expenditures? 
· accessible to all those managing staff with such job duties?

Proposed Data Sources: Document copies on national accounting standards; group and individual interviews with relevant Unit staff members

Frequency: Annually


	Condition 8:
	Documented evidence for annually contracting independent, external parties to conduct financial audits



Definition of Terms: National accounting standards most often require independent (unbiased) verification of an organization’s documentation on how it had made and managed expenditures. Such a financial audit should be contracted with accounting professionals who have no commercial or other connections with the organization or its staff members; ideally, the contract is rewarded to different, outside parties after every so many years.

Purpose of Conditions: Money (or grant funds) spent by an organization over the course of a year — amounts disbursed, transaction documentation provided, line item categories posted — may be subject to questions of doubt in the veracity of reporting, and even internal reviews using standard fiscal or M&E-related procedures may not fully dispel them. Accordingly, an impartial assessment after the close of each fiscal year is recommended, if not required.

Key Questions:
1.	Are there financial audit reports that had been prepared by outside professionals after the close of the each of the past few fiscal years?

2.	Were the financial audit reports signed off by these outside professionals as well as by the Unit’s senior executives and Board members?

3.	Were there any commercial or other connections that these outside professionals may have had with the organization or its staff members?

Proposed Data Sources: External audit reports from each of the past few fiscal years; individual interviews with Unit’s senior executives and Board members

Frequency: Annually

	Condition 9:
	Documented evidence for responsiveness to findings of sub-standard practices that had been noted in financial audits



Definition of Terms: Independent review of an organization’s documentation on how it had made and managed expenditures may determine that some of its fiscally-related practices require correction or improvement. The organization should have a written response to each citation of sub-standard performance, perhaps collated in a corrective action plan that would need to be signed off by senior executives and Board members.

Purpose of Conditions: It is very much a M&E-related task to ensure that there is active and substantive follow up to findings from assessments of the organization’s work processes or work results, whether they had been conducted by internal or external parties.

Key Questions:
1.	Were there any findings requiring organizational response that had been noted in financial audits conducted over the past few fiscal years?

2.	For those circumstances with audit findings, how, how well, and to what end did the organization respond?

3.	How were the organization’s responses documented?

4.	Is there a standard process by which the organization reviews and plans corrective action to findings of sub-standard practice?

5.	How is this standard process documented and disseminated within the organization?

Proposed Data Sources: External audit reports from each of the past few fiscal years; corrective action plans prepared in response to findings from audits; related documentation on procedures for corrective action; individual interviews with Unit’s senior executives and Board members

Frequency: Annually


	Condition 10:
	Documented evidence for remaining informed of all local, national, and donor-related regulations and requirements related to fiscal matters



Definition of Terms: An organization must follow relevant, financially-related guidelines that have been set by governmental bodies, regulatory agencies, and funding donors. Information on such regulations and requirements may be provided in policy updates, legal charters, funding grant instructions, or other, similar documentation, all of which should be compiled and stored for ready access by staff members.

Purpose of Conditions: Non-compliance to regulations and rules could risk legal problems or de-funding. The processes by which an organization remains current with applicable guidelines may well need to be internally monitored.

Key Questions:
1.	With regard to the organization’s efforts in remaining fully informed of legal and statutory requirements regarding fiscal operations and finances:
· how is this done?
· who is responsible?
· how is this documented?
· how is this shared with appropriate others in the organization? 

2.	With regard to the organization’s efforts in remaining fully informed of donor requirements regarding fiscal operations and finances:
· how is this done?
· who is responsible?
· how is this documented?
· how is this shared with appropriate others in the organization? 

Proposed Data Sources: Relevant government regulations, donor funding request instructions

Frequency: Annually

	Condition 11:
	Documented evidence for written policies/procedures on M&E activities related to budget allocations being set to support the completion of work activities, as set forth in Implementation Plans



Definition of Terms: Projection of costs to undertake and accomplish work to be done in the upcoming fiscal year can be speculative, especially if supportive information is unavailable or unreliable. Nonetheless, there should be a standard and clear process for researching and calculating such costs, including a formal review of actual expenditures from the previous year that are relevant for the new budget.

Purpose of Conditions: An effective method for estimating costs to be incurred when undertaking planned activities in the new fiscal year ensures that budgets are sound and work plans achievable. The review of the organization’s internal processes for budgeting and cost projections can be understood as an M&E concern.

Key Questions:
1.	How does the organization prepare its cost projections when preparing its Implementation Plans?

2.	How and how well does the organization review its past performance in budgeting for planned work activities for consideration when budgeting for next year’s activities?

3.	How and how well does the organization review its past performance in budgeting for expenses related to administrative support of work activities for consideration in next year’s budgeting of administrative support?

Proposed Data Sources: Budgets and expense reports from past two years; organization’s policies, procedures, and tools related to costing of work activities and administrative support

Frequency: Annually


	Condition 12:
	Documented evidence for written policies/procedures on M&E activities related to budget allocations being set to support the reporting of work-related data and results, as set forth in Implementation Plans



Definition of Terms: Projection of costs to ensure timely and complete reporting of work-related data and results, and the estimated costs for administrative support to this end, can be speculative as well. Nonetheless, there should be a standard and clear process for researching and calculating such costs, including a formal review of actual expenditures from the previous year that are relevant for the new budget.

Purpose of Conditions: An effective method for estimating all direct and indirect costs associated with reporting on the organization’s work — data collection, quality check, compilation, analysis, report writing, publication, and dissemination — better ensures that the anticipated level and quality of documentation will be met. The review of internal processes for budgeting and cost projections can be understood as an M&E concern.

Key Questions:
1.	How does the organization prepare cost projections for work data and results reporting when its prepares its Implementation Plans?

2.	How and how well does the organization review its past performance in budgeting for direct efforts on this activity for consideration when budgeting for next year’s activities?

3.	How and how well does the organization review its past performance in budgeting for administrative support of this activity for consideration in next year’s budgeting of administrative support?

Proposed Data Sources: Budgets and expense reports from past two years; organization’s policies, procedures, and tools related to costing of work reporting and administrative support

Frequency: Annually 


C
Implementation Plan and Implementation Processes and Systems in Support of M&E Activities

	Condition 1:
	Unit has annual Implementation Plan that is current or in development and that supports all M&E-related activities in that document’s accompanying M&E Plan



Definition of Terms: Both the Implementation Plan and its accompanying M&E Plan make reference to work goals, objectives, outcomes, and strategic approaches that should have been first established in the Strategic Plan. Also, these paired documents, prepared annually, are structured in a way to reflect a conceptual framework by which assumptions and rationales are presented for those activities that are planned out in calendar form for the upcoming year. For each of these activities, there are corresponding levels of inputs that are required for implementation and corresponding levels of outputs that are projected to be achieved.

However, the Implementation Plan, like the Strategic Plan, would have only broad reference to how performance will be assessed. The M&E Plan, on the other hand, would specify in greater detail the means, scope, frequency, and responsible parties by which work effectiveness and efficiency are to be measured. In addition, the M&E Plan describes how short- and longer-term results of implemented activities will be assessed. The strength of the underlying assumptions in the design of activities may likewise be subject to scrutiny. Finally, it is to be noted that, as there is greater prominence for data quality and usage among monitoring concerns, along with greater prominence in study design, sampling, and ethics among evaluation concerns, there might well be a Monitoring Plan developed apart from an Evaluation Plan. 

Purpose for Tracking Condition: The Implementation Plan may not provide sufficient operational detail with regard to monitoring and evaluating the implementation of planned activities and the ensuing short- and longer-term results. Accordingly, a separate document is required.

Key Questions:
1.	Is there an M&E Plan that corresponds to the Implementation Plan with regard to activities planned for the year?

2.	Does the M&E Plan:
· provide sufficient details on the means, scope, frequency, and responsible parties by which to measure the effectiveness and efficiency of activities undertaken for the year? 
· indicate when, how, and by whom assumptions in the planning of activities will be assessed? 
· provide sufficient guidance on all relevant concerns related to planned activities in monitoring and evaluation?

Proposed Data Sources: Latest Strategic Plan, Implementation Plan, M&E Plan

Frequency: Annually


	Condition 2:
	Implementation Plan and Annual Budget are revised concurrently through formalized policy and procedures, as conditions change with M&E work implementation and with revenue and expenditures



Definition of Terms: The Annual Budget details the financial requirements for implementing the range, type, and frequency of M&E-related activities specified in the annual Implementation Plan.

Purpose for Tracking Condition: The Implementation Plan is developed in consideration of range, type, and frequency of M&E-related activities that can be supported, as based on the Annual Budget, and that can be effective for reporting desired outputs and results, as based on assumptions in the M&E Plan. Accordingly, any changes to the M&E work approach or financial support for it would need to be reflected in all three of these documents. As such, ongoing study and recalibration within each year can be undertaken in two ways: monthly Expense Reports are reviewed against the Annual Budget, and documented achievement of M&E-related activities in quarterly progress reports are compared against those envisioned in the Implementation Plan.

Key Questions:
1.	Does the Annual Budget indicate support — with sufficient funding and resource (human and other) allocations — for each specific M&E-related activity, as had been documented in the Implementation Plan? 

2.	How and how frequently are expenditures for M&E-related line items in Expense Reports reviewed against their Annual Budget allocations?

3.	How effectively and promptly are Annual Budgets revised in order to accommodate to changes in the range, type, and frequency of M&E-related activities to be undertaken?

4.	How and how frequently is achievement of M&E-related activities that are documented in quarterly progress reports compared against those that had been envisioned in the Implementation Plan?

5.	How effectively and promptly are Implementation Plans and M&E Plans revised in order to accommodate to changes in the range, type, and frequency of M&E-related activities to be undertaken?

