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Glossary of Terms

	Term
	Explanation

	CDO
	Community Development Officer. This is a staff member of the support organization.

	Monitor
	The person who does the monitoring.

	PMER
	Planning, Monitoring, Evaluation and Reporting

	PMI
	Product Measurement Indicator.

	PNI
	Product Numeric Indicator. PNI1 (the first Numeric Indicator) is always ‘The number of persons using the product’.

	PQCI
	Product Quality Critical Indicator.

	PQI
	Product Quality Indicator.

	Project
	In this document where we speak of ‘project’ this can mean both a project or a program.

	PUCI
	Product Utilization Critical Indicator.

	PUI
	Product Utilization Indicator.

	QUA
	Quality, Utilization and Amounts. 

	SIB
	SMART INFO BASE


Preface

SMART Info is a system for Planning, Monitoring, Evaluation and Reporting (PMER) of projects and organizations, including things that are realized (the output, which we divide in what we call products) and the effects and impacts of projects. A product is something realized by a project or as a result of a project, for instance a school building, a borehole with a hand pump, but it can for instance also be a completed training course, a manual or even a management quarter. A product activity is an activity necessary for the realization of a product. To realize a specific product usually several activities are required. 

PMER is important because you want to:

· P (Planning) – Plan and develop proper projects and adapt project planning in a proper way whenever required.

· M (Monitoring) - Know whether activities are executed properly, whether realized products function and are used properly, and whether progress is sufficient and in line with the expenditures.

· E (Evaluate) – Know whether the results and effects of the projects and their sustainability are good enough and in line with the planning.

· R (Reporting) – Have documents for different stakeholders that cover the information needed and that are structured in such a way that they can easily be read and understood.
Planning is important because if it is done well the chance that a project can be smoothly implemented in enhanced and problems and unexpected over expenditures can be avoided. 

Narrative monitoring is very important because it can and should enable us to react immediately to signalled problems (or potential problems) and take immediate measures. Additionally monitoring provides us the information we need as a basis for reporting about the projects to other people such as managers, donors, authorities, etc.

By sending staff in the field with monitoring forms we ensure that people check whether things are OK on site. Important is of course that fieldworkers fill in the monitoring forms properly and that each time they find something which is not OK they do act immediately with appropriate measures to solve the problem. An organization that monitors properly and uses the monitoring information in a proper and active way learns better and quicker and solves its problems more effectively. The result is better projects and better reports and accountability. Beneficiaries will benefit more, donors will be convinced about the quality of the work, and authorities will be more open and convinced about the usefulness of the projects. This will lead to better results, better and more sustainable impacts, and also to more respect, trust, cooperation, and … hopefully also more funding. An important part of any monitoring system should be to include monitoring of the monitors, to control whether the quality and intensity of the monitoring is sufficient (because if not, it will not yield proper information which may even cause problems to get worse).

Evaluations are required to look back from time to time to assess whether indeed things are going well, especially with regard to the effects and impacts of the work we do. Basically we want to control whether our work makes sense and leads to structural benefits that are important for the beneficiaries we wish to assist. In order to be able to evaluate a project properly it is important to have baseline information (how was the situation with regard to what we want to improve before the start of the project), monitoring data (telling us exactly what has been realized, what was the quality of it just after completion, how were things used just after completion, etc.), and effect information (how is the situation with regard to what we want to improve at this moment, possibly also how was it at a certain moment in between). This will allow us the determine trends in improvement of the situation, to find out/get indications whether and to what extent the realized output and outcomes may have caused/contributed to the improvements (especially if combined with measurements of and comparison with the situation in location or among beneficiaries where the project has not been executed), and to verify whether planning and monitoring have been done properly.

A distinction is made between internal and external evaluations. For internal evaluations usually a standard system is used which enables the organization to control and learn with regular intervals (of for instance one year) whether its projects really improve the situation and whether the organization is improving itself. External evaluations are executed by people form outside the organization. This can be done on the request of a donor (to have an objective control of what has really been realized and what the effects are), but may also be done on request of the involved implementing organization itself (to learn whether an outsider comes to the same conclusions as the organization itself with regard to its work, a sort of extra control).

With regard to PMER we usually want to know one or more of the following things:

· Numbers of products realized and planned – per project we want to know how many products of each product type have been realized. This we can then compare with the planning to see if we are on track with the work.

· Quality, Utilization and Amount (QUA) details of finalized products – for finalized products we want to know what their quality is and how well and how intensive they are utilized by the intended or even unintended users. We also often want to know one or more so–called ‘Amount’ details, which we divide in ‘Measurement’ details (e.g. how much water does a water point produce, how deep is a well, etc.) and ‘Numeric’ details (e.g. number of persons using a realized water point, amount of land irrigated with a realized water point, etc.).

· Quality and progress of product activities – for products we often want to know whether the activities through which they are realized are carried out properly and what their progress is in relation to the planning.

· Planning of activities – for each project and for the internal organization we want to plan the required activities in time in a proper and easy way so that everybody can easily find and determine what has to be done when and by who.

· Budget and expenditures per product – we want to know how much money has been planned to be spent per product and per project to date and how much has been actually spent to date.

· Budget per project – we want to plan the budget for each project and be able to adapt the budget easily if things change.

· Impact and level of success of projects and organizations– we want to know the level of success of the projects we implement. Additionally we also want to know the level of success of our own organization and/or other organizations, such as for instance local companies or local NGO’s funded, trained and/or guided by us or our partner organizations.

SMART Info enables you to enter data about all the above issues in a database and get a number of important reports out of it. SMART Info consists of the following modules:

	Module name
	Explanation

	BASE
	Excel file for all planning, monitoring and the reporting of these two. It covers the entry and reporting of planning and realization data for products and product activities. For each project a separate file should be used while also for the internal organization one file is needed.

	SURVEY
	Excel file for entry and reporting of evaluation data (for projects/programs, organizations, etc.).

	BUDGET
	Excel file for developing budgets for projects/programs.


With the above files you can build up SMART Info for your organization and for your projects and programs.
IMPORTANT: where we speak in this manual of ‘projects’ we mean both projects and programs unless stated otherwise.

PART I    SMART INFO BASE
1.    Introduction

SMART INFO BASE (SIB) is one part of SMART Info. It is based on and builds on the Logical Framework Analysis (LFA) method. We strongly recommend that you learn about this method. See Annex 1. 
In SMART INFO BASE the feature ‘product’ is important. ‘Products’ are things realized either directly by the project itself (output) or by parties facilitated, capacitated etc. by the project (outcome). Products are context and target group specific but are also standar​dized. Example: products such as a groundwater point with a hand pump, a latrine, a manual or a training course would in LFA terminology be called ‘output’ in case they would be realized directly by a project. But they can also be an ‘outcome’ in case they result from parties trained, social marketed etc. by a project (e.g. a water point, produced and sold by a company that was trained by a project, would be called an outcome of the project). For further details on products see Annex 1.
In SMART INFO BASE a custom made administration is made. Compare this with a financial administration in a financial software package; the software is generic, the administration is custom made in the generic software to fit entirely to the organization working with it. This is the same in SMART INFO BASE; SMART INFO BASE is generic, the administration made in it is entirely custom made.
2.    Develop SMART INFO BASE
First:

· Make a SIB file for each project and one SIB file for the internal organization. 
Then, in each SMART INFO BASE file undertake the following steps:

· Enter variables (districts, sub-districts, locations, monitors, clients, products responsible persons, organization departments, producers, projects, donors, Expected results and the project years) in the ‘General data’ sheet.
· Determine the product types.

· Determine the product activities per product type.

· Develop the indicators for the product types and product activities and enter each product type, its activities and its indicators in the sheet ‘Details’.
· Enter the products types per Expected Result in the sheet ‘Project structure’.

· Enter the project budget (both the budget per year as in the proposal and the budget per donor) in the ‘PLAN budget’ sheet.

· Enter the planned numbers of products per product type per donor in the ‘PLAN products’ sheet.

· Enter the planned numbers of products and standard activities per product type per month in the ‘PLAN products + activities’ sheet.

· Optional: enter the planned numbers of products for each product type per year per location in the ‘PLAN products per location’ sheet.

For each product type you should also develop monitoring forms that the monitors can take with them whenever they go to monitor such a product.

Make SMART INFO BASE files
Open the SIB file sent to you by Connect International. This Excel file has the name ‘SIB’ (possibly with a project code attached to it). Save this same file under different names in one folder. Use short names, e.g.:
· SIB-PTMSHI. P1SHI is the code your organization has given to a program; in this example the code is set up as follows: the P stands for Program which means the code is a part of an international program, TM stands for the name of the program which is TAZAMO, and SHI is the abbreviation of one of the implementing organizations of this program, which in this case is SHIPO, a local organization in Tanzania.

· SIB–LSHI03 (again the code fills in which project it is, here the L stands for Limited which means a project executed by one organization only, SHI is again the abbreviation of SHIPO and 03 is the number of the project, in this case it is a school project in a rural village).

· SIB-OSHI (this is the organization file for SHIPO; we explain this later).

In the following paragraphs we describe what you need to do in each SMART INFO BASE file.
Enter variables in the General data sheet
Determine the below variables and enter them in the sheet ‘General data’. You can always add new variable items but take care that each variable item appears only once in the list. Example: if your project will work in the districts Mwembe, Katuma and Kosenu, the variable is ‘District’. What you enter in the list under this variable are the variable items: Mwembe, Katuma and Kosenu. Now if a new part of the project later is active in Kosenu you should not write Kosenu again in the list as it is already there. But if the project later becomes active in a fourth district (for instance called Bwenoe) you should add Bwenoe to the list. This principle of each variable item appearing only once is valid for all the variables!
	Variable
	Meaning

	District
	Determine all the districts in which the project is or may become active and enter than in the column under the heading ‘District’. You can later add new districts if required. Make sure that each district is entered only once in the list

	Sub-district
	Determine all the sub-districts in which the project is or may become active. These are subdivisions of districts, usually according to the official administrative sub division of the country. In Tanzania for instance these are called ‘Wards’ which consist usually of groups of 5 to 10 villages.

	Location
	All locations in which all involved projects are/will be executed. Location are usually the village and towns you work in. However, you can also choose to enter smaller locations in the list, for instance sub villages, neighbourhoods, etc. The choice of what you call a location depends on the level at which you are mostly active (which may be different per project) and the level of detail you wish to include in your reports.

	Monitor
	These are all the persons who will do the monitoring of activities and finalized products.

	Client
	These are all the clients of the products. These can be villages, persons, but also for instance departments of your organization, etc.

	Product responsible within the organization
	These are the persons within your organization who are finally responsible for one or more of the products. For instance if a company is hired by a village to produce a water point but this is done as part of a project of your organization, there will be probably one person who is given the final responsibility over these products. The final responsible can also be a department of the organization.

	Organization Department
	The departments in your organization that will be involved in the project

	Producer
	The producers that will be involved in the project. A producer can be a local company producing hand pumps but it can also be a [person or a department in your organization for instance with regard to the production of manuals used by your organization.

	Donor
	Enter the names of all involved donors. Depending on what you have agreed with the direct donor this list may or may not include also the names and codes of involved back donors.

	Expected result
	Execute the Logical Framework Analysis to obtain the Goal and objective of your project. Then develop the Expected results that together should fulfil the project objective. Example: Goal: contribute to the improvement of water and sanitation related health among rural people in Njombe district, Tanzania. Objective: Diarrhoea and other watsan related diseases among 150.000 people living in rural communities in Njombe and Ludewa districts reduced with 15% compared to the baseline in a three year period. Expected results: 1. Coordination and guidance of the project, 2. Household surveys, 3. Capacitated companies producing rope pumps, hand drilled or hand dug wells and/or latrine slabs, 4. Groundwater points equipped with Rope pumps, 5. Latrines, 6. Water filters, 7. Capacitated Village Action groups, 8. Capacitated Micro Finance Institutes.

	Product type
	Leave this list empty for the time being. After you have determined the Expected Results you will determine the types of products to be realized. Per product type you will also need to determine the product activities and the indicators for both the finalized products and the product activities. This is all explained further on in this manual!

	Project years
	Enter the years during which the project will be executed, the first year at the top of the list followed by the other years.


The product types should be entered in a separate sheet, called ‘Details’ as explained in the next paragraph. ‘Details’ is a so-called hidden sheet so you will not see it in the row of sheets in the file. After the product types have been entered in the ‘Details’ sheet they appear automatically in the sheet ‘General data’.
In the ‘General data’ sheet you can also determine the language in which you wish to work (English, French, Spanish, or Portuguese):

· Click once with the left part of the computer mouse on the yellow coloured cell right of ‘Language’.

· Click with the right part of the mouse on the small black arrow at the right side of the yellow cell.

· Click in the appearing list on the language you wish to choose.

· You will see that all headers etc. will now appear in the language chosen by you.

See the example on the next page of a filled ‘General data’ sheet.

