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	IMPROVEMENT PLAN for ORGANIZATIONAL CAPACITY / ORGANIZATIONAL DEVELOPMENT in
MONITORING & EVALUATION (M&E) as BASED on SELF –ASSESSMENT using “SCORE ME”



	
	M&E Capacity Functional Area
	Element #
	Element Description

	A
	Strategic Planning for M&E
	1
	Strategic Plan (SP) with M&E Components

	
	
	
	Documentation:

	
	
	2
	· Leadership and Board Involvement with / Approval of SP

	
	
	3
	· Management Involvement with / Approval of SP

	
	
	4
	· Staff Members Involvement with SP

	
	
	5
	· Stakeholders Involvement with SP

	
	
	6
	· Staff Members Knowledge of Main Objectives and Outcomes in SP

	
	
	7
	Operational Plans with M&E Elements that can be Mapped to SP M&E Components

	
	
	8
	Annual Budget with Line Items that can be Mapped to SP M&E Components



	Element
#
	CURRENT SITUATION
	ACTION(S) TO TAKE
	DELIVERABLE(S) that can be DOCUMENTED
	MEANS for MONITORING PROGRESS to DELIVERABLE(S)
	RESPONSIBLE PARTY for DELIVERABLE(S)
	PROJECTED COMPLETION DATE
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	IMPROVEMENT PLAN for ORGANIZATIONAL CAPACITY / ORGANIZATIONAL DEVELOPMENT in
MONITORING & EVALUATION (M&E) as BASED on SELF –ASSESSMENT using “SCORE ME”



	
	M&E Capacity Functional Area
	Element #
	Element Description

	B
	Budgets, Financial Processes and Systems to Support M&E Activities
	1
	Annual Budget with Line Items that can be Mapped to All Planned M&E-Related Activities

	
	
	
	Documentation:

	
	
	2
	· Leadership and Board Involvement with / Approval of Budget with Line Items Supporting M&E

	
	
	3
	· Management Involvement with / Approval of Budget with Line Items Supporting M&E

	
	
	4
	· Staff Members Involvement with Budget with Line Items Supporting M&E

	
	
	
	Documented Policies and Procedures: 

	
	
	5
	· Budgets and Expenditures Management

	
	
	6
	· Cash Flow and Spending Rates Management

	
	
	7
	· Adherence to National Standards of Accounting Practices

	
	
	8
	· Annual Contracting of Independent and External Financial Auditors

	
	
	9
	· Responsiveness to External Auditors’ Findings of Sub-Standard Practice

	
	
	10
	· Budget Allocations to Support Work Completion, per Implementation Plans

	
	
	11
	· Budget Allocations to Support Reporting of Work Data/Results, per Plans

	
	
	
	Documentation:

	
	
	12
	· Efforts to Remain Informed of Local / National / Donor-Related Finance Rules and Regulations



	Element
#
	CURRENT SITUATION
	ACTION(S) TO TAKE
	DELIVERABLE(S) that can be DOCUMENTED
	MEANS for MONITORING PROGRESS to DELIVERABLE(S)
	RESPONSIBLE PARTY for DELIVERABLE(S)
	PROJECTED COMPLETION DATE

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	




	[image: C:\Users\hazerjia\Documents\WORD DOCS\AAA REFERENCE DOCS\AAA MEASURE EVALUATION\AAA GUIDANCE DOCUMENTS\ADMINISTRATIVE\USAIDandMEASURE_Evaluation.jpg]
	
	IMPROVEMENT PLAN for ORGANIZATIONAL CAPACITY / ORGANIZATIONAL DEVELOPMENT in
MONITORING & EVALUATION (M&E) as BASED on SELF –ASSESSMENT using “SCORE ME”



	
	M&E Capacity Functional Area
	Element #
	Element Description

	C
	Annual Implementation (AI) and M&E Plans; Implementation Processes and Systems to
Support M&E Activities
	1
	Annual Implementation (AI) Plan includes all M&E-Related Activities, as per M&E Plan

	
	
	
	Documented Policies and Procedures: 

	
	
	2
	· AI Plan and Budget Revised Concurrently as Changes arise with M&E Work Implementation and M&E Budgets

	
	
	
	Documentation:

	
	
	3
	· Management Involvement with / Approval of AI Plan and M&E Plan

	
	
	4
	· Staff Members Involvement with AI Plan and M&E Plan

	
	
	5
	· Staff Members Knowledge of Main Objectives and Planned Activities in AI Plan and M&E Plan

	
	
	6
	· Staff Members Knowledge of their Roles in Fulfilling Objectives in AI Plan and M&E Plan

	
	
	
	Documented Policies and Procedures: 

	
	
	7
	· At least Quarterly Review of Completed Work and of Achieved Results

	
	
	8
	· Corrective Action Responsiveness when Planned Work Incomplete or Intended Results not Achieved