Proposed Data Sources: Latest Annual Budget, Implementation Plan, M&E Plan; Expense Reports and Progress Reports on M&E-related activities

Frequency: Annually

	Condition 3:
	Unit’s management participated in the development of the annual Implementation Plan, and its collaboration is documented



Definition of Terms: Unit management includes those holding higher-level technical positions, usually with supervisory responsibilities. Their participation in the development of the Implementation Plan means involvement — in person or on paper — in the presentation and discussion of broad topics and specific items that are incorporated in the document.

Purpose of Tracking Conditions: Participation in the development and finalization of the Implementation Plan by the Unit management suggests its commitment to the principles and courses of action described therein, along with its full support of the assumptions and rationales underlying the document’s conceptual framework. Also, managers’ involvement is indicative of their endorsement of the operational particulars: range, type, and scheduling of planned activities, levels of inputs projected for implementation; levels of outputs and results anticipated as achievements. Finally, it allows for their concerns, priorities, and views — they are expected to scan and assess the Unit’s work world — to be shared with the Unit’s staff members, who should be oriented by this document in what, how, in what time frame, and why they do their work. 

Key Questions:
1.	For development of the current Implementation Plan, did the organization ensure sufficient participation of managers?

2.	Were their comments and recommendations incorporated in the document?

3.	How were their comments and recommendations in the Implementation Plan documented?

Proposed Data Sources: Latest Implementation Plan; group and individual interviews with Unit managers; minutes of meetings that dealt with Implementation Plan development

Frequency: Annually

	Condition 4:
	Unit’s staff members — in sufficient number and diversity — participated in the development of the Implementation Plan, and their collaboration is documented



Definition of Terms: For practicality’s sake, invitation of selected Unit staff members to collaborate on the Implementation Plan could be extended to only a small representation. Attendance by how many and from which backgrounds, however, is usually a management decision. 

Purpose for Tracking Conditions: Staff involvement would allow for an informative, broader range of views and ideas to be presented and taken into consideration in the preparation of the Implementation Plan. As well, their participation would likely engender greater understanding and adherence to the principles and courses of action outlined in the document. Copies of the finalized version should be available to all relevant staff members. 

Key Questions: 
1.	For the development of the current Implementation Plan, was there ensure sufficient participation from among the Unit’s staff members?

2.	Were their comments and recommendations incorporated in the document?

3.	How were their comments and recommendations in the Implementation Plan documented?

Proposed Data Sources: Latest Implementation Plan; group and individual interviews with Unit staff members; minutes of meetings that dealt with Implementation Plan development

Frequency: Annually

	Conditions 5 & 6:
	Unit’s staff members can cite objectives, outcomes, and planned activities presented in the Implementation Plan and accompanying M&E Plan and they understand their roles in fulfilling stated objectives and outcomes



Definition of Terms: The Implementation Plan and its accompanying M&E Plan make reference to work goals, objectives, outcomes, and strategic approaches. They also present underlying assumptions and rationales for activities that have been planned out in calendar form for the upcoming year. In addition, these documents specify the levels of inputs projected for implementation of these activities as well as the levels of outputs and results that are anticipated.
 
Purpose for Tracking Conditions: While only some staff members may have participated in the development of these documents, copies of the finalized versions should have been made available to all those with relevant work responsibilities in order to engender greater understanding of and adherence to the principles and courses of action.

Key Questions: 
1.	Were copies of the current Implementation Plan, and M&E Plan provided to all Unit staff members with relevant work responsibilities?

2.	Are staff members generally familiar with:
· main work goals and strategies stated in the Implementation Plan? 
· range, type, and scheduling of activities that are planned for the upcoming year? 
· levels of inputs projected as needed for implementation?
· levels of outputs and results anticipated?
· respective roles in fulfilling objectives and outcomes stated in the Implementation Plan?

Proposed Data Sources: Latest Implementation Plan; group and individual interviews with Unit staff members; Progress Reports on M&E-related activities

Frequency: Annually


	Condition 7:
	Documented evidence for written policies/procedures on M&E activities related to the review of completed work and achieved results on a quarterly or more frequent basis



Definition of Terms: The Implementation Plan and its accompanying M&E Plan present planned activities in calendar form for the upcoming year. In addition, these documents specify the levels of inputs needed in order to implement these activities as well as the levels of outputs and results projected after having carried out these activities.

Purpose for Tracking Conditions: Designated staff members need to report on work progress periodically (at least quarter-ly) to their superiors and to the Unit’s management. Content would cover range, type, and frequency of inputs deployed for carrying out certain activities that had been planned by which certain levels of outputs and results had been projected. This reporting and its review should be done in compliance to pre-set guidelines and procedures. Progress Reports are nearly always expected to be written, and Unit management, among the readers of these documents, are responsible for ensuring the quality of content and timeliness of submission. Even the range of the document’s distribution to all required readers can be appraised. Then again, those held responsible for ensuring relative adherence to Implementation Plans (or their revision, if the plans are found impractical or deficient) should have methods beyond periodic reports to be apprised of work progress.

Key Questions: 
1.	Are there guidelines and procedures for the preparation, submission, and distribution of copies of Progress Reports?

2.	Are there guidelines and procedures for organizing formal review of the content of Progress Reports?

3.	Are there specifications on the intended recipients of Progress Reports?

4.	Are there other methods, formal or informal, for management to remain properly informed of work progress?

Proposed Data Sources: Latest Progress Reports; group and individual interviews with Unit staff members and managers; minutes of meetings that dealt with review of Progress Reports

Frequency: Annually

	Condition 8:
	Documented evidence for written policies/procedures on M&E activities related to responsiveness in taking corrective action when planned work remains incomplete or intended results are unachieved



Definition of Terms: Formal reviews of progress made in implementation of planned activities and in attainment of expected results should be led with attention to determining when, how, and by whom corrective action is required. The Implementation Plan and M&E Plan serve as primary references for work performance standards. Additionally, there may be guidelines and procedures established elsewhere for identifying those circumstances when underachievement demands a certain level of responsiveness. 

Purpose for Tracking Conditions: Staff members with relevant responsibilities to supervise and manage work progress are accountable for discerning and responding to performance deficiencies. Their review of Progress Reports should be but one of several sources of information for ensuring relative adherence to the Implementation Plan and M&E Plan. In instances of sub-standard performance, they are expected to specify and coordinate corrective action. In certain cases, the documents themselves may need to be revised, if experience proves that certain planning components or practices are impractical or unhelpful in fulfilling work objectives and outcomes.

Key Questions: 
1.	Are there guidelines and procedures for:
· determining how and when corrective action is required as a response by Unit management? 
· monitoring the execution of follow-up measures? 
· determining the need for revisions to the Implementation Plan and M&E Plan so that performance standards are practical and meaningful for the achievement of work objectives and outcomes? 

Proposed Data Sources: Corrective Action Reports; guidelines and procedures related to corrective action; group and individual interviews with Unit staff members and managers; minutes of meetings that dealt with review of Progress Reports and instances requiring corrective action

Frequency: Annually

	Condition 9:
	Documented evidence for written policies/procedures on M&E activities related to responsiveness in reporting work-related problems for resolution to relevant staff, management, leadership, and funders



Definition of Terms: All those with direct and indirect responsibilities for ensuring that activities are undertaken as planned and that results are generated as anticipated need to be kept timely apprised when work problems arise. While resolution of such problems may not necessarily require active intervention on the part of those with indirect responsibilities (leadership and funders), they may be involved in formulating strategies for corrective action and accordingly need to be kept informed. As such, there should be established guidelines for timely advising all relevant parties of such matters through the different means that are employed: Progress Reports, annual reviews sessions of Implementation Plans, and ad-hoc communications and meetings. 

Purpose for Tracking Conditions: Prompt responsiveness to addressing work-related problems is dependent on prompt reporting to all parties concerned. 

Key Questions: 
1.	Are there guidelines and procedures for:
· determining how, how soon, under what circumstances, and to whom work-related problems are to be reported? 
· monitoring the performance of those responsible for informing all relevant parties of work-related problems? 

Proposed Data Sources: Corrective Action Reports; guidelines and procedures related to corrective action; group and individual interviews with Unit staff members and managers; minutes of meetings that dealt with review of Progress Reports and instances requiring corrective action

Frequency: Annually

	Condition 10:
	Documented evidence for written policies/procedures on M&E activities related to review and revision of technical procedure manuals



Definition of Terms: For those within an organization who are responsible for undertaking or managing a set of technical activities, there should be clear and readily available guidelines for following established work processes and for assessing work performance. Often compiled as procedure manuals, they are as instructive and valuable to technical workers as they are to their managers and to administrators, including all those within the M&E work sphere. 

Purpose for Tracking Conditions: Procedure manuals need to reflect the full complement of work tasks within each technical area as well as the most currently accepted standards for how those tasks are to be undertaken and completed. Over a period of time, though, there may well be changes in the number and nature of such technical tasks, and even in the most accepted means for doing them. Accordingly, there should be periodic occasions when guidelines are re-assessed and revised, and to support this, there should be established parameters for scheduling and re-assessing technical work performance standards.

Key Questions: 
1.	Are there guidelines and procedures for:
· determining how, how frequently, under what circumstances, and with whom technical procedure manuals are to be re-assessed and revised? 
· monitoring the quality of technical procedure manuals for completeness, relevance, validity, usefulness? 

Proposed Data Sources: Technical procedure manuals; guidelines and procedures related to reviewing and revising these procedure manuals; group and individual interviews with staff members and managers involved with re-assessing them; minutes of meetings that dealt with review of technical procedure manuals

Frequency: Annually


	Condition 11:
	Documented evidence for written policies/procedures on M&E activities related to review and revision of operational procedure manuals



Definition of Terms: For those within an organization who are responsible for undertaking or managing a set of operations for administrative support to the organization, there should be clear and readily available guidelines for following established work processes and for assessing work performance. Often compiled as procedure manuals, they are as instructive and valuable to such workers as they are to their managers. 
 