	Language
	English

	Day
	18

	Month (enter as a number, e.g. March = 3)
	11

	Year
	2010

	Project Name
	TAZAMO Tanzania

	Own project code
	

	Objective
	


	District
	Sub-district
	Location
	Monitor
	Client
	Product responsible within the organization
	Organization Department
	Producer
	Donor
	Expected result
	Product type
	Project years

	Njombe
	 
	Mnumba
	Michael
	
	Michael
	INTERN
	
	BUZA
	1. PTMSHIAA – Guidance and accountability
	Hand drilled bore​hole with rope pump
	2006

	Ludewa
	 
	Kapate
	Jorge
	
	Jorge
	EXTERN
	
	Foundation Glossard
	2. PTMSHIAB - Surveys
	Well with rope pump
	2007

	
	 
	Nyombo
	Capinda
	
	Capinda
	PMER
	
	 Manual drillbit Ltd.
	3. PTMSHIPA - Construction and rehab of buildings
	Rehabilitated well with new rope pump
	2008

	
	 
	Nangari
	
	
	
	R&D
	
	Plastics Ltd
	4. PTMSHIPB - Improvement of staff
	Traditional pit latrine
	2009

	
	 
	Ninto
	
	
	
	TECHNICAL
	
	 
	5. PTMSHIPC – Develop​ment of guiding tools
	Simple improved pit latrine
	2010

	 
	 
	Cupan I
	
	
	
	COMMDEV
	
	 
	6. PTMSHIQA - Organization improvement regarding watsan SMART Techs
	Tippy Tap
	

	 
	 
	Cupan II
	
	
	 
	 
	
	 
	7. PTMSHICA - Realization of groundwater points
	Progress report
	

	 
	 
	
	
	
	 
	 
	
	 
	8. PTMSHICI - Household water treatment facilities
	Household survey
	

	 
	 
	 
	 
	 
	 
	 
	
	 
	9. PTMSHIDA - Household toilet facilities
	New building (m2)
	

	 
	 
	 
	 
	 
	 
	 
	
	 
	10. PTMSHITA - Marketing
	Workshop/training course (provided)
	

	 
	 
	 
	 
	 
	 
	 
	
	 
	11. PTMSHIBA - Community development
	Community coach senior diploma
	

	 
	 
	 
	 
	 
	 
	 
	
	 
	12. 
	Community coach quarter
	

	 
	 
	 
	 
	 
	 
	 
	 
	 
	13. 
	Manual
	

	 
	 
	 
	 
	 
	 
	 
	 
	 
	14. 
	Fact sheet
	

	 
	 
	 
	 
	 
	 
	 
	 
	 
	15. 
	Organization Survey
	

	 
	 
	 
	 
	 
	 
	 
	 
	 
	16. 
	Company senior production license
	

	 
	 
	 
	 
	 
	 
	 
	 
	 
	17. 
	Company quarter
	

	 
	 
	 
	 
	 
	 
	 
	 
	 
	Overhead & admin
	Drilling team quarter
	

	 
	 
	 
	 
	 
	 
	 
	 
	 
	Contingency
	Water filter
	

	
	
	
	
	
	
	
	
	
	
	Community development quarter
	

	
	
	
	
	
	
	
	
	
	
	Village Action group quarter
	


The above overview is an example of part of the ‘General data’ sheet of SMART INFO BASE.

Determine the product types

Products are the things that a project realizes. These can be boreholes with hand pumps but also training courses, manuals, etc. A problem is that a project usually also includes things that cannot easily be expressed as a product. For instance the general guidance and management of a project is something your organization will do, but what is the product of it? It is important to answer this as we would like to divide the project budget over the products we determine. Therefore regarding this example we have developed the product ‘Project guidance and management quarter’ which means that each quarter (three months period) during which a project is guided and managed is regarded a product. 

A complicating factor is that the product types have a relation with your financial system. Do you register in your financial system the expenditures and incoming money per product type, per project Result or per project? If for instance you register incoming and outgoing money per project only, how can you divide the budget and the expenditures over the product types? In order to try to give some guidance on how to determine product types and how to go along with it we provide three scenarios here. The first step you can take is to determine for your project which of these three scenarios fits best to the project and then follow the steps in that scenario.
Scenario 1 – limited project with only one project code in the financial system
These are typical projects executed by your organization only, of a limited period and also with a limited subject. Examples: 

· Primary school project - construction of a school building followed by an improvement of the school management and some training of teachers.

· Groundwater point project - implementation of 24 groundwater points in 14 villages, including training of caretakers.

· Self help group project - coaching and training of 85 self help groups with regard to disease prevention during two years.

· Latrine project - construction of 120 latrines in 8 villages.

Let’s take these four projects and determine their product types:

	Project
	Product types

	Primary school project
	· Project guidance and management quarter
· Primary school building
· Donor contract

· Client contract
· Teachers house

· Hand drilled borehole with Rope pump
· Workshop/Training course

· School quarter
· Project report

	Groundwater point project
	· Project guidance and management quarter

· Hand drilled borehole with Rope pump

· Machine drilled borehole with Afridev pump

· Rehabilitated well with new Rope pump

· New hand dug well with Rope pump
· Donor contract

· Client contract
· Workshop/Training course
· Project report

	Self help group project
	· Project guidance and management quarter

· Training course
· Donor contract

· Client contract
· VAG quarter
· Community coach quarter

· Project report

	Latrine project
	· Project guidance and management quarter

· Improved simple pit latrine with tippy tap hand wash facility

· VIP double pit latrine with tippy tap hand wash facility
· Donor contract

· Client contract
· Workshop/Training course
· Project report


The question now is how can we determine the budget per product type and later on how can we divide the expenditures which are entered in the financial system under only the project codes, over the product types? The answer to this is that two ways of working can be used:

· Divide budget and expenditures over the product types. For this it is necessary that you have a general idea about how the budget and expenditures should be divided over the product types. It depends on issues like the (estimated) cost per product type of a realized product and the number of products planned and actually realized. This way of working will enable you to get some idea of the expenditures versus the budget per product type and the relative expenditures (realized exp./planned exp.) versus the relative product realization (realized products/planned products). It will however be necessary to properly divide the planned budget over the product types and each time when expenditures are entered these need to be divided as well over the product types taking account for each product type how many products have actually been realized.

· Add a product type on which the whole budget and all expenditures are put. You could add a product type, called ‘Project quarter’ and only put budget and expenditures on this product type. You will then miss the expenditures versus realization of products per product type but still have an idea to what extent planned budget over time corresponds with the expenditures over time.

Scenario 2 – large project with different project codes in the financial system
Still to be described. Here there will be specific product types per Expected Result for which there are separate project codes in the financial system of the organization. These will be used for entry in the SMART INFO BASE file of the budget and the expenditures.
Scenario 3 – SMART INFO BASE file for the organization
In the organization SMART INFO BASE file you put all products realized by the organization which are not covered by any of the projects and which you feel you should monitor. A good way to work is to determine each Department as an Expected result plus an overall Expected result and determine organization products per Department and for the overall Expected result.
To give you an idea of the product types for an organization SMART INFO BASE file see here under some of the product types used by Connect International:

	Product type

	Asset or equipment

	Board meeting

	Contracted new paid staff member

	Contract with organization

	Management quarter

	Foreign partner support mission

	Grant

	Handled complaint

	Hardcopy newsletter

	Investigation/design report or strategy

	Manual (or upgrade)

	Marketing/advocacy/lobby event

	Marketing contact - First

	Marketing contact - Follow up

	Meeting or exchange event with other organization(s)

	MoU with organization

	Organization report - Annual

	Organization report - Periodic

	Organization team meeting

	Foreign fundraising mission

	Project proposal

	Recruited new volunteer

	Staff performance appraisal

	Software administration (or upgrade)

	Software system (or upgrade)

	Website - new website or upgrade

	Website quarter

	Workshop/Training course


In the above overview beside the organization Departments we also distinguish the Grants. This is the money sent by Connect International to its partner organizations for the funding of projects. By introducing this product type, the organization SMART INFO BASE file covers all the expenditures of the whole organization, including both the expenditures for the organization and the expenditures regarding project funding for the Southern partners. A local NGO does not need this product types as all its project costs are probably included in the costs of its Departments (unless it also provides grants, for instance to contracted local NGO’s that execute part of the works for the organization).
REMARK: You can not enter new product types yourself in a SMART INFO BASE file. See the explanation further on.
	Expected results
	Output products

	1. Project coordination & guidance
	· Team meetings

· Project proposal

· Project progress reports

· Project annual and final reports

· PMER quarters

	2. Capacitated local companies involved in production of suitable watsan solutions
	· Workshops and training courses
· Guidance events

	3. Capacitated finance institutes for provision of low cost credits for watsan solutions to the target group
	· Workshops and training courses

· Guidance events

	4. Capacitated target group with regard to knowledge, awareness and credit subsidies regarding low cost WASH solutions and low cost finance solutions available to them.
	· Workshops and training courses

· Guidance events

	
	

	
	Outcome products

	
	· Low cost micro credits

· WASH solutions

· 


Determine the product activities per product type
Request Connect International for example activities for the product types you have selected for the project. These will be sent to you in a Word file. Adapt the activities in the Word file to your wishes (preferably you indicate the changes you make with red text so Connect International can easily see what you have adapted). Easiest is to adapt the wording of the activities to your wishes but try to change the meaning of the activities as little as possible. If you wish to add a new activity then enter it in the Word file in red text. Of course you may also choose to leave out certain activities. Send the Word file to Connect International for comments and control and communicate with Connect International until you both agree on the description of the final activities.

Activities follow as much as possible the Plan- Do- Check - Act cycle (also called the Deming Wheel). 

Centraal in de planning & controle structuur staat dat zowel Connect International als haar  partners doorlopend hun financiële boekhouding, output, outcome en  zoveel mogelijk ook de gerealiseerde impact meten, analyseren en daarover rapporteren. De financiën worden vastgelegd en geanalyseerd in professionele financiële software pakketten . Output, outcome and impact data worden door Connect International en enkele van onze partners (SHIPO, en deels ADPP en DAPP) gemeten, vastgelegd en geanalyseerd met ons PMER1 systeem. 

In hoeverre het PMER systeem leidt tot een representatieve weergave van de werkelijke situatie is nog moeilijk te beoordelen. Ten aanzien van de gemeten aantallen output en outcome denken we over het algemeen redelijk in de buurt van de werkelijkheid te zitten, omdat hierbij vaak verschillende controle mechanismen gehanteerd worden. Ten aanzien van de kwaliteit en het gebruik van de output heeft het PMER systeem goed ontwikkelde indicatoren. Maar deze worden nog niet altijd volledig en/of consequent gemeten. Daarom worden de scores uit het PMER systeem aangevuld met persoonlijke waarnemingen in het veld. Met andere woorden: het systeem is nog niet volledig operationeel en nog onvoldoende objectief. We zijn druk bezig om dit verder te verbeteren.

Ook de impact metingen met SURVEY, dat onderdeel is van het PMER systeem (zie ook Annex 2) zijn nog niet helemaal betrouwbaar. Zo blijken bijvoorbeeld bij de huishoud surveys de partners vaak nog moeite te hebben om de surveyors voldoende te trainen en te begeleiden, waardoor de metingen niet altijd valide zijn. Ook zijn er nog problemen met de juiste interpretatie van de getallen omdat de automatische analyse methodieken nog vragen oproepen: er zijn regelmatig grote verschillen tussen de uitkomsten van de twee meest gebruikte analyses. Dit is een complex statistisch probleem. Echter, daar waar we van jaar op jaar zien dat er een duidelijke en geleidelijke trendmatige ontwikkeling is, die parallel loopt met de ontwikkeling van ziektes in de meeste landen, is het beeld waarschijnlijk redelijk betrouwbaar. Ook is er het attributie vraagstuk: in hoeverre kunnen verbeteringen  of  verslechteringen aan het programma toegewezen worden? Om hier meer inzicht in te krijgen worden onder andere startmetingen gedaan in dorpen waar we net beginnen en die in de buurt liggen van dorpen waar we al langer bezig zijn. Deze kunnen daarmee dienen als controle groep (nulmeting) voor die dorpen die al verder zijn in het programma.

De grote hoeveelheid werk aan het PMER systeem roept ook vragen bij ons op. Waarom zijn er geen minimum standaarden, standaard methodieken en standaard software voor PMER beschikbaar in onze sector en wat betekent dit voor de kleinere organisaties, die niet in grote op maat gesneden software pakketten kunnen investeren? Dankzij een enorme inspanning hebben we zelf een PMER systeem opgezet, dat in een ver gevorderd stadium van ontwikkeling is en ook in de praktijk wordt toegepast. Zodra grote financiers hogere eisen gaan stellen ten aanzien van PMER, zal dat mogelijk leiden tot meer interesse van andere organisaties in ons PMER systeem. In de tussentijd gebruikt Connect International het PMER systeem voor de leerontwikkeling van onze partners en onszelf. Hierdoor  zijn we  beter in staat verantwoording af te leggen over de resultaten en zo verder te professionaliseren. Voor ons nieuwe WEFA programma dat hopelijk in 2011 van start zal gaan  zijn we bezig een samenwerking op te zetten met de Leerstoelen Probability, Risk and Statistics van de Faculteit Electri​cal Engineering, Mathematics and Computer Science (EEMCS) van de Technische Universiteit Delft, om het PMER system verder te verbeteren en uit te breiden.
Develop indicators for each product type
Request Connect International for example indicators for the product types you have selected for the project. These will then be sent to you. Adapt these to your wishes. Indicate the changes you make with red text so Connect International can easily see what you have adapted. Keep to the different types of indicators (see below). Easiest is to adapt the wording of the indicators to your wishes but try to change the meaning of the indicators as little as possible. If you wish to add a new indicator then enter it in red text. 

For each product type you need to develop indicators for both the finalized products and the product activities:

· Finalized product indicators:

· PQCI. Product Quality Critical Indicator. You can enter a maximum of 5 PQCI’s in the form. PQCI’s are indicators that have to be OK otherwise it means that the product is not fit for use. Example: if a borehole with rope pump yields less water than the minimum amount set as a guideline the water point should be regarded as a failure. Therefore the indicator about the minimum water flow of such a water point is a PQCI. PQCI indicators should be worded in such a way that it forms a question which can be answered with Yes (meaning a good situation with regard to the question) or No (meaning a bad situation with regard to the question).