	
	
	9
	· Responsiveness in Reporting Incomplete Work or Unachieved Results to Appropriate Superiors in Organization

	
	
	10
	· Annual Review and Revision of Technical Procedure Manuals

	
	
	11
	· Annual Review and Revision of Operational Protocols

	
	
	12
	· Effective Management of Staff Payroll and Staff Hours



	Element
#
	CURRENT SITUATION
	ACTION(S) TO TAKE
	DELIVERABLE(S) that can be DOCUMENTED
	MEANS for MONITORING PROGRESS to DELIVERABLE(S)
	RESPONSIBLE PARTY for DELIVERABLE(S)
	PROJECTED COMPLETION DATE
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	IMPROVEMENT PLAN for ORGANIZATIONAL CAPACITY / ORGANIZATIONAL DEVELOPMENT in
MONITORING & EVALUATION (M&E) as BASED on SELF –ASSESSMENT using “SCORE ME”



	
	M&E Capacity Functional Area
	Element #
	Element Description

	D
	Processes and Systems for Documentation and Reporting of Work Activities and Results in Support of Monitoring Oversight
	
	Documented Policies, Procedures, and Evidence:

	
	
	1
	· Monitoring Work Inputs on at Least Quarterly Basis

	
	
	2
	· Monitoring Work Activities on at Least Quarterly Basis

	
	
	3
	· Monitoring Work Processes on at Least Quarterly Basis

	
	
	4
	· Monitoring Work Outputs on at Least Quarterly Basis

	
	
	5
	· Collection of All Required Work Data

	
	
	6
	· Timely Collection and Transmission of All Required Work Data

	
	
	7
	· High Quality in All Required Work Data

	
	
	8
	· Analysis in All Required Work Data

	
	
	9
	· Regular Reporting of Work Data Analysis to Leadership & Board

	
	
	10
	· Regular Reporting of Work Data Analysis to Management

	
	
	11
	· Regular Reporting of Work Data Analysis to Funders and Supporters

	
	
	12
	· Regular Reporting of Work Data Analysis to Representatives of Target Population

	
	
	13
	· Regular Review & Use of Work Data Analysis by Leadership and Board

	
	
	14
	· Regular Review and Use of Work Data Analysis by Management



	Element
#
	CURRENT SITUATION
	ACTION(S) TO TAKE
	DELIVERABLE(S) that can be DOCUMENTED
	MEANS for MONITORING PROGRESS to DELIVERABLE(S)
	RESPONSIBLE PARTY for DELIVERABLE(S)
	PROJECTED COMPLETION DATE
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	M&E Capacity Functional Area
	Element #
	Element Description

	E
	Processes and Systems for Documentation and Reporting of Work Activities and Results in Support of Evaluation Assessment
	
	Documented Policies, Procedures, and Evidence in Evaluating Efficiency and Effectiveness in:

	
	
	1
	· Budgeting and Deploying Inputs

	
	
	2
	· Undertaking Work Processes

	
	
	3
	· Completing Planned Activities

	
	
	4
	· Generating Projected Outputs

	
	
	5
	· Meeting Pre-Set Objectives

	
	
	6
	· Achieving Desired Outcomes

	
	
	7
	· Contributing to Desired Impact

	
	
	
	Documentation of Allocation of Budget and Other Resources for:

	
	
	8
	· Collecting All Required Work Data and Information

	
	
	9
	· Making Quality Assessments of Work Data

	
	
	10
	· Making Quality Assessments of Work Performance

	
	
	11
	· Conducting Work Data Analyses

	
	
	12
	· Regular Reporting of Work Data Analyses to Concerned Stakeholders

	
	
	13
	· Regular Review & Use of Work Data Analyses for Improvement in Planning and Implementation

	
	
	14
	· Conducting Operational Research on Ways to Promote Work Effectiveness and Efficiency



	Element
#
	CURRENT SITUATION
	ACTION(S) TO TAKE
	DELIVERABLE(S) that can be DOCUMENTED
	MEANS for MONITORING PROGRESS to DELIVERABLE(S)
	RESPONSIBLE PARTY for DELIVERABLE(S)
	PROJECTED COMPLETION DATE
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	M&E Capacity Functional Area
	Element #
	Element Description

	F
	Monitoring and Evaluating of Facility Maintenance and Physical Assets Management
	
	Documented Policies, Procedures, and Evidence for Maintaining Work Facilities that are:

	
	
	1
	· Safe and Secure

	
	
	2
	· Well-Functioning

	
	
	3
	· Clean and Orderly

	
	
	4
	· Pleasant and User-Friendly

	
	
	
	Documented Policies, Procedures, and Evidence for Properly Maintaining at Work Facilities:

	
	
	5
	· Furnishings and Office Supplies

	
	
	6
	· Information Technology Equipment and Related Supplies

	
	