Purpose for Tracking Conditions: Procedure manuals need to reflect the full complement of work tasks within each of the organization’s administrative support areas. These should also provide instruction on the most currently accepted standards for how those tasks are to be undertaken and completed. Over a period of time, though, there may well be changes in the number and nature of such administrative support tasks, and even in the most accepted means for doing them. Accordingly, there should be periodic occasions when guidelines are re-assessed and revised; for this, there should be established parameters for scheduling and re-assessing operational work performance standards.

Key Questions: 
1.	Are there guidelines and procedures for:
· determining how, how frequently, under what circumstances, and with whom operational procedure manuals are to be re-assessed and revised? 
· monitoring the quality of operational procedure manuals for completeness, relevance, validity, usefulness? 

Proposed Data Sources: Operational procedure manuals; guidelines and procedures related to reviewing and revising these procedure manuals; group and individual interviews with staff members and managers involved with re-assessing them; minutes of meetings that dealt with review of operational procedure manuals

Frequency: Annually

	Condition 12:
	Documented evidence for written policies/procedures on M&E activities related to effective management of staff payroll and staff hours



Definition of Terms: Management and documentation of staff members employed by the organization, and salary payments to them, are administrative functions that require information on those newly hired and those departing to be frequently updated and verified.  

Purpose of Conditions: An effective human resource management system ensures that salaries are issued timely and in correct amounts to those only on staff. Furthermore, responsiveness to work position openings is prompt, and staffing patterns are studied and considered before there are revisions to policies and procedures related to hiring and staff development. Also, there is need for the organization to remain current with legislation and government guidelines that directly relate to recruitment, wage compensation, and staff benefits. The review of all these internal processes can be understood as an M&E concern.

Key Questions:
1.	Does the organization review past staffing patterns when considering changes to policies and procedures related to hiring and staff development?

2.	How and how well is the organization informed on the subject of:
· staff hires and attrition? 
· salaries for comparable level staff working elsewhere? 
· current and changing laws related to staff recruitment, compensation, and benefits? 

Proposed Data Sources: Staffing reports and salary payroll statements; organization’s policies and procedures related to staff recruitment and development; related, internal documents from organization’s human resource department and staff managers

Frequency: Annually


D
Processes and Systems for Documenting and Reporting on Work Activities and Results – Part I

	Condition 1:
	Documented evidence for written policies/procedures for monitoring work inputs on a quarterly or more frequent basis



Definition of Terms: In support of M&E of work activities, there should be standardized procedures for collecting and analyzing information related to work inputs, that is, those financial, human, material, and/or intellectual resources deployed during work intervention.

Purpose of Conditions: Work inputs are critical for the realization of related activities. The amount and type required and the frequency of their use are all carefully considered in advance of the work’s start. As detailed in Implementation Plans, the scheduled need for work inputs are most often presented in a time chart organized in three-month periods. Cross-comparing the level of actual deployment of work inputs against the projected, quarterly need levels is a basic monitoring function. So is the determination of reasonable causes for instances of significant variance, along with recommendations for scale and type of corrective action to be taken. All these M&E procedures should be codified for promoting consistency and quality of practice.

Key Questions:
1.	Are there guidelines and procedures for:
· documenting work inputs used? 
· reporting on work inputs to specified parties within the organization on at least a quarterly basis? 
· cross-comparing actual deployment of work inputs against projected need levels on at least a quarterly basis? 
· determining reasonable causes of significant variance between planned versus actual deployment of work inputs?
· adjudging scale and type of corrective action to be taken in response to instances of noteworthy variance? 

Proposed Data Sources: organization’s policies, procedures, and tools related to reporting on and monitoring work inputs and related to taking corrective action; Implementation Plans; on-site work documentation reports; Progress Reports; Corrective Action Reports; group and individual interviews with Unit staff members and managers; minutes of meetings that dealt with review of Progress Reports and Corrective Action Reports

Frequency: Annually


	Condition 2:
	Documented evidence for written policies/procedures for monitoring work activities on a quarterly or more frequent basis



Definition of Terms: Work activities are any interventions that have been planned and executed in order to fulfill work objectives and outcomes. There should be standardized procedures for collecting and analyzing information related to such activities, which can range very broadly and include:

· distribution of work inputs to targeted recipients
· organization and delivery of training sessions and other forms of instruction
· organization and delivery of direct services to intended target populations
· design and dissemination of educational/informational materials/messages
· development of tools and applications for data collection and analysis
· completion and final reporting on research or survey work
· implementation of revised policies and procedures to improve scope and quality of work service, management, or documentation

Purpose of Conditions: The number, type, and frequency of work activities are all carefully considered in advance when formulating means for fulfilling work objectives and outcomes. As detailed in Implementation Plans, the scheduling of work activities are most often presented in a time chart organized in three-month periods. Cross-comparing actual implementation of work activities against those that had been planned is a basic monitoring function. So is the determination of reasonable causes for instances of significant variance, along with recommendations for scale and type of corrective action to be taken. All these M&E procedures should be codified for promoting consistency and quality of practice.

Key Questions:
1.	Are there guidelines and procedures for:
· documenting work activities implemented? 
· reporting on them to specified parties within the organization on at least a quarterly basis? 
· cross-comparing completion of work activities against those that had been planned on at least a quarterly basis? 
· determining reasonable causes of significant variance between planned versus actual work implemented? 
· adjudging scale and type of corrective action to be taken in response to instances of noteworthy variance? 

Proposed Data Sources: organization’s policies, procedures, and tools related to reporting on and monitoring work activities and related to taking corrective action; Implementation Plans; on-site work documentation reports; Progress Reports; Corrective Action Reports; group and individual interviews with Unit staff members and managers; minutes of meetings that dealt with review of Progress Reports and Corrective Action Reports

Frequency: Annually


	Condition 3:
	Documented evidence for written policies/procedures for monitoring work processes on a quarterly or more frequent basis



Definition of Terms: Work processes are approaches that are or become standardized in practice for facilitating deployment of work inputs and execution of work activities — as had been planned in scope, kind, frequency, and quality — so that work objectives and outcomes can be fulfilled. There should be procedures for collecting and analyzing information related to these work processes, which can range very broadly and include methods for:

· managing inventory and flow of work inputs that are distributed to targeted recipients
· reviewing design and delivery of training and learning sessions that incorporate effective, learning principles
· monitoring quality and scope of direct services that are actually delivered to intended target populations
· assessing comprehensibility and receptivity of educational/informational messages by appropriate target populations
· monitoring correct, consistent, and efficient use of data collection and analysis tools
· monitoring quality of data on work inputs deployed and work activities executed in order to assess for data completeness, accuracy, and relevance to fulfilling work objectives and outcomes
· monitoring quality and scope of reports that relate to results-based analyses of work inputs deployed and work activities executed
· monitoring utilization of data analysis findings that relate to assessment and improvement of work quality and service coverage
· supervising and professionally developing work staff according to pre-established guidelines
· conducting operational and technical research to further improve work processes and work planning
· incorporating revised policies and procedures in order to improve operational performance

Purpose of Conditions: As standard practice for facilitating deployment of work inputs and execution of work activities, work processes should be detailed in the Implementation Plan. Accordingly, Progress Reports should document on how well these processes are being carried out and it should raise concerns when difficulties arise. With experience from work implementation, it can be expected that what may have seemed practical during the planning stage may later prove to be too laborious to execute. Whether minor or major revisions are required for operations to be better guided for meeting work objectives and fulfilling work outcomes, such changes need to be documented in the Progress Report and, when changes are extensive, in the Implementation Plan. Significant alterations to work processes will also need to be incorporated in technical and/or operational procedure manuals, and should have been documented in Corrective Action Reports. The monitoring of work processes for effectiveness and efficiency and the appropriate reporting of such are seen as M&E concerns.

Key Questions:
1.	Are there guidelines and procedures for:
· documenting the effectiveness and efficiency of work processes? 
· reporting on findings to specified parties within the organization on at least a quarterly basis? 
· cross-comparing work processes actually executed against those expected to be implemented, as described in the Implementation Plan, on at least a quarterly basis? 
· determining reasonable causes of significant variance between planned versus actual implementation of work processes?
· adjudging scale and type of corrective action to be taken in response to instances of noteworthy variance? 

Proposed Data Sources: organization’s policies, procedures, and tools related to reporting on and monitoring work processes and related to taking corrective action; Implementation Plans; on-site work documentation reports; Progress Reports; Corrective Action Reports; group and individual interviews with Unit staff members and managers; minutes of meetings that dealt with review of Progress Reports and Corrective Action Reports

Frequency: Annually


	Condition 4:
	Documented evidence for written policies/procedures for monitoring work outputs on a quarterly or more frequent basis



Definition of Terms: In support of M&E of work activities, there should be standardized procedures for collecting and analyzing information related to work outputs, that is, direct products or deliverables arising from a completed activity — training or informational session held, persons served or reached, materials created or distributed — that are relevant for fulfilling work objectives and outcomes.

Purpose of Conditions: Work outputs result from work inputs being deployed and work activities executed. The amount and type of work outputs expected to be generated are carefully considered in advance and, as detailed in Implementation Plans, are quantified in projections for, usually, each three-month period. Cross-comparing the amount and type of work outputs expected and actually generated during that time span — as documented in Progress Reports — is a basic monitoring function. So is the determination of reasonable causes for instances of significant variance, along with recommendations for scale and type of corrective action to be taken. All such oversight procedures in M&E practice should be codified for consistency and quality.