· PUCI. Product Utilization Critical Indicator. You can enter a maximum of 5 PUCI’s in the form. PUCI’s are indicators that have to be OK otherwise it means that there are social kind of problems that prevent the product to be used or repaired. Example: if a borehole with rope pump is not used because the owner of the land on which the water point is located refuses community members to use the pump (while initially he had promised to allow them to do so) the pump may remain idle. PUCI indicators should be worded in such a way that it forms a question which can be answered with Yes (meaning a good situation with regard to the question) or No (meaning a bad situation with regard to the question).

· PQI. Product Quality Indicator. You can enter a maximum of 35 PQI’s in the form. These are indicators about the quality of the product. PQI indicators should be worded in such a way that it forms a question which can be answered with Yes (meaning a good situation with regard to the question) or No (meaning a bad situation with regard to the question).

· PUI. Product Utilization Indicator. You can enter a maximum of 5 PUI’s in the form. These are indicators about the utilization of a product, to assess if a product is used by people and if it is properly used. PUI indicators should be worded in such a way that it forms a question which can be answered with Yes (meaning a good situation with regard to the question) or No (meaning a bad situation with regard to the question).

· PMI. Product Measurement Indicator. You can enter a maximum of 10 PMI’s in the form. These are indicators about measurements of the product. It concerns measurements that give certain details about the product realized, for instance the depth of a borehole. They are not answered with Yes or No but with a number. To distinguish from Product Numeric Indicators (see next point) in most occasions it makes no sense to count up the figures entered for the indicator to get a Total or an average (although this is not always the case). If for example you have five boreholes of which you enter the depth, it makes no sense to get the sum of the depths of the 5 boreholes to make a Total or to calculate the average depth of the boreholes. Such indicators (for which no sum is needed to make a Total) qualify for PMI’s.

· PNI. Product Numeric Indicator. You can enter a maximum of 10 PNI’s in the form. These are indicators about amounts of which the sum will be calculated to make a Total or an average. They are not answered with Yes or No but with a number. Usually they say something about what we call the outcome of the product. Example: the number of households using a water point (in the end we want to know how many households use the water points entered in the system, for instance to calculate the average number of households using a water point; so even if not all products are entered in the system such a total can effectively be used in the reports for managers, donors, etc.). PNI1 (the first Numeric Indicator) is always ‘The number of persons using the product’!

· Activity indicators:
· Progress indicator. This indicator asks for an estimate of the extent to which the product is ready. Especially important for large products such as for instance a school building. Expressed as a percentage.

· Quality activity indicator. These are questions about the quality of the different activities and involved issues. Quality activity indicators should be worded in such a way that it forms a question which can be answered with Yes (meaning a good situation with regard to the question) or No (meaning a bad situation with regard to the question).
Enter the product types, product activities and the indicators in the sheet ‘Details’
Once the product types, product activities and all indicators have been agreed between your organization and Connect International you can ask Connect International to enter these in the hidden sheet ‘Details’. You cannot enter things yourself in this sheet because it is password protected. We have done this on purpose because determining proper product types, product activities and all the indicators is a specialist job that should be done by and/or with advice by advanced senior specialists. Additionally we also want to ensure that for instance the names of product types are the same for all organizations working with SMART INFO (e.g. you want to avoid one organization calls its boreholes with rope pumps ‘rope pump on borehole’ and the other calls it ‘borehole with rope pump’ as this makes it impossible to compare things between the organizations and leaves Connect International in problems each time to determine what is exactly what). Therefore Connect International will enter the product types, activities and indicators for you. Also, once things have been entered in this sheet it should not be changed any more. Changes are possible but require a list of advanced controls and measures before it can be determined whether they are possible and how they can be entered which is also a specialist job. So simply, in case your organization wishes to adapt this sheet (for instance add a new product type or change one or more indicators or activities or activity indicators) just request Connect International, describing what things you wish to be changed and why and then CI will see if it is possible and if so enter the changes for you in the sheet. The procedure for this is as follows:

· Send a request by e-mail to CI with explanation of the wished changed and the reasons.

· Receive answer by CI whether this is possible. If yes:

· Send the involved SIB file to CI and wait with entering data in this file.

· Receive back from CI the adapted file and replace the file in your computer with this adapted file.

Enter the products types per Expected Result in the sheet ‘Project structure’

Per Expected Result enter the product types (click once on the yellow cell in the ‘product type’ column and then on the black arrow at the right of the cell, then select the product from the list). In the column ‘Estimated average product cost (in Euro) as actually realized to date’ type the average cost of one product belonging to this product type. IMPORTANT: sometimes products belonging to one product type can have very different costs while also often it is difficult to estimate the cost of a product. Try per Expected Result to determine average costs for the most important product types. We will later explain how to further deal with this column.
In the column ‘Minimum monitoring intensity you will see how often the products need to be monitored which is automatically determined by the program once it knows the average cost of a product type. This part only functions properly if the costs are entered in Euro!
In case in practice it appears that the actual cost of a product is lower or higher, you can adapt the cost estimates (in actual fact you will probably often do so when doing all the final controls for the quarterly reporting; see …).

Enter the budget of the project in the sheet ‘Plan budget’
In the sheet ‘PLAN budget’ you enter the total planned budget per year for each Expected result in the columns under ‘Budget per year as in Project proposal’. These figures should be the same as in the overall proposal for the whole project. Scrolling further to the right you enter the budget per year per donor. In the columns C (TOTAL Budget as in Project proposal) and D (TOTAL Budget all donors together) the cells should all have a green color which indicates that the totals of the figures entered in ‘Budget per year as in Project proposal’ are the same as the totals of the donor budgets.
For an example of a part of the PLAN budget sheet of the TAZAMO program in Mozambique see next page.

	PLANNING BUDGET //lay-out has been changed slightly///

	Enter the budget per Expected Result in two ways: (1) the totals per year as in the project proposal; (2) the totals per donor per year. If the totals for all donors together do not coincide with the project totals, a mistake has been made somewhere. In case the total project budget is not funded yet, enter in the list of donors in the 'General data' sheet the donor 'NO DONOR YET' and under this donor the amounts for which funding still needs to be found (and whenever a new donor is found include the new donor in the donors list and in this sheet this new donor's budget per product type and project year, and then don't forget to withdraw the new donor's budget from the 'NO DONOR YET' budget).

	
	
	
	
	
	Budget per year as in Project proposal
	
	Budget per year all donors together

	Result
	
	TOTAL Budget as in Project proposal
	TOTAL Budget all donors together
	
	2006
	2007
	2008
	2009
	2010
	0
	0
	0
	
	2006
	2007
	2008
	2009
	2010
	0
	0
	0

	1 - PTMADPAA - Guidance and accountability
	
	2.339
	2.339
	
	368
	371
	576
	401
	623 
	 
	 
	 
	
	368
	371
	576
	401
	623
	0
	0
	0

	2 - PTMADPAB - Household surveys
	
	2.571
	2.571
	
	388
	458
	532
	585
	608 
	 
	 
	 
	
	388
	458
	532
	585
	608
	0
	0
	0

	3 - PTMADPPA - Construction of buildings and purchase of equipment for the impl. Organization
	
	37.218
	37.218
	
	17.218
	0
	0
	20.000
	0 
	 
	 
	 
	
	17.218
	0
	0
	20.000
	0
	0
	0
	0

	4 - PTMADPPB - General improvement of skills, awarenss and direction in staff
	
	10.899
	10.899
	
	3.258 
	1.754 
	2.394 
	1.712 
	1.781 
	 
	 
	 
	
	3.258
	1.754
	2.394
	1.712
	1.781
	0
	0
	0

	5 - PTMADPPC - Development of organization guiding tools
	
	2.671
	2.671
	
	349 
	670 
	681 
	584 
	387 
	 
	 
	 
	
	349
	670
	681
	584
	387
	0
	0
	0

	6 - PTMADPQA - Organization improvement regarding SMART Techs
	
	8.849
	8.849
	
	957 
	1.751 
	2.589 
	1.804 
	1.748 
	 
	 
	 
	
	957
	1.751
	2.589
	1.804
	1.748
	0
	0
	0

	7 - PTMADPCA - SMART Tech Groundwater points
	
	158.750
	158.750
	
	6.568 
	21.655 
	33.887 
	46.775 
	49.865 
	 
	 
	 
	
	6.568
	21.655
	33.887
	46.775
	49.865
	0
	0
	0

	8 - PTMADPCI - Household water treatment facilities
	
	26.532
	26.532
	
	0 
	5.613 
	5.872 
	7.376 
	7.671 
	 
	 
	 
	
	0
	5.613
	5.872
	7.376
	7.671
	0
	0
	0

	9 - PTMADPDA - Household sanitary products
	
	24.359
	24.359
	
	650 
	2.216 
	4.271 
	8.442 
	8.780 
	 
	 
	 
	
	650
	2.216
	4.271
	8.442
	8.780
	0
	0
	0

	10 - PTMADPTA - Marketing
	
	6.673
	6.673
	
	1.078 
	1.276 
	1.733 
	1.802 
	784 
	 
	 
	 
	
	1.078
	1.276
	1.733
	1.802
	784
	0
	0
	0

	11 - PTMADPBA - Community development
	
	219.700
	219.700
	
	6.190
	30.295
	65.231
	70.985 
	46.999 
	 
	 
	 
	
	6.190
	30.295
	65.231
	70.985
	46.999
	0
	0
	0

	12 - Water point Itoculo education centre
	
	10.000
	10.000
	
	0 
	10.000 
	0 
	0 
	0 
	 
	 
	 
	
	0
	10.000
	0
	0
	0
	0
	0
	0

	13 - Pre-schools
	
	12.549
	12.549
	
	0 
	0 
	9.430 
	1.850 
	1.269 
	 
	 
	 
	
	0
	0
	10.030
	1.250
	1.269
	0
	0
	0

	14 - School sanitation
	
	21.937
	21.937
	
	0 
	0 
	0 
	0 
	21.937 
	 
	 
	 
	
	0
	0
	0
	0
	21.937
	0
	0
	0

	15 - 
	
	0
	0
	
	 
	 
	 
	 
	 
	 
	 
	 
	
	0
	0
	0
	0
	0
	0
	0
	0

	16 - 
	
	0
	0
	
	 
	 
	 
	 
	 
	 
	 
	 
	
	0
	0
	0
	0
	0
	0
	0
	0

	17 - 
	
	0
	0
	
	 
	 
	 
	 
	 
	 
	 
	 
	
	0
	0
	0
	0
	0
	0
	0
	0

	Overhead & admin
	
	42.247
	42.247
	
	3.255 
	5.807 
	10.353 
	12.349 
	10.483 
	 
	 
	 
	
	3.255
	5.807
	10.353
	12.349
	10.483
	0
	0
	0

	Contingency
	
	5.281
	5.281
	
	407 
	726 
	1.294 
	1.544 
	1.310 
	 
	 
	 
	
	407
	726
	1.294
	1.544
	1.310
	0
	0
	0

	
	
	592.575
	592.575
	
	40.686
	82.592
	138.843
	176.209
	154.245
	0
	0
	0
	
	40.686
	82.592
	139.443
	175.609
	154.245
	0
	0
	0


Enter the planned numbers of products per project year per donor for each product type
In the sheet ‘PLAN products’ you first enter for each product type the total number of products you plan to realize for each project year. Example:
	PLANNING NUMBERS OF PRODUCTS PER YEAR (AS IN THE PROJECT PROPOSAL OR IN THE CONTRACT)

	Enter the numbers of products planned from the approved proposal/contract or the approved adapted project planning for each project year in the cells under 'Planned numbers of products per year (as in the project proposal or contract)'.