	7
	· Inventory Stocks of Medicines, Medical Supplies and Equipment

	
	
	8
	· Vehicles and Inventory Stock of Vehicle Supplies

	
	
	
	Documentation of Resources Adequately Available/Deployed for Maintaining Work Facilities as:

	
	
	9
	· Safe and Secure

	
	
	10
	· Well-Functioning

	
	
	11
	· Clean and Orderly

	
	
	12
	· Pleasant and User-Friendly

	
	
	
	Documentation of Resources Adequately Available/Deployed for Properly Maintaining at Work Facilities:

	
	
	13
	· Furnishings and Office Supplies

	
	
	14
	· Information Technology Equipment and Related Supplies

	
	
	15
	· Inventory Stocks of Medicines, Medical Supplies and Equipment

	
	
	16
	· Vehicles and Inventory Stock of Vehicle Supplies



	Element
#
	CURRENT SITUATION
	ACTION(S) TO TAKE
	DELIVERABLE(S) that can be DOCUMENTED
	MEANS for MONITORING PROGRESS to DELIVERABLE(S)
	RESPONSIBLE PARTY for DELIVERABLE(S)
	PROJECTED COMPLETION DATE
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	M&E Capacity Functional Area
	Element #
	Element Description

	G
	Staff Management and Development
in Support of
M&E Activities
	
	Documented Policies, Procedures, and Evidence of Initiatives to Support M&E Positions by:

	
	
	1
	· Periodic Review of Organizational Needs in M&E

	
	
	2
	· Competency Assessments of Current and Prospective M&E Staff

	
	
	3
	· Periodic updating of Job Descriptions for Staff Positions in M&E

	
	
	4
	· Open and Fair Recruitment of Qualified Staff to Fill Positions in M&E

	
	
	5
	· Orientation of New Staff Hired to Fill Positions in M&E

	
	
	6
	· Provision of Policy and Benefits Manual to Each New M&E Staff Member

	
	
	7
	· Annual Performance Assessment of Individual M&E Staff Members Based on Job Descriptions of Position

	
	
	8
	· Annual Performance Assessment of Individual M&E Staff Members Based on Pre-Set Objectives for Professional Growth 

	
	
	9
	· Promotion of Preferred Practices in M&E Staff Supervision / Management

	
	
	10
	· Professional Development and Advancement of M&E Staff Members

	
	
	11
	· Promotion of Opportunities for M&E Staff to Work on Cross-Functional Teams

	
	
	12
	· Promotion of Opportunities for Staff to Engage at Least Once Monthly in Work-Related Discussions

	
	
	13
	· Retention of Productive M&E Staff Members

	
	
	14
	· Management of M&E Staff Transitions that Minimize Durations of Position Vacancies

	
	
	
	Documentation:

	
	
	15
	· M&E Staff Members’ Familiarity with Organizational Mission and Values



	Element
#
	CURRENT SITUATION
	ACTION(S) TO TAKE
	DELIVERABLE(S) that can be DOCUMENTED
	MEANS for MONITORING PROGRESS to DELIVERABLE(S)
	RESPONSIBLE PARTY for DELIVERABLE(S)
	PROJECTED COMPLETION DATE
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	M&E Capacity Functional Area
	Element #
	Element Description

	H
	Processes for Continuous Quality Improvement
in Support of
M&E Activities
	
	Documented Policies, Procedures, and Evidence of Ongoing Efforts to Improve Processes in:

	
	
	1
	· Strategic Planning

	
	
	2
	· Annual Implementation Planning

	
	
	3
	· Budgeting

	
	
	4
	· Resource and Staff Deployment

	
	
	5
	· Management of Staff Attrition

	
	
	6
	· Maintenance of Work Facilities

	
	
	7
	· Maintenance and Inventory Control of Work Equipment

	
	
	8
	· Data Collection

	
	
	9
	· Data Quality Assessment

	
	
	10
	· Data Analysis

	
	
	11
	· Work Activity and Results Reporting

	
	
	12
	· Achievement of Work Results as Planned

	
	
	13
	· Implementation of Remedial Action when Achieved Results are Sub-Par

	
	
	14
	· Presentation of Findings at National / International Forums or through Publications

	
	
	15
	· Securing Expanded or New Revenue Streams

	
	
	16
	· Identifying Organizational Risks, Threats, and Opportunities Relevant to Strategic Planning and Organization’s Administrative and Work Operations

	
	
	17
	· Identifying New Approaches and Considerations Relevant to Planning, Implementation, and/or Reporting on Organization’s Work



	Element
#
	CURRENT SITUATION
	ACTION(S) TO TAKE
	DELIVERABLE(S) that can be DOCUMENTED
	MEANS for MONITORING PROGRESS to DELIVERABLE(S)
	RESPONSIBLE PARTY for DELIVERABLE(S)
	PROJECTED COMPLETION DATE
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