Key Questions:
1.	Are there guidelines and procedures for:
· documenting work outputs generated?
· reporting on findings to specified parties within the organization on at least a quarterly basis? 
· cross-comparing actual generation of work outputs against projected levels on at least a quarterly basis? 
· determining reasonable causes of significant variance between planned versus actual generation of work outputs? 
· adjudging scale and type of corrective action to be taken in response to instances of noteworthy variance? 

Proposed Data Sources: organization’s policies, procedures, and tools related to reporting on and monitoring work inputs and related to taking corrective action; Implementation Plans; on-site work documentation reports; Progress Reports; Corrective Action Reports; group and individual interviews with Unit staff members and managers; minutes of meetings that dealt with review of Progress Reports and Corrective Action Reports

Frequency: Annually

	Condition 5:
	Documented evidence for written policies/procedures on M&E activities related to responsiveness in ensuring collection of all required work-related data



Definition of Terms: As a basic M&E function, there should be established standardized procedures for ensuring the collection of all elements related to inputs, activities, processes, and outputs that are essential for work implementation and reporting purposes.

Purpose of Conditions: Work inputs, activities, processes, and outputs are all carefully considered in the formulation of the Implementation Plan, through which work objectives and outcomes are determined and level of achievement defined. As a basic monitoring function, cross-comparisons are made between performance levels for the past period, as noted in the Progress Report, to projected levels, as presented in the Implementation Plan, which covers a year’s span. Given the inter-relationships among work inputs, activities, processes, and outputs in creating conditions by which to fulfill expectations, these implementation elements must be reported and analyzed comprehensively, not selectively. All such M&E procedures should be codified for promoting consistency and quality of practice.

Furthermore, in instances of significant performance variance, determination of reasonable causes could result in reconsideration and recalibration of any one or combination of these implementation elements so that overall work objectives and outcomes can still be achieved. Recommendations for scale and type of responsive action should be documented in a Corrective Action Report, while assessment of achievements and constraints encountered over the course of the one-year period of an Implementation Plan can lead to revisions to the following year’s version of this document.

Key Questions:
1.	Are there guidelines and procedures for:
· ensuring full documentation of work inputs, activities, processes, and outputs?
· reporting on all work inputs, activities, processes, and outputs to specified parties within the organization on at least a quarterly basis? 
· cross-comparing actual performance across all these implementation elements to each of their respective, projected levels on at least a quarterly basis? 
· determining reasonable causes of significant variance between planned versus actual performance levels of each of these elements? 
· adjudging scale and type of corrective action to be taken in response to instances of noteworthy variance? 

Proposed Data Sources: organization’s policies, procedures, and tools related to reporting on and monitoring all implementation elements and related to taking corrective action; Implementation Plans; on-site work documentation reports; Progress Reports; Corrective Action Reports; group and individual interviews with Unit staff members and managers; minutes of meetings that dealt with review of Progress Reports and Corrective Action Reports

Frequency: Annually

	Condition 6:
	Documented evidence for written policies/procedures on M&E activities related to responsiveness in ensuring timely collection of all required work-related data



Definition of Terms: As a basic M&E function, there should be established standardized procedures for ensuring the timely collection of all elements related to inputs, activities, processes, and outputs that are essential for work implement-tation and reporting purposes.

Purpose of Conditions: Work inputs, activities, processes, and outputs are all carefully considered in their scheduling within the Implementation Plan so that work objectives and outcomes can be fulfilled within the overall projected timeframe. Progress Reports provide regular — usually three-month — updates on what had been accomplished for the past period, against which cross-comparisons are made to projections found in the Implementation Plan, which covers a year’s span. Timely reporting of constraints or instances of under-performance facilitates timely determination of reasonable causes and corrective action measures, so that overall work objectives and outcomes can still be achieved. Recommendations for scale and type of responsive action should be documented in a Corrective Action Report, while assessment of achievements and constraints encountered over the course of the one-year period of an Implementation Plan can lead to revisions to the following year’s version of this document. 

Key Questions:
1.	Are there guidelines and procedures for ensuring timely:
· documentation of work inputs, activities, processes, and outputs?
· reporting on work inputs, activities, processes, and outputs to specified parties within the organization? 
· cross-comparison of actual performance across all these implementation elements to each of their projected levels? 
· determination of reasonable causes of significant variance between planned versus actual performance levels of each of these elements?
· decision making on scale and type of corrective action to be taken in response to instances of noteworthy variance? 

Proposed Data Sources: organization’s policies, procedures, and tools related to reporting on and monitoring all implementation elements and related to taking corrective action; Implementation Plans; on-site work documentation reports; Progress Reports; Corrective Action Reports; group and individual interviews with Unit staff members and managers; minutes of meetings that dealt with review of Progress Reports and Corrective Action Reports

Frequency: Annually


	Condition 7:
	Documented evidence for written policies/procedures on M&E activities related to responsiveness in ensuring high quality of all required work-related data



Definition of Terms: As a basic M&E function, there should be established standardized procedures for ensuring the quality of the data collected regarding inputs, activities, processes, and outputs that are essential for work implementation and reporting purposes.

Purpose of Conditions: Work inputs, activities, processes, and outputs are all elements that are carefully considered when the Implementation Plan defines objectives and outcomes to be fulfilled within the overall projected timeframe. In the cross-comparisons to be made between actual versus projected performance levels, as drawn from Progress Reports and Implementation Plans respectively, quality shortcomings in some of the data may compromise the validity of analysis findings. Accordingly, a basic M&E function should be the routine monitoring of data quality for completeness and accuracy; also worthy of monitoring is the data’s continued relevance for adjudging progress towards fulfillment of work objectives and outcomes. 

Key Questions:
1.	Are there guidelines and procedures for:
· monitoring data quality of implementation elements (inputs, activities, processes, outputs) on at least a quarterly basis?
· reporting findings on data quality to specified parties within the organization on at least a quarterly basis? 
· responding to instances when data quality is found to be deficient in terms of completeness and/or accuracy?
· responding to instances when data quality is found to be deficient in terms of relevance in adjudging progress towards fulfillment of work objectives and outcomes? 
· adjudging scale and type of corrective action to be taken when data is found to be of sub-standard quality? 

Proposed Data Sources: organization’s policies, procedures, and tools related to reporting of data on implementation elements; organization’s policies, procedures, and tools related to routine quality review of such data and related to taking corrective action; Implementation Plans; on-site work documentation reports; Progress Reports; Corrective Action Reports; group and individual interviews with Unit staff members and managers; minutes of meetings that dealt with review of Progress Reports and Corrective Action Reports

Frequency: Annually

	Condition 8:
	Documented evidence for written policies/procedures on M&E activities related to responsiveness in ensuring required analysis of all required work-related data



Definition of Terms: As a basic M&E function, there should be established standardized procedures for ensuring that analysis is done on all data collected regarding inputs, activities, processes, and outputs that are essential for work implementation and reporting purposes.

Purpose of Conditions: Work inputs, activities, processes, and outputs are all elements that are carefully considered when the Implementation Plan defines objectives and outcomes to be fulfilled within the overall projected timeframe. If Progress Reports present data with insufficient or suspect analysis, it is left undetermined whether implementation performance levels are truly being achieved or not. Furthermore, lack of substantive cross-comparisons between actual versus projected levels, as drawn from the Implementation Plan, may result in the continuation from one year to the next of substandard achievement and persistence of negative effects from constraints that could be mitigated. Accordingly, a basic M&E function should be the routine analysis of data to ensure informed oversight of implementation performance and to ensure measured progress towards the fulfillment of work objectives and outcomes. 

Key Questions:
1.	Are there guidelines and procedures for:
· conducting analysis of data related to implementation performance on at least a quarterly basis?
· reporting findings on implementation performance to specified parties within the organization on at least a quarterly basis? 
· responding to instances when data analysis suggests that implementation performance is found to be deficient? 
· adjudging scale and type of corrective action to be taken in response to instances of noteworthy variance in implementation performance? 

Proposed Data Sources: organization’s policies, procedures, and tools related to data analysis and reporting; organization’s policies, procedures, and tools related to routine data analysis and related corrective action responsiveness; Implementation Plans; on-site work documentation reports; Progress Reports; Corrective Action Reports; group and individual interviews with Unit staff members and managers; minutes of meetings that dealt with review of Progress Reports and Corrective Action Reports

Frequency: Annually

	Conditions 9 & 10:
	Documented evidence for written policies/procedures on M&E activities related to regularly reporting of relevant findings from analysis of work-related data to Unit’s leadership and management



Definition of Terms: As a basic M&E function, there should be established standardized procedures for ensuring that relevant findings from the analysis of implementation performance is regularly reported to the organization’s leadership and management.

Purpose of Conditions: Those holding the most senior positions in the organization need to be regularly apprised of progress made in fulfilling work objectives and outcomes stated in the Implementation Plan. As Progress Reports offer implementation-related information in some detail, with cross-comparisons made between actual versus projected levels for that reporting period, readers at the most senior positions may be better served with separate, less frequent reporting by which to provide an overview of performance and any corrective action steps taken. Among the responsibilities of those with M&E functions is the preparation of information that is not only complete, accurate, and timely but also relevant to the needs and interests of the intended audience. 

Key Questions:
1.	Are there guidelines and procedures for:
· reporting on a regular basis implementation performance and related findings that are specific to the needs and interests of the organization’s leadership and management? 
· soliciting from the organization’s leadership and management informational needs and wants specific to them? 

2.	Does the M&E Plan provide guidance to the informational needs and wants of the organization’s leadership and management?