	
	
	Planned numbers of products per year (as in the project proposal or contract)

	Result
	Product type
	2006
	2007
	2008
	2009
	2010
	0
	0
	0

	1 - PTMADPAA - Guidance and accountability
	Organization report - Periodic
	3
	3
	3
	3
	3
	
	
	

	
	Organization report - Annual
	1
	1
	1
	1
	1
	
	
	

	
	Organization team meeting
	23
	29
	29
	29
	29
	
	
	

	
	0
	
	
	
	
	
	
	
	

	
	0
	
	
	
	
	
	
	
	

	
	0
	
	
	
	
	
	
	
	

	
	0
	
	
	
	
	
	
	
	

	
	0
	
	
	
	
	
	
	
	

	
	0
	
	
	
	
	
	
	
	

	
	0
	
	
	
	
	
	
	
	

	
	0
	
	
	
	
	
	
	
	

	
	0
	
	
	
	
	
	
	
	

	2 - PTMADPAB - Household surveys
	Household survey
	400
	800
	1.400
	1.600
	1.800
	
	
	

	
	0
	
	
	
	
	
	
	
	

	
	0
	
	
	
	
	
	
	
	

	
	0
	
	
	
	
	
	
	
	

	
	0
	
	
	
	
	
	
	
	

	
	0
	
	
	
	
	
	
	
	

	
	0
	
	
	
	
	
	
	
	

	
	0
	
	
	
	
	
	
	
	

	
	0
	
	
	
	
	
	
	
	

	
	0
	
	
	
	
	
	
	
	

	
	0
	
	
	
	
	
	
	
	

	
	0
	
	
	
	
	
	
	
	

	3 - PTMADPPA - Construction of buildings and purchase of equipment for the impl. Organization
	Rural building (per m2)
	85
	0
	0
	0
	0
	
	
	

	
	Asset or equipment
	1
	0
	0
	1
	0
	
	
	

	
	0
	
	
	
	
	
	
	
	

	
	0
	
	
	
	
	
	
	
	

	
	0
	
	
	
	
	
	
	
	

	
	0
	
	
	
	
	
	
	
	

	
	0
	
	
	
	
	
	
	
	

	
	0
	
	
	
	
	
	
	
	

	
	0
	
	
	
	
	
	
	
	

	
	0
	
	
	
	
	
	
	
	

	
	0
	
	
	
	
	
	
	
	

	
	0
	
	
	
	
	
	
	
	


After the above overview is ready you scroll in the sheet further to the right and you enter in the donor parts for each donor the numbers of products per product type per year as planned and agreed (and possibly contracted) with the donors. You find the donors in the headings. 
REMARK:

In case a part of the numbers of products planned has not yet been funded you may think of entering a non-existing donor called ‘NO FUND YET’ or something like that and enter this donor first in the sheet ‘General data’. If you do so and under this donor are all the numbers of products not yet funded, don’t forget that whenever you find a new donor and have entered the numbers of products agreed with this new donor in this sheet, that you also distract these same numbers from the ‘NO FUND YET’ part.
Enter the planned numbers of products and standard activities per product type per month 

In the ‘PLAN products + activities’ sheet you enter the product types. You can enter a product type also more than once if you wish, for instance to distinguish between sub-types (for instance for the product type ‘Manual’ you may want to have separate rows for ‘manuals for the internal organization’, ‘training manuals’ and ‘project manuals’.
Per month you can now enter in text details of planning of activities of the products to be worked on and what has been realized as well as the numbers of products planned to be finalized that month and the number of products actually finalized. This sheet therefore is a combined planning and monitoring sheet. You enter as much as possible at the start of the project but update it at least once a month during the implementation of the project.
Optional: enter the planned number of products per location

Optional. Still to be described.
Develop monitoring forms
For examples of monitoring forms for a finalized product and monitoring forms for the activities to realize a product see Annex 1
Determine the monitors and the monitoring procedures

For each product you should decide which type of staff or volunteers should do the qualitative monitoring. Also you should determine procedures, like:

· Should all finalized products of that type be monitored or only a part of them?

· How quickly after finalization should each product of that type be monitored?

· How should filled monitoring forms find their way in proper timing to the office for being entered in the SMART INFO BASE file.

· Who controls the correct filling of the monitoring forms and who will monitor the monitors?

You will find that for many types of products the same type of persons can do the monitoring. Many of the above mentioned issues are about standards for the quality and intensity of Planning, Monitoring, Evaluation and Reporting (PMER). Connect International has developed a set of minimum PMER standards; see further on in this manual. Still to be described further.

3.    Monitoring 

This chapter is about the action of monitoring itself. Monitoring includes:
· Collection of data of finalized products and product activities. This is about measurements an observations as indicated in the monitoring forms, but beside that also about observations in general (as sometimes things are not in order regarding things that are not covered by the monitoring forms and of course also those things need to be observed and corrected).
· Immediate corrective action in case things are discovered which are not sufficiently in order.
Monitoring methods to determine QUA details of finalized products
Still to be developed further.

Monitoring methods for product activities
Still to be developed further.

Monitoring methods to determine Numbers of products realized

Still to be developed further.

Training monitors

Still to be developed further.

Monitoring the monitors

Still to be developed further.

Entry of monitoring data in SMART INFO BASE
Each time when a filled monitoring form is delivered in the office it should be entered in the involved SMART INFO BASE file as follows:
· Enter general data in the file if not yet done or add new general data if required (for instance a new location which is not yet in the list of locations).

· Determine whether it is a monitoring form for activities or for a realized product.

· Open the involved SMART INFO BASE file and open the sheet MONITOR QUA fin prod or the sheet MONITOR QUA Activities depending on whether the form contains activities data or finalized product data.

· Enter the data as described in the distinguished sheet as described in the following paragraphs.

4.    Entry of monitoring data in SMART INFO BASE
Entry of QUA monitoring data of finalized products

Each QUA finalized products monitoring form with data from a finalized product should be entered in the MONITOR QUA fin prod sheet. It is important that someone controls the quality of the data in the monitoring form. Because it is always possible that the person who enters the data in the computer makes mistakes, it is also necessary that someone controls the data entered in each SIB file regularly. 
Keep the paper monitoring forms in a filing system somewhere in the office in such a way that it can easily be found back.

Enter data in the MONITOR QUA fin prod sheet as follows:

· The data of a finalized product should each be entered in one row.

· Scroll down to the first empty row in the sheet until this empty row is the first row under the headers (in row 3).

· Now click once with the left part of the computer mouse on the yellow cell (see the below example). Click on the black small arrow at the right of the cell and select the product type from the appearing list for which you want to enter data. This will make sure that the indicators for this product type will appear in the header row (row 3). (If you scroll to the right in the sheet you will start to see the indicators).

· Enter the data for each indicator in the empty row in the sheet. Verify each time whether the indicator in the form is the same one as in the header row.

· For the scores of the quality and utilization indicators always enter a figure between 0 (bad) and 1 (good). The number 1 always indicates that something is good with regard to the indicator and the number 0 always indicates that something is not good. So do not enter Yes or No, or Good or Bad in the sheet, even if such terms are written in the monitoring form (translate it into a 0 or a 1, or a figure in between)!
· For the Amount indicators fill in the figures stated in the monitoring form but control whether they make sense with regard to the indicator (if it does not make sense ask the monitor to explain; possibly he made a mistake).

· See an example of a row filled in a MONITOR QUA fin prod sheet below.
Example MONITOR QUA fin prod sheet with entries for one finalized product:

	Product type:
	New hand 
	drilled borehole with new rope pump

	Day
	Month
	Year
	District
	Sub district
	Location
	Monitor
	Client
	Product responsible

	6
	March
	2009
	Nzenze
	Njembi
	Vibeli
	Marianne
	Vibeli Action Group
	Laban


	Organization Department
	Producer
	Donor
	Product type
	Product name, number or code
	How many months ago was the product finalized?

	Technical Department
	Michael's drilling team
	Connect International
	New hand drilled borehole with new rope pump
	CA1.1 - 125
	3


	PQCI1 - Is the yield at least 360 L/Hour?
	PQCI2 - Is the water quality good enough for drinking of the water? 
	PQCI3 - Can the water point technically be used, or if it is broken, can it be repaired to function again?
	PQCI4 up to PQCI5

	1
	1
	1
	


	Product name, number or code
	How many months ago was the product finalized?
	PQCI1 - Is the yield at least 150 L/Hour?
	PQCI2 - Is the water quality good enough for drinking of the water? 
	PQCI3 - Can the water point technically be used, or if it is broken, can it be repaired to function again?
	PQCI4 up to PQCI5

	CA1.1 - 125
	3
	1
	1
	1
	


	PUCI1 - Do people use the water point or would they use it if it is broken but could be repaired?
	PUCI2 - XXXXXXXXXXXXXX
	PUCI3 up to PUCI5
	PQI1 - Is water coming from the outlet with 1 rotation per second (= 60 rotations per minute)?
	PQI2 - Is the pump firmly fixed in concrete?
	PQI3 - Is the pump pipe properly secured on cover or slab?

	1
	
	
	1
	0
	1


	PQI4 up to PQI35
	PUI1 - If the water point is meant to provide drinking water, do people take water from it during all or most of the year for drinking?
	PUI2 - Do the people only obtain drinking water from safe water sources?
	PUI3 - If the water point is meant to provide drinking water, do people also take water from it during all or most of the year for other household uses? 
	PUI4 up to PUI5

	1
	1
	1
	0
	


	PMI1 - What is the maximum yield (in litres per hour)?
	PMI2 - What is the depth of the borehole/well in metres? 
	PMI3 - What is the depth of the water level in metres? 
	PMI4 up to PMI10
	PNI1 - How many persons use the water from this water point?
	PNI2 - How many households use this water point?

	932
	30,0
	17,3
	
	88
	13


	PNI3 - How many square metres of land are irrigated with water from this water point?
	PNI4 up to PNI10
	NAME OR NR. OF FINALIZED PRODUCT PHOTO OR FILM
	REMARKS

	44
	
	Photo 3472
	Good water point with very clear, well tasting water which is actively used.


Entry of monitoring data of activities

Basically in the same way as data entry of QUA data of finalized products:

· Open the sheet ‘MONITOR QUA Activities’.

· Select the product type in cell B2.

· Enter the data in the same way as data for finalized products are entered (exception is that you also enter the progress of the activities as a percentage to indicate how far the product is already finalized while the activity indicators are all qualitative indicators).

Entry of numbers of products realized

· Open the sheet ‘MONITOR NOs fin prod’.

· ///Still to be described.///
Entry of received and spent funds
· Open the sheet ‘MONITOR FINANCE’.

· Enter per donor the amounts of money received per year and per Expected result up to date. You see the sum of these figures automatically appearing in the overview ‘FINANCE TO DATE TOTALS’) in the grey columns.
· Enter in the overview ‘FINANCE TO DATE TOTALS’ in the yellow columns the amounts of money spent per year and per Expected result up to date.

· For an example see next page (in which unused columns and rows have been ‘hidden’ which can easily be done in Excel).

	Result
	
	FINANCE TO DATE TOTALS
	
	RECEIVED TO DATE FROM

	
	
	2011
	2012
	Totals
	
	Connect International (LSHI27)

	
	
	Received
	Spent
	Received
	Spent
	Received
	Spent
	
	2011
	2012
	Totals

	1 - Program guidance and accountability
	
	450
	470 
	125
	178 
	575 
	548
	
	450
	125
	575 

	2 - Gravity water pipeline system Mbega
	
	55.000 
	53.766 
	 
	432 
	55.000
	54.198
	
	55.000 
	 
	55.000

	3 - Five school watsan systems
	
	7.900 
	5.427 
	4.600 
	5.682 
	12.300 
	11.109
	
	7.900 
	4.600 
	12.300 

	4 - Safety policy and procedures
	
	400 
	566 
	400 
	385 
	800 
	951
	
	400 
	400 
	800 

	Overhead & admin
	
	250
	250 
	175 
	175 
	425 
	425
	
	250
	175 
	425 

	Contingency
	
	0 
	0 
	0 
	0 
	0 
	0
	
	0 
	0 
	0 

	
	
	700
	0 
	125
	0 
	69.100
	67.231
	
	700
	125
	69.100


5.    Preparation of the quarterly SIB reports

· Assess the reports in the SIB files and make adaptations where needed.

· Add textual explanations in the sheet ‘REPORT PRODUCTS’ of each SIB file.

· Send the SIB files to Connect International.

Assess the reports in the SIB files

Assess the REPORT PRODUCTS
· Open the sheet ‘REPORT PRODUCTS’.
· Look in the ‘Planned numbers of finalized products per year’ part of this sheet. The cells in the ‘Plan Activities’ columns should all be green. If not act as follows: ///still to be described///
· Look in the ‘Realized numbers of products per year’ part of this sheet. The cells in the ‘Activities’ columns should all be green. If not act as follows: ///still to be described///
· Scroll to the ‘Summary Numbers and Expenditures
· Assess the figures in the columns ‘Average estimated product price’ and ‘Average realized product price’. For the cells in the column ‘Average estimated product price’ that have a red color the estimated price as entered in the sheet ‘Product structure’ does not coincide sufficiently with the price as determined in the column ‘Average realized product price’. To solve this the solution is to adapt the estimated product costs in the sheet Product structure, then look in the sheet ‘REPORT PRODUCTS’ whether the cells have colored green, then adapt again where needed in the sheet Product structure, etc. You will see that if you adapt the estimated product costs, also the product cost in the column ‘Average realized product price’ changes. So this is an iterative process in which you try to come to estimated prices that are realistic and that also sufficiently coincide with the costs in the column Average realized product price’. When all cells in the column ‘Average estimated product price’ are green you are probably quite close to what the actual average product costs indeed are (although you have to remain careful, it is also possible to get average cost estimates with green colors that are totally out of range; to avoid this make sure that you are reasonably sure that the estimated product costs in the sheet Product structure are realistic). This sounds like a lot of work but if you have done it a few times it is usually only a matter of a few minutes work for the whole sheet.
· ///Still to be finalized////
Add textual explanations

In the REPORT PRODUCTS add textual explanations. You can do this in the yellow columns to the right of the sheet where you can enter textual explanations about achievements, bottlenecks and measures planned to tackle the bottlenecks per Expected result. Down to the bottom of the sheet you can also add textual explanations regarding achievements, bottlenecks and measures regarding issues that concern the whole project and/or do not fit with one of the Expected results only.

Each time a quarterly report is prepared the texts in these yellow cells need to be adapted to the most recent situation. Hereby the main emphasis should be on the bottlenecks and the planned measures to solve the bottlenecks. Int is not necessary to add text in each yellow cell. Where things go more or less according to the planning and no major bottlenecks are experienced you do not necessarily need to fill in anything. Keep all texts as short and concise as possible while making sure that the things that need to be explained are clearly explained.

Send the SIB files to Connect International

Within two weeks after the ending of each quarter you send the prepared SIB files to Connect International. Together these count as the quarterly reporting to Connect International
6.    Use of SIB reports

First in the General data sheet in the yellow cell behind ‘Language’ you can select the language in which you will work (click on the yellow cell, click on the appearing small black arrow at the right side of the yellow cell and select the language from the appearing list; you will see that all headings etc. will now be in the language you have selected). In the other yellow cells you should enter the date.

Still to be described further.