Proposed Data Sources: organization’s policies, procedures, and tools related to data analysis and reporting; organization’s policies, procedures, and tools related to assessment of information needs of specific audiences; Implementation Plan and Progress Reports; overview reports; group and individual interviews with organization’s leadership and management

Frequency: Annually


	Conditions 11 & 12:
	Documented evidence for written policies/procedures on M&E activities related to regularly reporting of relevant findings from analysis of work-related data to Unit’s funders, supporters, and target population representatives



Definition of Terms: As a basic M&E function, there should be established standardized procedures for ensuring that relevant findings from the analysis of implementation performance is regularly reported to those outside the organization who have vested interest in its work: providers of funding and other support to the organization; representatives from population targeted by the organization’s work.

Purpose of Conditions: External supporters of the organization and representatives among those benefitting from its work need to be regularly apprised of progress made by the organization in fulfilling its work objectives and outcomes, as had been stated in the Implementation Plan. Since Progress Reports offer implementation-related information in some detail, with cross-comparisons made between actual versus projected levels for that reporting period, outside readers may be better served with separate, less frequent reporting by which to provide an overview of performance and any corrective action steps taken. Among the responsibilities of those with M&E functions is the preparation of information that is not only complete, accurate, and timely but also relevant to the needs and interests of the intended audience. 

Key Questions:
1.	Are there guidelines and procedures for:
· reporting on a regular basis implementation performance and related findings that are specific to the needs and interests of the organization’s outside supporters and beneficiaries? 
· soliciting from the organization’s outside supporters and beneficiaries informational needs and wants specific to them? 

2.	Does the M&E Plan provide guidance in fulfilling informational needs of supporters and beneficiaries of the organization?

Proposed Data Sources: organization’s policies, procedures, and tools related to data analysis and reporting; organization’s policies, procedures, and tools related to assessment of information needs of specific audiences; Implementation Plan and Progress Reports; overview reports; group and individual interviews with organization’s leadership and management

Frequency: Annually

	Conditions 13 & 14:
	Documented evidence for written policies/procedures on M&E activities related to the reporting that findings on the organization’s performance have been reviewed and used by the organization’s leadership and management



Definition of Terms: As a basic M&E function, there should be established standardized procedures for reporting those instances when the organization’s leadership and management review and respond to findings that have been derived from analysis of the organization’s work performance.

Purpose of Conditions: Those holding the most senior positions in the organization need to have documented their level of responsiveness to findings derived from analysis of progress made in fulfilling work objectives and outcomes, as had been stated in the Implementation Plan. Since they are provided with specially-prepared reports giving an overview of performance and corrective action steps taken, with format and type of content meeting their specifications, they need have formally documented their review of these reports and their response to them. Among M&E functions is the documentation of information use across the organization, including by those at the top. 

Key Questions:
1.	Are there guidelines and procedures for:
· documenting the reading of performance overview reports by the organization’s leadership and management
· documenting responses of organization’s leadership and management to performance overview reports? 
· following up on responses and recommendations made by leadership and management? 

2.	Does the M&E Plan provide guidance to the management of responses to performance overview reports by the organization’s leadership and management?

Proposed Data Sources: organization’s policies, procedures, and tools related to data analysis, reporting, and assessment of information needs of specific audiences; Implementation Plan; Progress Reports; overview reports; group and individual interviews with organization’s leadership and management

Frequency: Annually

E
Processes and Systems for Documenting and Reporting on Work Activities and Results – Part 2

	Conditions 1, 2, 3, 4:
	Documented evidence for written policies/procedures on externally-led evaluations
to assess degrees of effectiveness and efficiency with respect to projections set by
Annual Budgets, Implementation Plans, Corrective Action Plans in:
· budgeting and deploying inputs
· undertaking work processes
· completing planned activities
· generating projected outputs



Definition of Terms: Deserving outside scrutiny is the degree to which inputs (staffing, budget and other resources) had been deployed at prescribed levels and in a timely way so that, through pre-selected work processes, projections were met with regard to carrying out specific activities and generating outputs (deliverables). All these criteria would have been established in the annually-based Budgets and Implementation Plans, reported on in Progress Reports, and modified if necessary in Corrective Action Plans.

Purpose for Tracking Condition: Besides its own systems for ongoing monitoring of internal procedures, processes, and performance, an organization needs on occasion to complementarily seek external, impartial appraisal of its operations and work achievements. The Annual Budget should have clearly stated the monetary and human resource inputs to be devoted in order to support all aspects of related work. Projected activities should have been described and mapped out in the first Implementation Plan and subsequent performance results documented in Progress Reports. Moreover, reviews of Annual Budgets and Expense Reports would have allowed for operational reconsiderations, noted in Corrective Action Plans, and for recalibrations from year to year in succeeding Implementation Plans. 

An evaluation affords an opportunity to have comparative assessment made between planned and actual levels regarding consumption of inputs and attainment of achievements. Other areas of study include:

· timeliness (completion of activities, execution of processes, adoption of procedures)
· productivity (ratio of inputs required to generate desired achievements with regard to quantity and quality of outputs)
· responsiveness (variance between prescribed, corrective changes, as based on monitoring findings, to changes actually and fully executed)

As interpretative frameworks for judging overall organizational performance, effectiveness and efficiency are often used, where, in broad terms, the former considers if the “right” work had been undertaken, whereas the latter if the work had been done “right.”

· effectiveness would measure success in undertaking work processes, completing activities, or generating outputs
· efficiency would assess different approaches for deploying resources and expending time in order to undertake work processes, complete activities, or generate outputs

Key Questions:
1.	Are there provisions made in the M&E Plan and Budget to have externally-led evaluations conducted in order to assess degrees of effectiveness and efficiency with respect to deployment of inputs, implementation of processes, execution of activities, and generation of outputs?

2.	Have there actually been externally-led evaluations on these areas?

3.	Are there reports based on findings from these externally-led evaluations?

Proposed Data Sources: M&E Plan, Annual Budgets, Implementation Plans, Evaluation Reports

Frequency: Every 3–5 years



	Conditions 5, 6, 7:
	Documented evidence for written policies/procedures on externally-led evaluations
to assess degrees of effectiveness and efficiency, with reasons thereof, with respect to projections set by Annual Budgets, Implementation Plans, Corrective Action Plans in:
· meeting pre-set objectives
· achieving desired outcomes
· contributing to desired impact



Definition of Terms: Deserving outside scrutiny is the degree to which work achievements (activities carried out and outputs generated) have led to the range and scale of work results that had been anticipated during work planning. Parameters by which an external assessment can be conducted are the varying levels of success in fulfilling expectations regarding objectives, outcomes, and impact. 

· objectives are written in quantifiably measurable and time-based terms to reflect desired, responsive changes in a target population directly due to completion of one or more, specific work interventions with that group
· outcomes are written more broadly in terms of desired, overall change in status, behavior, or condition within a target population that is subsequently responding to the cumulative effects of work interventions undertaken
· impact statements are written most broadly in terms of desired, overall status or condition of the target population that remains in effect for a much longer time period and that may be attributed, at least in part, to work interventions that had been undertaken and completed some time in the past

All these criteria would have been established in the initial Implementation Plan and the reporting of work performance against these measures (objectives and outcomes, most often) would be presented in a Progress Report that reviews a full year of implementation. Modifications of resources and activities in order to sustain progress towards meeting objectives and outcomes would be documented in Corrective Action Plans.

As interpretative frameworks for judging overall organizational performance, effectiveness and efficiency are often used, where, in broad terms, the former considers if the “right” work had been undertaken, whereas the latter if the work had been done “right.”

· effectiveness would measure success of results in fulfilling an objective or achieving a desired outcome from those interventions actually carried out (which, in turn, could be compared to the optimum success expected when interventions are done in a controlled or ideal setting)
· efficiency would assess different approaches for deploying resources and expending time in order to fulfill an objective or achieve a desired outcome

Purpose for Tracking Condition: An organization benefits from impartial appraisal of both its work achievements (Conditions 1, 2, 3, 4) as well as its work results (Conditions 5, 6, 7), since it cannot assuredly claim to be effective and efficient if there is no corroborating study of consequences from the activities it has undertaken and the resources it has used. In brief, “What did you do?” and “How well did you do it?” are insufficient to explain “What did it all mean?”

An evaluation affords an opportunity to re-consider if type, frequency, and scale of planned interventions are in alignment with expected outcomes. Other areas of study include:

· relevance (value of achievements towards fulfillment of work objectives and outcomes)
· replicability (likelihood of achievements being sustained over time or attained elsewhere with deployment of same level of inputs)

Key Questions:
1.	Are there provisions made in the M&E Plan and Budget to have externally-led evaluations conducted in order to assess degrees of effectiveness and efficiency with respect to meeting pre-set objectives, achieving desired outcomes, and contributing to desired impact?

2.	Have there actually been externally-led evaluations on these areas?

Proposed Data Sources: M&E Plan, Annual Budgets, Implementation Plans, Evaluation Reports

Frequency: Every 3–5 years



	Condition 8:
	Documented evidence for written policies/procedures on M&E activities related to allocation of budget and other resources to support collection of all required work data and information



Definition of Terms: Projection of costs and resources needed by an organization to collect all work data — both monitoring- and evaluation-related — as had been planned throughout each fiscal year can be speculative, especially if supportive information is unavailable or unreliable. Nonetheless, there should be a standard and clear approach for researching and calculating such inputs, including a formal review of actual expenditures and resources utilized in past years, when applicable, and an exploration of “industry-wide” standard costs. 

Purpose of Conditions: The organization has significant needs for information by which to guide and assess its work efforts towards expected performance levels and end results. The level of proficiency in fulfilling these needs is conditional to some extent on available resources. The review of the organization’s internal processes for budgeting and projecting costs can be understood as an M&E concern, as are the reviews of protocols for:

· assessing such resource needs for data and information gathering
· deriving full value and benefit of currently available resources
· advocating for supplemental or complementary resources

Key Questions:
1.	How and how well does the organization forecast its resource requirements for collecting all its M&E-related data and information? 

2.	Is there any documentation on processes or analyses on this?

3.	Is there any documentation on processes and past performance regarding the organization’s advocacy for supplemental or complementary resources for collecting work data and information?

Proposed Data Sources: Budgets and expense reports from past two years; organization’s policies, procedures, and tools related to projecting resource needs for work data and information gathering; documentation of advocacy for such resources

Frequency: Annually

	Conditions 9 & 10:
	Documented evidence for written policies/procedures on M&E activities related to allocation of budget and other resources to support quality assessment of work data and of work performance



Definition of Terms: Projection of costs and resources needed by an organization to review quality of work data and work performance throughout each fiscal year can be speculative, especially if supportive information is unavailable or unreliable. Quality assessments can be conducted on a scheduled or random basis through any or all of the following: sample checks, documentation reviews, cross-comparisons with alternate data sources, direct observations, and interviews with persons involved in the work or service delivery setting. The mix and frequency of these initiatives have a direct bearing on cost and resource needs. 

Purpose for Tracking Condition: Assurance of acceptable quality in work performance and documentation needs to be regularly attended; failing standards suggests not only diminished returns on resources and time invested but also increased difficulties in fulfillment of objectives and achievement of outcomes. As evaluative studies on issues of work effectiveness and efficiency are infrequently conducted, the safeguarding of work quality standards needs to be maintained, with sufficient resource support, as an ongoing, monitoring function. Review of the organization’s internal processes for ensuring adequate material support for quality oversight of work data and performance can be understood as an M&E concern.



Key Questions:
1.	How and how well does the organization forecast its resource requirements for assessing quality of work data and work performance? 

2.	Is there any documentation on processes or analyses on this?

3.	Is there any documentation on processes and past performance regarding the organization’s advocacy for supplemental or complementary resources for reviewing quality of work data and performance?

Proposed Data Sources: Budgets and expense reports from past two years; organization’s policies, procedures, and tools related to projecting resource needs for assessing quality of work data and work performance; documentation of advocacy for such resources

Frequency: Annually

	Conditions 11 & 12:
	Documented evidence for written policies/procedures on M&E activities related to allocation of budget and other resources to support analysis of work data and reporting to all concerned stakeholders



Definition of Terms: Projection of costs and resources needed by an organization to conduct analysis of work data and to report on findings throughout each fiscal year can be speculative, especially if supportive information is unavailable or unreliable. Data analysis may entail need for computer hardware and software, and all the attendant costs for purchasing, user training, staffing, internet user fees, security, and periodic upgrading. 

Purpose for Tracking Condition: An organization that collects data but fails to analyze it correctly and completely and/or falters in reporting on findings cannot claim to be truly performing effectively or efficiently. Furthermore, the organization is obliged to periodically apprise its stakeholders of work achievements and results.

Such reporting can be produced in a variety of media (hard or soft copy document; slide or audio/video presentation), any of which may require hardware and software resources. Indeed, the use of different reporting formats may be necessary due to the varied levels among different stakeholders in receiving and processing this information. As such, the means for reporting and presenting the organization’s work as well as the frequency of these activities have a direct bearing on cost and resource needs. The review of the organization’s internal processes for ensuring adequate material support for work data analysis and reporting can be understood as an M&E concern.

Key Questions:
1.	How and how well does the organization forecast its resource requirements for analyzing its work data and reporting on its findings? 

2.	Is there any documentation on processes or analyses on this?

3.	Is there any documentation on past performance regarding the organization’s advocacy for supplemental or complementary resources for analyzing work data and reporting on findings?

Proposed Data Sources: Budgets and expense reports from past two years; Progress Reports; organization’s policies, procedures, and tools related to projecting resource needs for analyzing work data and reporting on findings; documentation of advocacy for such resources

Frequency: Annually


	Condition 13:
	Documented evidence for written policies/procedures on M&E activities related to allocation of budget and other resources to support use of report findings for improving the planning and implementation of work



Definition of Terms: Findings from analytical reports can inform which aspects of work implementation (deployment of inputs, execution of activities, generation of outputs) and/or aspects of work results (level of change in knowledge or practice) could be improved upon. The need for additional resources in order to pursue this specific area of scrutiny is rather unlikely to be great, although devotion of time and effort to formulate and oversee corrective action steps are considerations.

Purpose for Tracking Condition: An organization that fails to substantively respond to its report findings cannot claim to be truly performing effectively or efficiently. Furthermore, it diminishes its prospects for success in fulfilling objectives and achieving outcomes if it continues with its ways in planning and undertaking its work without timely and informed course corrections. The review of the organization’s internal processes for ensuring that work improvement is promoted with adequate support (personnel, material, time, and leadership) can be understood as an M&E concern.

Key Questions:
1.	How and how well does the organization respond to its findings that aspects of its work planning and implementation could be improved upon? 

2.	Is there any documentation on processes or analyses on this?

3.	Is there any documentation on past performance regarding the organization’s efforts to establish improvements to work planning and implementation based on report findings?

Proposed Data Sources: organization’s policies, procedures, and tools related to introducing improvements in areas of work planning and implementation, as based on report findings; Corrective Action Reports and other related documentation

Frequency: Annually

	Condition 14:
	Documented evidence for written policies/procedures on M&E activities related to conducting research on ways to promote work effectiveness and efficiency



Definition of Terms: Effectiveness is a measure of success that work initiatives have in fulfilling pre-set expectations, which can be defined as objectives to meet and outcomes to be achieved. Efficiency is a measure of success derived from comparing the results from different approaches adopted in order to undertake work processes, complete activities, and/or generate outputs.

Purpose for Tracking Condition: Analytical findings from the monitoring of work implementation and results provide periodic updates on how much and where progress has been made, although there may still be questions of how and why. Further exploration of this — what are the key elements needed for work to be effectively conducted — is beyond the scope of monitoring. However, experimental research is one approach, whereby the same initiatives, introduced in a controlled or alternate setting, generate different results to be compared and contrasted. When the initiatives themselves are varied in two similar settings for purposes of comparison — with alternate resources deployed and/or different scheduling and approaches taken — then matters of efficiency can be researched. Such operational studies can provide insights for boosting prospects in successfully fulfilling objectives and achieving outcomes. These research undertakings will need sufficient support (personnel, material, time, and leadership), which can be understood as an M&E concern.

Key Questions:
1.	How and how well does the organization conduct research on aspects of work effectiveness and efficiency? 

2.	Is there any documentation on organizational support for research on work effectiveness and efficiency?

3.	Is there any documentation on past performance regarding the organization’s efforts to establish improvements to work planning and implementation based on findings of such research?

Proposed Data Sources: organization’s policies, procedures, and tools related to researching and testing improvements in areas of work planning and implementation; Corrective Action Reports and other related documentation

Frequency: Annually

F
Monitoring and Evaluation of Facility Maintenance and Physical Assets Management

	Conditions 1, 2, 3, 4:
	Documented evidence for written policies/procedures on the maintenance of work facilities to be:
· safe and secure
· well-functioning
· clean and orderly
· pleasant and user-friendly



Definition of Terms: Facilities need to be maintained to certain standards in order to uphold the health, safety, and comfort of all those who work there or those from the general public who receive services there. Regarding the physical space attributes, there are specifications for properly accommodating staff and other occupants, and the configuration of rooms should allow for ease of entry, exiting, and navigation throughout the space; this is especially important for visitors. The provision of toileting and washroom facilities, in sufficient number and privacy-affording locations, is another consideration, as well as fire protection safeguards.

As for upkeep of the space, besides cleanliness, orderliness, and security (from personal harm and property theft), there are issues of adequate lighting and seating, temperature control, and sufficient ventilation as well as the restriction of disturbing noise levels, odors, and vermin. Finally, aesthetics is a matter worthy of attention, since color and décor have influential effects on individuals.

Purpose for Tracking Condition: Aspects of work facilities — the physical characteristics and upkeep — can be interpreted as representing the values, concerns, and abilities of the organization. Surroundings that are cramped, unclean, disorderly, unsafe, or unpleasant reflect poorly on its management and staff, and could generate ill will with stakeholders. Given the range of these characteristics needing to be monitored, a process for formalized, periodic assessments is likely needed, especially if there are governmental or other compliance standards established; this can be considered an M&E-related undertaking.

Key Questions:
1.	Are there guidelines and procedures for periodically assessing the adequacy of work facilities, and their level of compliance with established standards, with regard to:
· physical space requirements 
· human circulation and accessibility
· toileting and washroom facilities 
· fire protection and emergency exit provisions
· other safety and security provisions
· cleanliness and relevant hygiene concerns
· orderliness of surroundings and adequacy of furnishings
· vermin control
· proper storage and disposal of items: valuable, bio-hazardous, waste
· lighting, ventilation, and temperature control
· signage and other physical attributes promoting user-friendliness

2.	Are there guidelines and procedures for reporting detected inadequate conditions at work facilities, and for managing corrective action?

3.	With regard to the organization’s efforts in remaining fully informed of governmental or other compliance standards regarding conditions of the physical space and upkeep of work facilities:
· how is this done?
· who is responsible?
· how is this documented?
· how is this shared with appropriate others in the organization? 