PART II    SURVEY
7.    Introduction

SURVEY is a tool for the development and execution of normative surveys, the storage of data from such surveys and for reporting about the results of such surveys. With normative surveys we mean surveys that investigate how good or bad the situation is regarding subjects covered by the survey questions and what is considered good and bad with regard to those subjects. Main users of SURVEY include:

· Staff involved in data entry.

· Staff involved in use of standard survey reports at the field level.
· Staff and managers involved in use of SURVEY reports at higher levels.

· Surveyors.
· Trainers of surveyors and other staff involved in SURVEY.
SURVEY automatically produces standard reports for different kinds of users enabling the users to analyse survey data and follow up on them. Other unique features are:

· Questions can be changed while the results of the surveys can still be compared to results of similar surveys but that used different questions.

· The survey is normative which means that it is build on questions that provide a norm for the answer provided ranging from bad (score 1) to good (score 4).

· They survey works with questions to which pre-determined possible answers are attached. The surveyor selects the best possible fit between the possible standard answers and the actual answer by the respondent.

Data entry is in a Excel file that uses the data to automatically produce a restricted number of standard reports. In this chapter we also explain how survey data should be collected.
Example of a normative survey: 

If a question in a normative survey is ‘How much time does your household spend daily for the collection of water?’ we may define the following norms: 2 hours or more per day = very bad, 1 to 2 hours per day = bad, 30 minutes to 1 hour per day = reasonable and less than 30 minutes per day is good. The surveyor chooses the norm fitting best to the answer of the interviewee. This in contrast to informative surveys that focus on gathering information to which no norms are attached. Example: ‘What sport do you practice most?’ with possible answers like ‘football’, ‘hockey’, ‘volleyball’, ‘horse riding’ etc. 

The aim of normative surveys is to signal how good or bad the situation is or develops over time regarding covered subjects, not to obtain detailed information about the causes of the situation or reasons for improvements or deteriorations found. Such information may need to be obtained later through other investigations.

SURVEY can be used to generate baseline information for planning and prioritization of required activities, to assess impact and to execute research. 

The entry of data in SURVEY is done in an Excel file. This file (SURVEY.xls) contains the household survey questions grouped under standard topics. Per topic a maximum of 5 questions can be included. SURVEY can be ordered with Connect International
.

Organizations that choose to work with all or part of the standard topics can adjust the survey questions to their preferences while still being able to compare the results with those of surveys conducted in areas with other questions.

Organizations that want to change also the topics in SURVEY loose the above advantage but still benefit from the advantage that SURVEY can easily be adjusted without the need for statistical or specific survey expertise while obtaining sophisticated and in the same time very user friendly survey reports for different user groups.

SURVEY has been developed to get a better insight in the living conditions (physical and mental health, economic circumstances, water, sanitation and hygiene) of households involved in community development projects. The idea is that the surveys are executed before, during and after the start of a community development project. In this context SURVEY is used:

1. by involved communities  -  to identify and prioritize household level problems, develop activities to solve these and evaluate progress made with regard to the problems,
2. by implementing organizations  -  to identify a program baseline and assess program achievements and required adjustments, and
3. by other stakeholders such as donors and researchers  -  to identify the level of success of the program and execute research.

At present the household survey we developed in SURVEY includes almost 200 questions related mainly to health and hygiene. The questions are divided over 36 standard topics and 4 custom topics. Examples of standard topics: Toilet Facilities, Drinking Water Sources – Rainy Season, Personal Hygiene, Malaria, Nutrition, HIV/AIDS Awareness. The scale of measurement is ordinal: Per topic up to five questions can be formulated with each question having five standard answers that always go from very poor (score 1) to good (score 4), and score 5 for ‘no answer’. The turning point from bad to good is between the scores 2 and 3. 
The Table on the next page presents one such topic with questions and possible answers.

Topic 27. ‘Knowledge regarding Malaria and Diarrhoea’.
	27
	Knowledge regarding malaria and diarrhoea
	Score 1 - very poor
	Score 2 - poor
	Score 3 - reasonable
	Score 4 - good
	Score 5 - No answer

	27.1
	How can one prevent malaria?
	Does not know or answers referring to local beliefs, witchery etc. that are harmful
	Answer refers to beliefs, witchery practises etc. that are in itself not harmful but don’t help to prevent malaria
	Mentions one or two effective methods, e.g. use bed nets, spray the walls, cover the body with long sleeves by nightfall, take preventive drugs, drain water pools.
	Mentions three or more effective methods from the list.
	No answer

	27.2
	How can one treat malaria?
	Does not know or answers referring to local beliefs, witchery etc. that are harmful
	Answer refers to beliefs, witchery practises etc. that are in itself not harmful but don’t help to treat malaria
	Some proper answers like go to health centre-clinic, give malaria drugs.
	All or most proper answers, incl. go to health centre-clinic, give malaria drugs, get rest.
	No answer

	27.3
	How can one prevent diarrhoea?
	Does not know or answers referring to local beliefs, witchery etc. that are harmful
	Answer refers to beliefs, witchery practises etc. that are in itself not harmful but don’t help to prevent diarrhoea
	Some proper answers like  wash hands, drink clean water, etc.
	All or most proper answers, e.g.  wash hands, drink clean water, eat well prepared food, use a proper and clean toilet, etc.
	No answer

	27.4
	How can one treat diarrhoea?
	Does not know or answers referring to local beliefs, witchery etc. that are harmful
	Answer refers to beliefs, witchery practises etc. that are in itself not harmful but don’t help to treat diarrhoea
	Some proper answers like go to health centre-clinic, give ORS (solution of salt in water), get medicine from the clinic, etc.
	All or most proper answers incl. go to health centre-clinic, give ORS (solution of salt in water), get medicine from the clinic, etc.
	No answer


One important feature is that SURVEY provides a summary report with for each topic:

· an average score, representing the average score of the answers of all households to all the questions under the topic, 

· a <=2 percentage score, representing the number of answers by households to all questions under a topic with score 1 and 2, compared to the total number of answers under that topic, and 

· a no answers percentage score, representing all ‘no answers’ compared to the total number of answers to all questions by all involved households under a topic.
These scores provide a quick, easy and still thorough way for field staff, project managers and other interested parties, to for instance identify the effects of a project without having to assess the answers to all the questions in detail. One can find quick answers to questions such as ‘Which topics need attention?’, ‘Which topics show a positive effect and/or trend over time?’, and ‘For which topics has there been no change or even a deterioration over time?’. 
SURVEY stores data of surveys executed at the start, during and at the end of project activities and reports these data separately as well as trends (the trend from start to during, from during to end and from start to end) per topic. See the example on the next page.

During household surveys also other information is collected, like the household size, the educational level of the most educated person in the household, etc. This makes it possible to report on all kinds of cross relations (e.g. the percentage of households with less than 5 persons with a poor situation regarding malaria). These reports are not standard included.

	Topic no.
	Topic
	
	Scores for all households together (TAZAMO Zambia)
	
	Trend Before - During
	Trend During - After
	Trend Before - After

	
	
	
	486
	301
	88
	
	
	
	

	
	
	
	Before
	During
	After
	
	
	
	

	
	
	
	Av.
	%<=2
	% no answer
	Av.
	%<=2
	% no answer
	Av.
	%<=2
	% no answer
	
	Av.
	%<=2
	% no answer
	Av.
	%<=2
	% no answer
	Av.
	%<=2
	% no answer

	1
	Toilet facilities
	
	1,7
	82,1
	29,7
	2,2
	55,9
	12,1
	2,8
	25,6
	9,1
	
	28,9
	-32,0
	-59,4
	29,5
	-54,1
	-24,7
	66,9
	-220,4
	-24,7

	2
	Toilet use
	
	2,5
	52,7
	32,3
	2,8
	36,6
	19,3
	3,4
	16,7
	14,0
	
	13,2
	-30,6
	-40,4
	20,4
	-54,3
	-27,3
	36,3
	-215,0
	-27,3

	3
	Drinking water sources - rainy season
	
	2,8
	38,5
	1,5
	2,7
	43,3
	2,2
	3,9
	2,3
	0,0
	
	-1,7
	12,7
	52,4
	42,8
	-94,8
	-100,0
	40,3
	-1592,6
	-100,0

	4
	Drinking water sources – dry season
	
	2,6
	46,6
	2,0
	2,8
	37,8
	3,3
	3,9
	1,1
	0,0
	
	8,0
	-18,9
	66,4
	36,1
	-97,0
	-100,0
	46,9
	-4002,3
	-100,0

	5
	Who does the water collection
	
	2,4
	71,3
	1,6
	2,5
	63,4
	2,0
	2,5
	60,0
	9,1
	
	5,8
	-11,1
	21,1
	-1,3
	-5,3
	356,1
	4,4
	-18,9
	356,1

	6
	Drinking water storage capacity
	
	2,7
	46,8
	0,6
	2,7
	42,1
	3,0
	2,9
	30,2
	2,3
	
	1,5
	-10,0
	384,4
	7,0
	-28,2
	-24,0
	8,7
	-54,8
	-24,0

	7
	Drinking water use
	
	2,6
	43,1
	8,8
	2,8
	32,1
	7,7
	3,6
	1,2
	3,4
	
	9,9
	-25,5
	-12,4
	29,6
	-96,3
	-55,7
	42,4
	-3560,5
	-55,7

	8
	Water point maintenance system and maintenance cost
	
	2,8
	29,7
	29,3
	2,7
	35,4
	18,3
	3,4
	1,1
	0,0
	
	-2,9
	19,0
	-37,4
	25,8
	-96,8
	-100,0
	22,1
	-2514,8
	-100,0

	9
	Waste
	
	2,1
	65,5
	1,6
	2,6
	41,8
	1,3
	3,4
	0,0
	0,0
	
	25,4
	-36,2
	-19,3
	32,0
	-100,0
	-100,0
	65,5
	
	-100,0

	10
	Hand wash and personal hygiene
	
	2,6
	42,2
	11,1
	2,8
	29,0
	5,5
	3,5
	3,7
	0,9
	
	9,0
	-31,2
	-50,4
	23,3
	-87,1
	-84,4
	34,4
	-1030,0
	-84,4

	11
	Malaria
	
	2,4
	64,3
	14,9
	2,7
	48,7
	15,8
	3,2
	26,2
	2,3
	
	10,1
	-24,3
	5,8
	18,6
	-46,3
	-85,6
	30,6
	-145,9
	-85,6

	12
	Malaria prevention
	
	2,1
	63,7
	7,6
	2,7
	42,5
	7,5
	3,6
	4,2
	11,7
	
	23,8
	-33,2
	-1,9
	34,1
	-90,1
	56,3
	66,1
	-1419,8
	56,3

	13
	Diarrhoea
	
	3,0
	32,0
	16,4
	3,1
	29,0
	18,8
	3,4
	14,7
	10,9
	
	4,0
	-9,2
	14,7
	9,5
	-49,2
	-42,2
	13,9
	-116,9
	-42,2

	14
	Cough or lung problems
	
	2,5
	54,9
	13,1
	2,8
	41,4
	16,4
	3,8
	6,4
	2,3
	
	11,2
	-24,7
	25,9
	37,0
	-84,5
	-86,2
	52,4
	-758,6
	-86,2

	15
	Other diseases and infections
	
	2,7
	42,9
	19,8
	2,6
	50,0
	23,8
	 
	 
	 
	
	-5,4
	16,7
	20,5
	
	
	
	
	
	