Proposed Data Sources: Operational Plans; organization’s policies, procedures, and tools related to physical space maintenance and upkeep; Corrective Action Reports; documentation on governmental or other compliance standards

Frequency: Annually

	Conditions 5, 6, 7, 8:
	Documented evidence for written policies/procedures on the proper maintenance of physical assets at work facilities:
· furnishings and office supplies
· information technology equipment and related supplies
· inventory stock of medicines and medical supplies and equipment
· vehicles and inventory stock of vehicle supplies



Definition of Terms: Items that furnish or supply work facilities — chairs, tables, shelving, filing cabinets, stationery, binders, and the like — need to be maintained to certain standards in order to uphold expectations with the level and duration of their usefulness. Physical damage and theft are to be deterred, and an accounting of the quality and quantity of these items should be done periodically. This is especially true for information technology equipment — computers and peripherals, software, telecommunication devices, and cables. Additionally for these items are the concerns about obsolescence and the periodic need for hardware and software upgrades. Pharmaceutical and medical supplies present the issue of inventory management due to their expiration dates. Indeed, for all things medically-related, there should be specialized storage accommodations, while each piece of medical equipment has its own upkeep specifications to be followed. Storage provisions, inventory control, and maintenance schedules are all considerations as well for vehicles and related supplies. Finally, proper maintenance of any physical asset includes the informed practice of its proper disposal, once it has lived out its usefulness.

Purpose for Tracking Condition: To promote efficient use of physical assets that are required for proficient work operations, there is reliance on formalized processes for assessing status and compliance to standards that relate to safekeeping and storage, routine maintenance, inventory control, and proper disposal. For each type of physical asset, different concerns and criteria will apply, and different approaches for monitoring and oversight undertaken.

Key Questions:
1.	With reference to established compliance standards, are there internal guidelines and procedures for work facilities to periodically assess the adequacy of its safekeeping and storage provisions for:
· furnishings and office supplies
· information technology equipment and related supplies
· inventory stock of medicines and medical supplies and equipment
· vehicles and inventory stock of vehicle supplies other safety and security provisions

2.	With reference to established compliance standards, are there internal guidelines and procedures for work facilities to periodically assess the adequacy of its inventory management and quality control systems for:
· furnishings and office supplies
· information technology equipment and related supplies
· inventory stock of medicines and medical supplies and equipment
· vehicles and inventory stock of vehicle supplies other safety and security provisions

3.	With reference to established compliance standards, are there internal guidelines and procedures for work facilities to periodically assess the adequacy of its scheduling and undertaking of maintenance on:
· furnishings and office supplies
· information technology equipment and related supplies
· inventory stock of medicines and medical supplies and equipment
· vehicles and inventory stock of vehicle supplies other safety and security provisions

4.	With reference to established compliance standards, are there internal guidelines and procedures for work facilities to periodically assess the adequacy of its practice in the disposal of:
· furnishings and office supplies
· information technology equipment and related supplies
· inventory stock of medicines and medical supplies and equipment
· vehicles and inventory stock of vehicle supplies other safety and security provisions

5.	Are there guidelines and procedures for reporting detected inadequate performance and results at work facilities related to the following practices with regard to physical assets: safekeeping and storage, inventory management and quality control, regularly-scheduled maintenance, and disposal?

6.	With regard to the organization’s efforts in remaining fully informed of governmental or other compliance standards regarding conditions of physical assets:
· how is this done?
· who is responsible?
· how is this documented?
· how is this shared with appropriate others in the organization? 

Proposed Data Sources: Operational Plans; organization’s policies, procedures, and tools related to physical assets safekeeping and storage, inventory management and quality control, scheduled maintenance, and disposal; Corrective Action Reports; documentation on governmental or other compliance standards

Frequency: Annually

	Conditions
9, 10, 11, 12:
	Documented evidence for written policies/procedures on M&E activities related to allocation of budget and other resources to support maintenance of work facilities to be:
· safe and secure
· well-functioning
· clean and orderly
· pleasant and user-friendly



Definition of Terms: Projection of costs and resources needed by an organization to uphold the health, safety, and comfort of all those at work facilities (employees and visiting general public) can be speculative, especially if supportive information is unavailable or unreliable. Nonetheless, there should be a standard and clear process for researching and calculating such costs, including a formal review of actual expenditures from the previous year that are relevant for the new budget. To assess physical space attributes and the quality of upkeep, work facilities can be inspected on a scheduled or random basis, supportive documentation can be reviewed, and/or interviews can be conducted. The mix and frequency of these initiatives have a direct bearing on cost and resource needs. 

Purpose for Tracking Condition: The quality in work facility surroundings needs to be regularly monitored with sufficient resource support. Physical space conditions found by staff or visitors to be cramped, unclean, disorderly, unsafe, or unpleasant reflect poorly on the organization, and could generate ill will. Given the range of inputs — human, financial, and material — collectively involved in supporting a productive and welcoming environment, a process for formalized, periodic assessment is likely needed, especially if there are governmental or other compliance standards by which to abide; this can be considered an M&E-related concern.

Key Questions:
1.	How and how well does the organization forecast its resource requirements for assessing means to ensure quality of work facility physical space and upkeep? 

2.	Is there any documentation on processes or analyses on this?

3.	Is there any documentation on processes and past performance regarding the organization’s advocacy for supplemental or complementary resources for physical space upkeep?

Proposed Data Sources: Budgets and expense reports from past two years; organization’s policies, procedures, and tools related to projecting resource needs for assessing quality of work facility physical space and upkeep; documentation of advocacy for such resources

Frequency: Annually


	Conditions
13, 14, 15, 16:
	Documented evidence for written policies/procedures on M&E activities related to allocation of budget and other resources to support maintenance of work facilities to be:
· furnishings and office supplies
· information technology equipment and related supplies
· inventory stock of medicines and medical supplies and equipment
· vehicles and inventory stock of vehicle supplies



Definition of Terms: Physical assets, as noted above, have their individual shelf lives, although stock replenishments must also consider levels of future need. These may be contingent upon a number of factors, including past patterns of use and new budget allocations, although projected work demands are one of the primary considerations. Some items, like those related to informational technology, inherently lose utility and value over time due to version upgrades, capacity limitations, and obsolescence. Of course, inventory attrition due to expiration, damage, or theft should be taken into account as well. 

Purpose for Tracking Condition: Effective use of physical assets in the work setting is demonstrated when these items are deployed for their given purposes to the fullest extent and duration as possible, and generate results in kind, volume, and/or frequency as expected. Efficient use of physical assets is demonstrated when alternatives prove to be costlier or more demanding of time and effort to achieve the same level of results. For each type of physical asset, however, different concerns and criteria will apply, and different approaches required for monitoring. Nonetheless, without a formalized system for tracking patterns of usage and performance of physical assets, projection of future needs for them may be left to educated guesswork and lead to diminished operational effectiveness and efficiency. Oversight and documentation in these areas can be seen as an M&E-related undertaking.

Key Questions:
1.	How and how well does the organization review past usage and performance patterns of physical assets?

2.	How does the organization prepare its projections for need of physical assets when preparing its Implementation Plans?

3.	How and how well does the organization review its past performance in budgeting for purchases of physical assets for consideration when budgeting for next year’s purchases?

Proposed Data Sources: Budgets and expense reports from past two years; organization’s policies, procedures, and tools related to costing of physical assets and the monitoring of their usage and performance

Frequency: Annually


G
Staff Management and Development in Support of M&E Activities

	Conditions
1, 2, 3, 4, 5, 6:
	Documented evidence for written policies/procedures for initiatives on staffing in order to support of M&E activities through:
· periodic review of organizational needs in M&E
· competency assessments of current and prospective M&E staff
· periodic updating of job descriptions for staff positions in M&E
· open and fair recruitment of staff to fill positions in M&E
· orientation of new staff hired to fill positions in M&E
· provision of policy and benefits manual to each new M&E staff member



Definition of Terms: To fill M&E-related job positions, the M&E needs of the organization should first be assessed. This determination can be derived from compiling related activities listed in the Implementation Plan, M&E Plan, Annual Budget, and, indirectly, from related tasks in policy and procedures manuals. The cumulative responsibilities in M&E could then be distributed among current and to-be-hired staff members, with overall staff size considered along with the appraised competencies of those already on hand. The formulation of updated job descriptions for distinct M&E staff positions would assist in matching current to required qualifications. Of course, the effectiveness in forming a competent corps in M&E is borne out by the quality of efforts expended in seeking out and recruiting the best job candidates (as based on education, skill sets, and work experience) and in incorporating them into the organization’s work force (through orientation and sharing of employee-related information).

Purpose for Tracking Condition: An organization should have a formalized process for assessing and re-assessing its needs for conducting M&E activities to which it has committed, as had been presented in plans and operational guidelines. Besides budgetary allocations, equipment and supplies, and leadership support, all of which can be directed towards fulfilling M&E needs, the other essential input is personnel. Assembling an effective M&E staff requires a measured approach in identifying the proper mix of competencies to address those needs and the practical number of individuals to undertake the M&E work. Also important are practices for smoothing the transition for new hires.

Key Questions:
1.	How does the organization consider the full range of its M&E needs?

2.	How does the organization link its assessment of M&E needs to M&E staff hiring?

3.	Do M&E job descriptions refer to desired staff competencies that coincide with M&E technical areas of importance for the organization?

4.	Do competencies of current M&E staff coincide with M&E technical areas of importance for the organization?

5.	Does the current number of M&E staff allow for its work to be proficiently and timely accomplished?

6.	How does the organization promote a sense of inclusiveness for its newly hired M&E staff?

Proposed Data Sources: Implementation Plan; M&E Plan; Annual Budget; policy and procedures manuals; organization’s policies, procedures, and tools related to staff hiring and orientation; job descriptions for M&E staff positions

Frequency: Annually


	Conditions
7, 8, 9, 10,
11, 12, 13, 14:
	Documented evidence for written policies/procedures for initiatives on staff development in order to support of M&E activities through:
· annual performance assessment of individual M&E staff members that are based on job descriptions of position
· annual performance assessment of individual M&E staff members that are based on pre-set objectives for professional growth
· promotion of preferred practices in M&E staff supervision / management
· professional development and advancement of M&E staff members
· promotion of opportunities for M&E staff to work on cross-functional teams
· promotion of opportunities for M&E staff to engage at least once monthly in work-related discussions
· retention of productive M&E staff members
· management of M&E staff transitions that minimize duration of position vacancies



Definition of Terms: With M&E staff members in place, the organization can adopt any of several methods to further their productivity. Annual performance reviews can provide a quality monitoring approach; they are more effective if conducted as formal assessments, with comparisons made to expected performance — as broadly described in the job description and as specifically defined by individuals according to personalized work objectives that they had drawn up in advance. 

Supervisors should complement these once-a-year exercises with members of their staff by providing them with more frequent opportunities to discuss: M&E work progress made, successes earned and lessons learned, difficulties confronted and resolutions proposed. The character and frequency of these dialogues, and their structured approach for providing meaningful assistance in technical and professional development matters are major considerations when adjudging quality of staff supervision and management in an organization. Support for staff development also can take form in: in-house and external trainings; participation in technical/incident reviews that are led as learning sessions; involvement in short-term projects on cross-functional teams dealing with concerns that may not necessarily be specific to M&E (although still a means for furthering professional growth). To promote staff development in a broader organizational setting, arrangements could be made for employees to gather at least monthly in order to share work-related matters, whether for purposes of technical learning or work experience cross-sharing.

As for promising M&E staff members whose professional competencies grow, the organization likewise gains from their career advancement within the organization, and opportunities for this can be fostered. In the contrasting scenario, with staff attrition, the organization is better served in limiting the frequency of turnovers and the duration of position vacancies.

Purpose for Tracking Condition: Once the organization has filled its M&E positions, the organization should provide ongoing efforts to further the productivity of these staff members (to make them more effective in their work) and retain them (to serve the organizational needs of efficiency).

Key Questions:
1.	How and how well does the organization:
· identify and support individual M&E staff members to reach their full potential in their jobs?
· plan for and manage professional growth and retention of M&E staff?
· foster staff and organizational learning?
· reduce the risk of staff attrition?
· manage the re-filling of vacated positions?

Proposed Data Sources: organization’s policies, procedures, and tools related to staff hiring, supervision, and management; job descriptions for M&E staff positions; employee performance reviews; human resources department documentation on staff hiring, training, and position vacancies; group and individual interviews with organization’s management and staff

Frequency: Annually


	Condition 15:
	Documented evidence for M&E staff familiarity with organizational mission and values



Definition of Terms: The organization should provide to all staff members its statement of corporate mission and values. The former is a concisely written declaration of operational principles and purpose that underpins the organization’s sense of itself and its role. The latter is an avowal of ethical principles by which the organization aspires to follow in conducting its work. 

Purpose for Tracking Condition: Staff members involved in any collective endeavor are likelier to be more effective if they are provided a framework for understanding how their individual contributions accrue to the overall goals and aims of the organization. By readily connecting what they do to how the organization defines itself by what it does, employees gain a stronger sense of place and purpose within the work setting; this cross-identification also helps orient individuals to endorse and abide by the organization’s behavioral guidelines for undertaking the work.

Key Questions:
1.	Is there familiarity among M&E staff with key concepts and points regarding the organization’s mission and values?

Proposed Data Sources: Organization’s mission and values statements; group and individual interviews with staff members

Frequency: Every 3–5 years


H
Processes for Continuous Quality Improvement

	Conditions
1, 2, 3, 4, 5, 6, 7:
	Documented evidence for written policies/procedures for initiatives on ongoing efforts to improve processes with regard to:
· strategic planning
· annual implementation planning
· budgeting
· resource and staff deployment
· management of staff attrition
· maintenance of work facilities
· maintenance and inventory control of work equipment



Definition of Terms: Ongoing monitoring compares work efforts achieved against those that had been planned by means of specified parameters — quantities of inputs deployed, level and timeliness of activities completed, quantities and results of outputs produced. In addition, this review can focus on the administrative processes themselves that provide underlying support for work implementation, and determine if improvements to them are necessary or desired. 

Although the term, “process monitoring,” is applied to the appraisal of activities that are only directly related to implementation, there is nonetheless great value in studying the degree of effectiveness and efficiency regarding functional areas that enable implementation, such as:

· strategic planning
· annual implementation planning
· budgeting
· resource and staff deployment
· management of staff attrition
· maintenance of work facilities
· maintenance and inventory control of work equipment

Purpose for Tracking Condition: Monitoring provides an organization with updated waves of information in order to fulfill its reporting requirements, answering questions about what work was done, along with when, where, and how work was done. Additionally, monitoring affords an opportunity for the organization to better understand how well it has been organizing itself to carry out the work, and how it can better function in this capacity. This self-assessment inquiry is known as continuous quality improvement, and comparative analysis can be made against the organization’s own past performance or against benchmark standards set by comparable, competing organizations. Object of study would include means by which greater or better quality results can be generated from the same or reduced level of effort and resources; another would be means by which the same results can be obtained from different interventions and resources. Operational research can be carried out for this purpose, perhaps using an experimental model with a “control” compared to “treatment” site whereby a revised process is introduced in the latter for measured change in results.

As an aside, it should be added that other probing questions that an organization may ask itself are dealt with before implementation (“why work should be done and done in this way” is considered during the planning stage) or some time after implementation (“what has ultimately changed due to completed work” is considered during an evaluation).

Key Questions:
1.	How and how well does the organization:
· identify and support study of those administrative processes that support work implementation?
· assess aspects of effectiveness and efficiency in these processes?
· carry out operational research or other testing means for improving administrative processes?
· compare itself to other, comparable organizations with regard to its administrative processes?
· implement change to its administrative processes to improve their effectiveness or efficiency?
· implement change to its administrative processes to improve work implementation outcomes?

Proposed Data Sources: Implementation Plan; M&E Plan; Corrective Action Reports; policy and procedures manuals; organization’s policies, procedures, and tools related to continuous quality improvement; reports on process improvement testing and results; reports on instituting changes to administrative processes

Frequency: Annually

	Conditions
8, 9, 10, 11, 12, 13, 14:
	Documented evidence for written policies/procedures for initiatives on ongoing efforts to improve processes with regard to:
· data collection
· data quality assessment
· data analysis
· work activity and results reporting
· achievement of work results, as planned
· implementation of remedial action when achieved results are sub-par
· presentation of findings at national/international forums or through publications



Definition of Terms: Ongoing monitoring provides periodic information on achievements, by which comparisons to targeted levels and results can be undertaken. From this information, there is a more informed understanding of how well work has been proceeding and, if not, where corrective action may be warranted. For such determination, processes directly related to the implementation and documentation of work activities should be separately assessed on an ongoing basis, and include:

· data collection
· data quality assessment
· data analysis
· work activity and results reporting
· achievement of work results, as planned
· implementation of remedial action when achieved results are sub-par
· presentation of findings at national/international forums or through publications

Purpose for Tracking Condition: Monitoring that centers on only reporting requirements and fails to make practical use of the information for improvement of work processes indicates an operational level of ineffectiveness and inefficiency. Remediable problems that are left unresolved diminish work performance and depreciate the value of deployed resources. Monitoring affords an opportunity for the organization to understand how it can better function through a continuous quality improvement approach that loops performance data to formalized performance review and self-correction. Only in this way can desired work results and outcomes become achievable. Operational research and self-comparisons to benchmark standards are potential means for, respectively, testing new methods and validating achievement metrics. The organization broaden its learning experiences by engaging with external audiences, as through presentations, in order to share results from the testing and adoption of its newer work processes.

Key Questions:
1.	How and how well does the organization:
· identify and support study of those processes that directly support work implementation and documentation?
· assess aspects of effectiveness and efficiency in these processes?
· carry out operational research or other testing means for improving these processes?
· compare itself to other, comparable organizations with regard to these processes?
· implement change to its work implementation and documentation processes to improve effectiveness or efficiency?
· implement change to its work implementation and documentation processes to improve work implementation outcomes?

Proposed Data Sources: Implementation Plan; M&E Plan; Corrective Action Reports; policy and procedures manuals; organization’s policies, procedures, and tools related to continuous quality improvement; reports on process improvement testing and results; reports on instituting changes to work implementation and documentation processes; presentation materials; publications

Frequency: Annually

	Conditions
15, 16, 17:
	Documented evidence for written policies/procedures for initiatives on ongoing efforts to improve processes with regard to:
· securing expanded or new revenue streams
· identifying organizational risks, threats, and opportunities relevant to strategic planning and organization’s administrative and work operations
· identifying new approaches and considerations relevant to planning, implementation, and/or reporting on organization’s work



Definition of Terms: An organization’s consideration of operational effectiveness and efficiency issues should not be based on only analyses of information from the monitoring of internal work processes and performance. There are external factors that are operating at local, national, and even international levels that have a discernible effect on how and why the organization’s own work may be conducted and viewed by others.

Purpose for Tracking Condition: Ongoing monitoring of factors and events beyond the organization’s sphere of work can be conducted in such a way that a formal assessment is periodically made of risks, threats, and opportunities. From this gathered knowledge, the organization can revise its next strategic plan to be better oriented towards anticipating and responding to external changes that may influence the organization’s own sense of purpose and its prescribed line of work and work approaches. Future implementation plans should likewise reflect these modifications with regard to operationalizing newer work initiatives and implementation methods, especially if potential new sources of revenue or funds present themselves.

Key Questions:
1.	How and how well does the organization:
· identify and organizational risks, threats, and opportunities that may have a discernible and direct effect on the organization’s work and work approaches?
· refer and respond to these organizational risks, threats, and opportunities in Strategic Plans?
· refer and respond to these organizational risks, threats, and opportunities in Implementation Plans?
· learn of and respond to potentially new or expanded sources of revenue and funds?

Proposed Data Sources: Strategic Plans; Implementation Plans; other reports on external factors of note for organization’s work and work practices; other reports on potential new sources of revenue or funds

Frequency: Annually
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