	16
	Malnutrition in under five children
	
	3,0
	33,8
	21,0
	2,8
	44,3
	22,1
	3,4
	6,9
	0,6
	
	-7,8
	31,3
	5,2
	22,1
	-84,4
	-97,4
	12,7
	-389,6
	-97,4

	17
	Nutrition and diet
	
	2,5
	49,1
	2,4
	2,4
	56,7
	2,7
	3,1
	15,7
	0,6
	
	-3,4
	15,5
	13,3
	28,7
	-72,3
	-79,3
	24,3
	-212,3
	-79,3

	18
	HIV/AIDS and TB awareness
	
	2,4
	59,9
	9,5
	2,7
	43,1
	3,7
	3,1
	19,5
	0,4
	
	14,4
	-28,0
	-61,6
	13,5
	-54,8
	-89,6
	29,9
	-207,6
	-89,6

	19
	HIV/AIDS, other STD's and TB
	
	1,8
	73,4
	6,8
	2,2
	57,0
	4,8
	2,6
	49,4
	1,1
	
	22,9
	-22,4
	-29,9
	18,1
	-13,3
	-76,2
	45,2
	-48,6
	-76,2

	20
	Vaccinations in the youngest child
	
	3,5
	9,2
	19,5
	3,5
	11,1
	21,9
	3,8
	1,1
	0,0
	
	-2,1
	20,2
	12,2
	9,2
	-89,7
	-100,0
	6,9
	-710,2
	-100,0

	21
	Mortality in <5 children
	
	3,8
	8,4
	35,6
	3,7
	11,9
	23,0
	3,9
	3,7
	8,0
	
	-2,9
	41,9
	-35,3
	5,8
	-68,9
	-65,5
	2,7
	-126,8
	-65,5

	22
	Gender Mainstreaming
	
	2,9
	28,6
	6,9
	2,9
	34,9
	5,0
	3,7
	1,7
	0,6
	
	-2,6
	22,1
	-27,9
	27,5
	-95,1
	-88,6
	24,2
	-1567,6
	-88,6

	23
	Delivery
	
	2,9
	36,1
	18,1
	2,7
	39,8
	21,8
	3,6
	0,0
	12,6
	
	-6,5
	10,3
	20,4
	35,4
	-100,0
	-42,0
	26,6
	
	-42,0

	24
	Use of health facilities
	
	3,0
	15,4
	1,0
	3,0
	21,3
	1,7
	3,4
	0,0
	1,1
	
	0,0
	38,3
	61,5
	14,7
	-100,0
	-31,6
	14,7
	
	-31,6

	25
	Knowledge regarding malaria and diarrhoea
	
	3,1
	9,4
	1,8
	3,2
	6,2
	3,7
	3,5
	0,3
	2,6
	
	5,1
	-34,2
	113,5
	7,6
	-95,3
	-31,6
	13,1
	-3135,8
	-31,6

	26
	Social health
	
	3,2
	21,4
	3,0
	3,2
	19,8
	4,4
	3,7
	8,0
	3,0
	
	0,4
	-7,6
	43,9
	16,5
	-59,5
	-32,2
	16,9
	-167,4
	-32,2

	27
	Gardening
	
	2,3
	62,1
	19,0
	2,4
	52,2
	13,8
	2,3
	53,6
	5,7
	
	5,4
	-15,9
	-27,1
	-1,4
	2,6
	-58,9
	3,9
	-15,9
	-58,9

	28
	Conservation farming methods
	
	2,4
	59,5
	7,9
	2,6
	47,6
	8,6
	3,2
	18,9
	1,9
	
	8,1
	-19,9
	9,4
	22,5
	-60,3
	-78,1
	32,4
	-214,3
	-78,1

	29
	Conserving natural resources
	
	2,2
	63,8
	5,0
	2,5
	50,5
	4,6
	2,8
	32,8
	4,2
	
	16,0
	-20,9
	-9,1
	11,9
	-35,0
	-8,4
	29,8
	-94,6
	-8,4

	30
	Belongings (assets)
	
	1,6
	80,3
	6,2
	1,3
	89,6
	4,1
	1,1
	94,9
	0,0
	
	-17,2
	11,5
	-33,9
	-14,6
	5,9
	-100,0
	-29,3
	15,3
	-100,0

	31
	Family income
	
	1,8
	76,0
	12,8
	1,7
	75,4
	8,9
	2,0
	54,0
	1,1
	
	-3,6
	-0,8
	-30,1
	16,6
	-28,4
	-87,3
	12,4
	-40,7
	-87,3

	32
	The house
	
	2,4
	50,0
	4,7
	2,4
	48,1
	5,9
	3,1
	5,3
	0,9
	
	2,8
	-3,8
	25,3
	26,4
	-89,0
	-84,6
	30,0
	-846,5
	-84,6

	33
	Kitchen
	
	2,3
	59,1
	13,6
	2,5
	43,3
	9,4
	3,1
	5,6
	3,2
	
	10,7
	-26,6
	-30,6
	23,6
	-87,0
	-66,2
	36,8
	-948,6
	-66,2

	34
	Hygiene of the house and surroundings
	
	2,5
	47,7
	4,3
	2,7
	36,1
	7,0
	3,2
	2,4
	6,4
	
	8,7
	-24,4
	64,2
	17,8
	-93,3
	-8,0
	28,0
	-1863,7
	-8,0

	35
	Involvement in community activities
	
	2,2
	58,3
	3,6
	2,5
	50,0
	3,1
	3,2
	16,3
	2,3
	
	11,0
	-14,3
	-13,8
	29,6
	-67,4
	-27,3
	43,9
	-258,4
	-27,3

	36
	Mortality causes
	
	3,9
	3,3
	6,9
	3,9
	5,2
	9,8
	4,0
	0,4
	14,8
	
	-1,0
	55,4
	40,6
	2,9
	-91,4
	51,4
	1,9
	-647,2
	51,4

	100
	Child education and development
	
	2,4
	47,4
	41,8
	2,6
	44,4
	31,0
	3,2
	17,1
	13,0
	
	4,5
	-6,2
	-25,8
	24,0
	-61,5
	-58,1
	29,6
	-177,1
	-58,1

	101
	Livestock Management
	
	2,1
	61,5
	22,4
	2,1
	62,9
	15,3
	2,5
	39,2
	0,0
	
	1,9
	2,3
	-31,8
	16,1
	-37,7
	-100,0
	18,3
	-56,9
	-100,0

	102
	Food and crops
	
	2,2
	62,6
	5,5
	2,3
	58,3
	4,8
	3,3
	10,8
	0,3
	
	2,0
	-6,9
	-13,8
	45,1
	-81,4
	-94,0
	48,0
	-478,7
	-94,0

	103
	Knowledge of first aid and prevention of accidents
	
	2,4
	56,3
	5,9
	2,7
	43,4
	7,3
	2,9
	34,3
	0,0
	
	10,3
	-23,0
	24,5
	10,1
	-20,9
	-100,0
	21,5
	-64,3
	-100,0

	 
	Totals
	
	2,6
	47,7
	11,9
	2,7
	42,1
	10,1
	3,2
	17,1
	3,9
	
	4,6
	-11,9
	-14,8
	19,9
	-59,2
	-61,0
	25,5
	-178,4
	-61,0


Explanations:

· The colours indicate whether we feel the situation is bad (red), somewhat reasonable (orange) or good (green). 

· A division is made between surveys executed at the beginning of the program activities (indicated with ‘Before’), during the program (‘During’) and at the end of the program (‘End’). Above these indications are numbers that represent the number of household surveys executed. 

· Trends are included for the ‘before to during’ period, the ‘during to end’ period and the ‘before to end’ period. Example: with the ‘Trend Before – During’ the trend between the Before and de During measurements is calculated as follows: 100 * (value of the During measurement – value of the Before measurement) divided by the value of the Before measurement.

· The norms we have determined are as follows:

	Situation judgement
	Before, during and after surveys
	Trends before-during and during-after
	Trend before-after

	
	Average
	%<=2
	% no answer
	Average
	%<=2
	% no answer
	Average
	%<=2
	% no answer

	Bad
	0 – 2,3
	25 - 100
	12,5 – 100
	< 2%
	> -2%
	> -2%
	< 4%
	> -4%
	> -4%

	Reasonable
	2,3 – 3,2
	12,5 - 25
	5 – 12,5
	2% - 6%
	-2% - -6%
	-2% - -6%
	4% - 25%
	-4% - -25%
	-4% - -25%

	Good
	3,2 – 4,0
	0 – 12,5
	0 - 5
	> 6%
	< -6%
	< -6%
	> 25%
	< -25%
	< -25%


· Exceptions to the above norms are the norms for topics regarding mortality (topics 21 and 36) and the norms for diseases and under five malnutrition (topics 11, 13, 14, 15, 16 and 19). 
· For the topics regarding mortality we use the following norms (norms for the trends are the same as above):

	Situation judgement
	Before, during and after surveys

	
	Average
	%<=2
	% no answer

	Bad
	0 – 3,1
	7,5 - 100
	12,5 – 100

	Reasonable
	3,1 – 3,8
	4,5 – 7,5
	5 – 12,5

	Good
	3,8 – 4,0
	0 – 4,5
	0 - 5


· For the topics regarding diseases and under five malnutrition we use the following norms (norms for the trends are the same as above):

	Situation judgement
	Before, during and after surveys

	
	Average
	%<=2
	% no answer

	Bad
	0 – 2,8
	15 - 100
	12,5 – 100

	Reasonable
	2,8 – 3,6
	6 – 15
	5 – 12,5

	Good
	3,6 – 4,0
	0 – 6
	0 - 5


The fact that there are differences in the colouring of the cells depending on the topics, means that one should not so much look at the figures in the Reports sheet but more to the colours. The colours give a reasonable indication whether the situation is good or not. Of course one should look both at the scores Table and at the Trends tables to get an impression.

For the topics identified to (potentially) have a problem (the ones coloured red) one can assess the situation in more detail using one or more of the other standard reports produced in SURVEY (Report-before, Report-during and Report-after).

Because the above summary report works with scores and not with the actual questions one can put survey data together from different areas where different questions have been used under the topics and obtain a combined topic scores report without having a problem with the fact that different questions have been used. This can only be successfully done though if involved organizations formulate the questions and standard answers in a proper way
. There is also flexibility in the sense that each organization can choose to add new topics to the list or leave out topics it doesn’t want to include in the survey.
Also topics scores reports can be provided for a number of specific subjects. There are for instance topic scores reports for the different household types distinguished, for the distinguished levels of education of the interviewee or for the most educated person in the household, for the different distinguished tribes, for the different religions, etc. However these reports can only be generated in the SPSS version of SURVEY.

Another important feature is that SURVEY SPSS can provide its reports for any group of households desired. One can obtain for instance reports with the figures of one community, of a group of communities, of all communities in a district, all the communities in a country and even reports with the figures of all the communities in which surveys were executed in several countries together as long as the data are entered in the same SURVEY administration (in the SPSS version of SURVEY the possibilities in this regard are even larger). In the SURVEY Excel one can easily divide between areas by saving the SURVEY.xls file under different names and entering the data from the different areas in separate files. If you then also want to have an overview with reports covering all data together you can copy all data from all files into one overall file (see also the explanations regarding this topic further on).

8.    Develop SURVEY

Install the SURVEY Excel file on your computer

From Connect International you will probably receive the SURVEY standard file (the Excel file SURVEY.xls). Install this file in a general folder somewhere on your computer where you can easily find it. In this file you will find standard sheets that you can customize to your needs. How to do this is explained in the rest of this chapter.

Develop the sheet Q&A

· Study the topics in the sheet Q&A in the file SURVEY.xls. If you are happy with them you can use them. The advantage of using the same topics as already in this sheet without changing their following order is that you can later compare the results of the surveys with those of other organizations that have worked with the same list of topics.

· For each topic you can formulate a maximum of 5 questions. You can use the standard questions and answers and adapt these to your circumstances. The questions should be relevant for the topic and the standard answers should range from a bad answer (score 1) to a good answer (score 4). Important hereby is that the change from not good enough to just good enough is always between score 2 and score 3. We recommend that for any changes you would like to make you first communicate these with Connect International and ask them to advice you (we have seen that despite the fact that the rules are simple organizations often make errors resulting in survey reports that do not make full sense anymore).

· IMPORTANT: the maximum number of characters for a question (including spaces) is 235!

· You can determine 4 topics (nrs. 100, 101, 102 and 103) yourself and of course the questions and the standard answers for each of these topics (don’t forget that the change from not good enough to just good enough in the standard answers should always be between score 2 and score 3). This enables you to enter topics you feel are also important on top of the 36 standard topics. The results of these 4 topics cannot be compared with the results of other organizations if other organizations have used different ‘free’ topics while the standard topics can (which is the reason why we have standardized them).

Make the SURVEY Excel files you need

We recommend that for each area where surveys are done you make a separate area file and additional to that you make one overall file for all areas together. Example: suppose an organization works in three districts (district A, district B and district C) and wants to have survey reports per district but also survey reports for all 3 districts together, this organization should save the SURVEY.xls file into 3 area files (in this example each covering 1 district) and 1 overall file as follows:

· SURVEY A.xls

· SURVEY B.xls

· SURVEY C.xls

· SURVEY overall.xls

Save the files in a folder that you can for instance give the name ‘SURVEY’. If in each district in the above example there is an office where people can enter the data of the household surveys conducted in that district you can send the SURVEY Excel file for that district to the district office, so they can enter the data in it. Make an agreement that every quarter they send the data entered during the quarter to the head office, where the data can be added to the district file and to the overall file. Make sure to develop a proper procedure for how to work with the files (especially if branch offices use their own files) so that no errors can be made like for instance forgetting part of the data or entering data twice in a file.

IMPORTANT:

If you wish to adapt the questions and answers in the Q&A sheet, for instance to add some questions to a topic, make sure that this is done in all the SURVEY Excel files in use, so that each file contains exactly the same Q&A sheet! For any changes you wish to execute ask advice first from Connect International!

Develop the sheet General details in each SURVEY file

Per area file do as follows:

· Open the file.

· Click on the sheet General details.

· You see that you can enter details in the yellow coloured cells.

· In the row called A4 (Districts) enter the name of the district in the first yellow cell. (In case you have one SURVEY Excel file per Province you can put the name of of the districts in the Province here (using as many yellow cells as required in this row).

· In the row A5 (communities) you should enter all communities in which household surveys are done. You can always add communities later if you start in new communities. In case you would run out of yellow cells to enter communities in (this is unlikely due to the high number of yellow cells in this row).

· In the row called A6 (Surveyors) you enter all the names of involved surveyors. You can always add names later if required.

· If you wish you can enter the tribes and religions in the area in the rows called B2 (Tribes) and B3 (Religions). In case you do not want to ask people about their religion and/or tribe don’t fill in anything in these rows.

In the overall SURVEY Excel file (the file for all areas together) you don’t fill in anything in the General details sheet.

Collection of SURVEY data

Preparations

The surveys executed to provide the data for SURVEY are to be executed by surveyors who:

· Speak the local language.

· Are likely to be trusted and respected by the persons they interview.

· Have an in-depth understanding of the survey questions, the standard answers per survey question and who are well capable to select the standard answers fitting best to the answers of the person interviewed to the questions posed. For this purpose we feel that surveyors should be professional persons who execute these surveys at least several times each month.

· Are serious and dedicated to executing the surveys properly.

· Are able to enter the data of the household surveys in SMART Info in a proper way.

We propose that the involved organization erects an independent Monitoring and Evaluation Department with for instance three staff members (one Head of Department and two regular staff members under his./her supervision) and that this team, as part of its duties, executes about 20 to 30 household surveys per month, each month in for instance two or three villages.

Activities to prepare the collection of SURVEY data:

· Agree on a date for the household surveys with the community leadership and others involved.

· Make sure that there are sufficient and properly trained surveyors 

· Have enough household survey forms for all household surveys.

· Have a notebook and pen for each surveyor and for the supervisor(s).

· Make sure that there is transport to the community for all persons involved who need to be transported.

In the next two paragraphs we describe how household surveys should be executed. First the tasks of persons executing the surveys are described and after that the tasks of persons supervising the surveyors. SURVEY can of course also be used for other types of surveys, for instance as an organization scan or for a survey in refugee camps etc. For each of these different uses a somewhat different way of working may be needed. See among others Connect international’s PARTNER manual which contains a description how SURVEY can be used for an organization scan.
Tasks of surveyors executing household surveys

· Select each household at randomly. This can be done in two ways:

· Ask the community authority to provide a list that includes all households in the community (also single parent households, child headed households, etc.). Close your eyes and point a pencil in the list. The household pointed at is one of the households to be surveyed. You can also decide to take from the list for instance each tenth household until you have enough households.

· Walk to the part of the community where you want to start. Stop. Rotate a pencil or empty bottle on a flat surface (e.g. a piece of paper or carton). The house standing nearest to where the pencil/bottle point directs, once it has come to a stand still, is the selected house. After the household survey is done in that house repeat the procedure by walking 100 or 200 m from the house and then spin the pencil again to select the next house.

It is important to select the households ad randomly because you may, without knowing it, tend to choose for a certain type of house, for instance the biggest ones or the most shabby ones. This could influence the outcome of the survey (e.g. in big houses probably richer people live with other health habits and problems than the people living in small houses). Each surveyor should work in a separate area of the community.
· Find the female head of household, or, if she is not around, find another adult female person belonging to the household who can answer the questions. In case no female can be found you can do the survey with the oldest male you can find. Take courtesy rules into account. If the household consists of children do the survey with the oldest child. If you feel there is no person you can properly interview leave the house and try another ad random selected household.
· Execute the household survey. In each household visited:

· Ask the questions included in the survey form and do the observations required (observe things really yourself, so that you are sure you get the right information). 

· Make sure to be accurate and get answers to all questions. 

· Ensure that each question gets an answer (if there is no answer or the person interviewed does not want to provide an answer or you find a question inappropriate you should fill in the number 5 as answer).

· Fill all answers properly in the forms! Make notes on the back of the forms about things you find in the household that are important for health in the household but that are not covered by the form, problems, remarks etc.

· Take the interview aspects and courtesy rules into account (see the below Box).
· Take the filled household survey forms to a supervisor or to the office of your organization. Discuss the contents of the forms with the responsible person. Discuss problems encountered etc. Leave the filled survey forms with the responsible person at the office.
· Assist with the structuring of data of the household surveys if asked to do so.
· Make sure that you understand the results of the surveys and discuss these with the involved communities. Use especially the overviews with answers per question.
	Important aspects to take into consideration when interviewing people

· Always be courteous, polite, respectful, and non-judgmental.

· Before interviewing a person, introduce yourself and state the name of the organization you are working with and the general purpose of the survey.

· Maintain the confidentiality of the interview. If there are other people around the respondent, ask them politely to leave in an appropriate and polite way.  Explain that the person can also decide not to take part in the survey and that the answers will remain confidential. Gain the person’s trust and consent before starting with the questions. It is important to respect the decision of the person and avoid telling others details about an interview and/or mentioning the name of the person.

· For structured interviews: ask each question exactly as it is written. When someone does not understand a question you can repeat the question and, if necessary, pose the question in words that you feel are easier for the person to understand. But make sure not to change the question, give hints for answers or give examples or influence the person in any way.

· Be careful that a person does not give answers he/she thinks you, the interviewer, want to hear but which do not present the actual situation or opinion of that person. You should try to avoid this situation and ask the interviewed person to give the real answers as he/she sees it.

· Ask questions in a respectful way. Do not imply that some answers are better than others.

· If an answer seems inconsistent with previous information given by the person, or if there is some reason to disbelieve an answer, try to discover the truth by asking him/her another question or asking a question in a slightly different way.  However, do not be overly persistent.  A person may change his/her answer just to please you.

· Make sure to pose all questions that need to be posed and obtain and register information as accurately and completely as possible.


Tasks of persons supervising surveyors of household surveys
· Observe the surveyors. Discuss if errors occur in his/her performance. Pay special attention to the proper filling in of the survey forms.

· Check the quality of the household surveys. Do this for instance while waiting for others to finish. If information is incorrect or insufficient the surveyor should go back to the involved household to obtain more information.

· In the office analyze the outcomes of the surveys and discuss this with all involved staff members, community coaches and surveyors. Do this as soon as possible.

· Enter the numbers of surveys executed in the relevant monitoring form.

· Enter the survey data in the SURVEY Excel file (see next chapter) or ask the staff person who is trained for this to do so. 
· File the survey forms in the community hard-copy filing system.
Follow up surveys

In order to measure project progress and detect successes and weaknesses, the surveys have to be repeated during the program activities and at the end of the program. 

Steps to follow include:

· A second survey is carried at least one year after the first round. It is carried out in the same way as the first survey.

· A third survey is carried out after the completion of the program, which is approximately 3 years after the start of the program (NB: the activities are expected to continue after that!). The third round of surveys is carried out in the same way as the first and second survey.

· The results of the second and third round of surveys have to be compared with the results of the first round to see if there are any improvements. The results can be presented and discussed during a bi-annual meeting at ward level 

Entry of data in SURVEY Excel files
1. Probably the person who should enter the survey data in the SURVEY Excel fiel will receive the data on household survey forms (paper forms) on which the answers are indicated by pen or pencil by the surveyors. If so, check if the data on each form are complete and properly filled. If you feel something is not good about one or more surveys, please take these forms out of the pile. Ask the involved surveyor(s) about what could have gone wrong and explain them what you feel is wrong. If necessary inform the involved supervisor. Make sure that if errors are discovered the involved surveyors and may be also the involved supervisors are properly instructed so the error will not be made anymore with household surveys in the future.
2. Number the survey forms. This makes it easier for you to retrieve the surveys later on, and it makes it properly ordered. A good system for numbering the household survey forms is to use the number you find in the first cell of the row in which you will enter the data in the DATA ENTRIES sheet followed by the name of the area.
3. Open the SURVEY Excel file in which you wish to enter the data of one or more household surveys.

4. Enter the data of each survey in the SURVEY spreadsheet as follows:
· Click on the sheet DATA ENTRIES. Enter the data in this sheet. 

· Each row is for one survey. The questions are presented horizontally following the row to the right. Here under we describe how to enter the data of one survey. 
· Enter the General details (in the columns A1 to A9; click on the black arrow at the right of the cell and select the option you need from the appearing list with options). You need to enter all these data! If in a survey form one or more of these data are not answered check this with the involved surveyor and try to find the data.

· Enter the data for B1 to B7; click on the black arrow at the right of the cell and select the option you need from the appearing list with options. 
· Enter the scores for each question per topic. Each time control whether the question on the form coincides with the question in the heading of the column. If not check whether you can find out what is wrong. If you can’t find the answer ask your manager or supervisor and if he or she doesn’t know it you can ask Connect International (make sure you describe the problem and your question as detailed as possible and send it to Connect International by e-mail).
5. Some points of attention for each survey you enter the data of:
· Always enter information about question A9! If the survey form has no information for A9 check with the surveyor. The SURVEY Reports are dependent on this variable!
· At the end of entering the survey data check whether really all the questions were filled with a number between 1 and 5. For those questions to which the respondents have given no answer a ‘score 5: other/no answer’ should be entered (for columns that contain no question you don’t enter anything).

· Save the file regularly.

· Copy new data regularly into the overall SURVEY Excel file (make a proper procedure for this, like the example in the Box below).

· When you are ready with entering the data of a pile of surveys check once again in the spreadsheet whether really all the questions were filled.
· Cross check the surveys in Excel and on the survey forms. Pick a few survey forms at randomly and check if the answers on these forms fit with the answers for those surveys as entered in the SURVEY Excel file (find the surveys in the Excel file through the survey number; otherwise you can find the corresponding surveys by comparing the answers to the A1 to A9 variables on the form and in the Excel file). If you find that for one or more surveys the forms do not correspond with the data in the SURVEY file you will need to recheck all surveys to find out what has gone wrong, make sure this will not happen again, and correct all the errors.
· Send the Excel file to the person or department you are supposed to send it to, following the procedures of your organization for this. 
· Use the reports in the SURVEY files as described further on. 

	Example

Procedure of the organization STTO on how to work with SURVEY Excel files
1. STTO has branch office in three Provinces.

2. Each branch office has its own SURVEY Excel file.
3. Each branch office executes household surveys in communities and enters the data of these surveys in their SURVEY Excel file.

4. Once every quarter they save the SURVEY file under a new name. In this new file they delete all data of household surveys that were already sent to the head office before. So the file remains only with data from household surveys that have never been sent yet to the head office while they keep the original SURVEY file with all the household surveys they have ever executed in their computer.

5. They send the new file to the head office.

6. The head office copies the data into the sheet DATA ENTRIES of the overall SURVEY Excel file. This means that this overall file contains all data from all household surveys from all Provinces.

7. The head office saves the overall file as a separate file and deletes all sheets except the DATA ENTRIES sheet. It then deletes all data that were already sent before to Connect International so the file remains only with all the household survey data that were not yet sent to Connect International before, and sends this file to Connect International (so Connect International can add these data to its own overall SURVEY file and enter these data also in SURVEY SPSS, sending back later several reports made in SPSS about the household surveys).


Using standard reports in SURVEY

1. In each SURVEY DATA Excel file you have the sheets Report-before, Report-during and Report-after. In these sheets you can find the scores per question for respectively all households surveys of which data were entered that were executed at the beginning of the program activities in the concerned communities, all household surveys executed during the program and all household surveys executed at the end of the program.

2. If you want to have the above reports you should look in the overall SURVEY Excel file (make sure all data from all area SURVEY Excel files have been copied into this file first).

3. The files also contain summary reports (in the sheet Reports) with averages, % of scores of 2 or lower and percentages of score 5 (no answer). These overviews you can use to signal problems or potential problems with regard to the different topics. See the explanations in paragraph 1.2 about this topic.

4. In the summary reports also trends can be seen. For instance a trend from the situation at the start of the program (the ‘Before’ situation) to the situation during the program (covered by household surveys usually conducted one and half up to two years after the start of the program in a community). The colours indicate whether there is a potential problem or not.

PART III    BUDGET

9.    Introduction
BUDGET consists of a programmed Excel file that you can use to produce both line and activity based budgets that can easily be adapted during the project. You can enter the program budget. You can choose to enter financial information at the Product level or at the Result level, depending on how detailed you want to work. The file automatically produces a Line budget and a Results budget in different formats and different levels of detail.

Some points of attention:
· In cells that are coloured yellow data can be entered.

· In some parts there are white cells where data can be entered and white cells where data cannot be entered. If you study how these files function you will understand in which cells you can and in which cells you cannot enter data.

· Cells in which no data can be entered are protected so you will notice automatically when you try.

· Only one currency should be used in the whole system (you can choose which currency).

· It is worthwhile trying to find a filled Budget file from another program that resembles your program and then adapt it to fit your program.

Develop BUDGET
Determine Goal, Objectives and Results

Determine the Goal, objectives and results of the project if not yet done (see the Box below). Use the Logical Framework Analysis (LFA) method to do this.

	Goal, objectives and results

· The Goal is something the program hopes to significantly contribute to. This is usually some higher level issue like ‘Improvement of health of poor people in the Njombe District in Tanzania’.

· The Objective represents what the program actually hopes to achieve. It usually is a more specific target of the program, for instance ‘Reduce the water and sanitation related diseases among the people of 25 communities in Njombe district’.
· Results are the things that the program will realize if it is carried out properly, e.g. ‘Gravity fed pipeline drinking water systems in 5 communities’ or ‘250 boreholes with rope pumps’, or ‘NGO staff skilled for proper program implementation’. Results should be formulated in such a way that achieving them altogether is likely to achieve the Objective.


It is a good idea when formulating the Results to look at similar programs what Results have been determined for those programs. 

The way we recommend to put Results in PMER:

· Result 1: accountability and coordination of the program.

· Result 2: required equipment for the implementing organization(s) (e.g. computers, vehicles, etc.).

· If needed: a Result for buildings to be realized for the implementing organizations. Examples: ‘office’, ‘training centre’, etc.

· If needed: a Result for the production, improvement and/or customization of required guiding tools (handbooks, software, curriculums, etc.).

· Determine one or more Results for changes or improvements to be realized in the skills and/or awareness of facilitating/implementing actors in the program. Examples: ‘NGO staff capable to properly implement the program’, ‘NGO staff capable to supervise the program actors’.

· Determine one or more Results for changes or improvements to be realized in the skills and/or awareness of actors who are not the final beneficiaries in the program. Examples: ‘SMART tech company staff capable to produce and market SMART Techs in a proper and profitable way’.

· Determine separate Results for actors who are not implementing organization staff and not beneficiaries. Example: ‘Production line for water filter production by SMART Tec company’.

· Determine Results for changes or improvements to be realized in the skills and awareness of the final beneficiaries in the program, like skills, awareness and direction (heads in the same direction). Example: ‘Developed rural communities’.

· Determine Results for each type of ‘micro-project’, which is usually something that can be touched and has a clear direct function for the final beneficiaries. Examples: ‘schools’, ‘medical posts’, ‘improved groundwater points’, ‘toilet facilities’, etc..

· Other Results.

	Product

A ‘product’ is something with specific features, of which you can plan the numbers to be realized and can evaluate the realized numbers, quality and utilization. Each product is achieved by one or more activities. Examples:

· Result: 'New school buildings in 5 communities and in 1 urban suburb'. Products can be: ‘Classroom’, ‘Teachers house’, ‘Library’, ‘School toilet’, etc. But you can also define only one product: ‘School building’ depending on the level of detail you want to include in the system. We recommend here to only define one product type, being ‘school’.

· Result: 'NGO staff skilled for the program'. Products: ‘person with coaching skills’ (which may for instance be realized through three activities: ‘Training discussion techniques’, ‘Training workshop facilitation’ and ‘Training coaching of community coaches’. In the ‘Data entries products’ sheet (see further on) the persons who followed the training courses will usually be entered as a group.

· Result: '250 new boreholes with rope pumps'. Product type: ‘Borehole with rope pump’. 

· Result: ‘300 groundwater points’. Product types: ‘new borehole with rope pump’, ‘new well with rope pump’, ‘rehabilitated well with new rope pump’, etc.

· Result: ‘household surveys’. Product types: ‘Household survey executed at the start of the program activities’, ‘Household survey executed during the program activities’ and ‘Household survey executed at the end of the program activities’.
· Result ‘Guidance and accountability of TAZAMO program Tanzania’. Product types: ‘Staff weekly meeting covering program contents’, ‘Quarterly project progress report’, ‘Annual project report’, etc.


Enter General info

In the ‘General info’ sheet you can enter in the yellow cells general information of the program. For the annual inflation factor enter a number at or above 1,0. Example: 1,0 means there is no inflation; 1,04 means the inflation rate is set at 4% per year. In the lowest yellow cell of the upper block you can enter either whether you want to divide the Results in product types, in countries or in organizations. If you choose one of these it means that you intend to distinguish in each result a line Budget for each of the products, countries or organizations determined. If you don’t fill in anything here (leave it empty) you will in each Result only make 1 line Budget. If you enter here product, organization or country this means you will have to determine per Result in the lower Block in this sheet which products, countries or organizations you wish to distinguish.

Enter the unit prices

Unit prices for the different items that you distinguish should be entered in the ‘Unit prices’ sheet in the Budget file. A good solution is to use a Budget file from another similar program as an example for the unit prices you are developing. The A column is meant for description of the lines while the B-column is for the units (the unit for a type of person, e.g. the manager of a district level local NGO, is usually ‘day’) and the C-column for the unit prices. The Unit prices sheet distinguishes 6 groups:

1. Human resources – international. This is a cost group for the costs of involved international staff and volunteers. Local organizations using SMART Info will probably often not need this group when expatriate staff is paid by an international organization (that enters these costs in their SMART Info system). Lines 1.5 and 1.6 are reserved for voluntary labour, therefore you cannot change the wording of these lines. Please stick to this because in the Results based and Line Based summary budgets a split is made between overviews comprising costs excluding and costs including voluntary labour. If no voluntary labour is provided just leave these lines as they are.

2. Human resources – national. This is a cost group for the costs of involved national (or local) level staff and volunteers. Lines 2.9 and 2.10 are reserved for voluntary labour, therefore you cannot change the wording of these lines. Please stick to this because in the Results based and Line Based summary budgets a split is made between overviews comprising costs excluding and costs including voluntary labour. If no voluntary labour is provided just leave these lines as they are.

3. Travel & transport. In this cost group the costs for travel and transport are entered, like the payment of fuel for a car, a bus ticket etc. Costs for things like buying a motor bike or a car are not entered here. They are entered in the next cost group (equipment, materials and supplies).

4. Equipment, materials and supplies. Here no unit prices are enetered. In the line budgets you will enter the lumpsum prices instead of the numbers of units. 

5. Investments. An investment is something that is realized by a consultant or contractor (like a borehole drilled by a contractor) or that is bought as such from another party (for instance a building). Confusing is that sometimes things can be included in different ways, depending on how they are realized. For instance, the realization of a borehole with a rope pump can be either included as one type of investment or as a list of other items (such as labour, materials, equipment, etc.). If the borehole with rope pump is contracted out to a contractor who is paid for the work one sum, it should be included as a type of investment. But if the borehole with rope pump is realized by beneficiaries plus staff from the organization that also organize the materials etc. it is better to include the realization of boreholes with rope pumps in terms of number of days of each involved type of staff, amounts of different types of materials and equipment used, etc. Here no unit prices are used. In the line budgets you will enter the lumpsum prices instead of the numbers of units

6. Other (‘Overhead & admin’ and ‘Contingency’). Here percentages are entered instead of unit rates. The percentage for overhead & admin is usually something between 7 and 11% of the budget. The percentage for ‘Contingencies’ is usually somewhere between 2 and 5%. The percentages are calculated over the Total budget, that is the budget including overhead & admin and contingencies. Exception: In case you wish to calculate the budgets for overhead & admin and contingencies over another Total than the Total for your project you can do so by entering the Totals you wish to use in the cells behind the cells in which the percentages are indicated. This may be the case when you give guidance to a program covering several organizations but the expenditure by your own organization in the program is limited.

Develop the Result sheets 

In the Result sheets of the BUDGET file (Result 1, Result 2, etc.) you can enter the numbers of units required for the different items. You can do this in an easy or a more elaborate way. We recommend to work with the easy method unless for instance the donor requires a budget per product type. The main difference between the two methods is that in the easy method you develop a line budget for the whole Result at once while in the complex method you develop a line budget for each product type formulated under the Result. In this paragraph we describe both methods.

Quick method to develop Result budgets (with one line budget per Result):

· Click on the Result sheet you want to work in.

· Enter ‘0’ in cell B4.

· In the columns E to J now fill in the numbers of units that you feel are required per item to achieve the whole Result for each of the program years.

PRO’s: 
easy to fill in the budget (you only need to do it once for the whole Result) and also easy to change things if in the future, during the program it is decided that the budget of the Result should be increased or decreased (because you then only have to adapt one line budget for the whole Result).

CON’s:
because you develop only one budget for the whole Result at once there is a chance for making mistakes, estimating too low or too high figures for amounts of units required for the different items (the below described more complex method, which makes a separate budget for each activity of the Result, forces you to go into more depth and detail and think through carefully the required numbers of items for each activity which often leads to more realistic budgets).

Extensive method to develop Result budgets (with a line budget per product type):

· Click of the Result sheet you want to work on.

· Enter ‘1’ in cell B4.

· For each product type you now fill in the numbers of units that you feel are required per item to achieve the whole Result for each of the program years.

PRO’s: 
because you develop a budget for each product type of the Result you are forced to go into more depth and detail and think through carefully the required numbers of items for each product type which often leads to more realistic budgets.

CON’s:
difficult to fill in the budget (you need to make a line budget for each product type of the Result) and also a lot of work to change things if in the future, during the program it is decided that the budget should be changed (because you then may need to re-assess and adapt one or more product type budgets)

Using the BUDGET report sheets

In the sheets ‘Results budgets’ and ‘Line budget’ you can find the Result based and the Line based budgets. In the Line Budget you can scroll to the right and you will come across a red column. The columns before this red columns include the cumulative numbers of units for all results together while the columns after the red column include the amounts of money per budget line for all results together and including the annual inflation rate.
Example of a Result based budget produced by BUDGET:

	RESULT NUMBER
	RESULT CODE
	RESULT NAME
	COST EXCLUDING VOLUNTARY LABOUR

	
	
	
	Year 1
	Year 2
	Year 3
	Year 4
	Year 5
	Totals

	1
	TMSHIAA
	Guidance and accountability of TAZAMO Tanzania
	353 
	639 
	778 
	730 
	800 
	3.299 

	2
	TMSHIAB
	Household surveys
	698 
	726 
	874 
	956 
	994 
	4.248 

	3
	TMSHIPA
	Construction of new SHIPO office and purchase of equipment
	44.316 
	31.690 
	0 
	0 
	0 
	76.006 

	4
	TMSHIPB
	General improvement of skills, awareness and direction in SHIPO staff for implementing TAZAMO in Tanzania
	2.705 
	2.051 
	1.668 
	1.735 
	1.781 
	9.939 

	5
	TMSHIPC
	Development of organization guiding tools (manuals, protocols, software)
	1.060 
	1.102 
	957 
	584 
	387 
	4.091 

	6
	TMSHIQA
	Organization improvement regarding SMART Tech water and sanitation technologies
	2.297 
	2.586 
	3.328 
	2.241 
	2.014 
	12.467 

	7
	TMSHICA
	Realization of SMART Tech groundwater points
	25.701 
	42.624 
	66.421 
	97.481 
	101.380 
	333.607 

	8
	TMSHICI
	Household stand alone water treatment facilities
	0 
	13.000 
	13.520 
	14.061 
	14.623 
	55.204 

	9
	TMSHIDA
	Household stand alone toilet facilities
	2.117 
	4.106 
	7.956 
	16.091 
	16.735 
	47.005 

	10
	TMSHITA
	Marketing
	1.289 
	1.558 
	1.976 
	2.094 
	784 
	7.701 

	11
	TMSHIBA
	Community development in rural communities
	16.324 
	57.882 
	119.776 
	101.964 
	63.347 
	359.294 

	TOTALS RESULTS
	96.860 
	157.965 
	217.255 
	237.937 
	202.845 
	912.861 

	TOTALS OVERHEAD & ADMIN
	8.515 
	13.887 
	19.099 
	20.918 
	17.833 
	80.252 

	TOTALS CONTINGENCIES
	1.064 
	1.736 
	2.387 
	2.615 
	2.229 
	10.031 

	TOTALS ALL (results, overhead & admin, contingencies)
	106.440 
	173.587 
	238.741 
	261.469 
	222.907 
	1.003.144 


Line Budget (derived from the same Budget file as the above Results based Budget; lines in which no units were entered were deleted)

	ITEM
	UNIT
	UNIT RATE
	YEAR 1
	YEAR 2
	YEAR 3
	YEAR 4
	YEAR 5
	ALL YEARS

	 
	 
	 
	 
	 
	 
	 
	 
	 

	2. Human resources - national
	 
	 
	 
	 
	 
	 
	 
	 

	2.4 District or branch level Manager
	Day
	25,00
	4.025 
	3.640 
	5.219 
	6.552 
	4.328 
	23.765 

	2.5 District or branch level coordinator
	Day
	18,00
	1.764 
	9.304 
	19.371 
	16.137 
	10.487 
	57.063 

	2.6 District or branch level assistant or fieldworker
	Day
	11,00
	5.665 
	9.838 
	17.418 
	15.850 
	10.925 
	59.697 

	2.7 Consultant/contractor
	Day
	40,00
	880 
	1.414 
	1.990 
	2.115 
	983 
	7.382 

	2.8 Local professional or company employee
	Day
	5,00
	10.030 
	27.071 
	54.112 
	45.028 
	29.258 
	165.500 

	2.10 Volunteer
	Day
	1,00
	19.880 
	57.824 
	101.887 
	152.307 
	83.528 
	415.425 

	Sub-total Human resources - national
	 
	 
	42.244 
	109.092 
	199.998 
	237.990 
	139.509 
	728.832 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	3.Travel & transport
	 
	 
	 
	 
	 
	 
	 
	 

	3.1 Truck
	Day
	110,00
	1.540 
	343 
	0 
	0 
	0 
	1.883 

	3.2 Car
	Day
	35,00
	2.310 
	2.876 
	3.369 
	3.504 
	2.743 
	14.802 

	3.3 Motor bike
	Day
	14,00
	4.886 
	10.294 
	19.837 
	17.984 
	12.120 
	65.121 

	3.4 Bus, train etc.
	Journey
	20,00
	1.300 
	1.810 
	3.504 
	4.207 
	2.036 
	12.857 

	Sub-total Travel & transport
	 
	 
	10.036 
	15.322 
	26.710 
	25.695 
	16.899 
	94.662 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	4. Equipment, materials and supplies
	 
	 
	 
	 
	 
	 
	 
	 

	4.1 Transport means
	L.sum
	1,00
	3.700 
	20.540 
	4.056 
	0 
	0 
	28.296 

	4.2 General office or workshop equipment, furniture, software
	L.sum
	1,00
	5.600 
	1.040 
	1.082 
	0 
	0 
	7.722 

	4.3 Materials for the construction of buildings
	L.sum
	1,00
	25.000 
	10.920 
	0 
	0 
	0 
	35.920 

	4.4 Materials for the construction of water and sanitation systems
	L.sum
	1,00
	1.600 
	3.328 
	6.922 
	14.398 
	14.974 
	41.223 

	4.7 Office supplies, copies, printing, etc.
	L.sum
	1,00
	1.060 
	1.466 
	2.498 
	3.048 
	1.515 
	9.588 

	Sub-total Equipment, materials and supplies
	 
	 
	39.460 
	37.294 
	14.558 
	17.447 
	16.489 
	125.249 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	5. Investments
	 
	 
	 
	 
	 
	 
	 
	 

	5.2 Water systems
	L.sum
	1,00
	25.000 
	54.080 
	77.875 
	109.112 
	113.476 
	379.543 

	Sub-total Investments
	 
	 
	25.000 
	54.080 
	77.875 
	109.112 
	113.476 
	379.543 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	6. Other
	 
	 
	 
	 
	 
	 
	 
	 

	6.1 Overhead & admin
	% of Total
	8,00
	8.515 
	13.887 
	19.099 
	20.918 
	17.833 
	80.252 

	6.2 Contingency
	% of Total
	1,00
	1.064 
	1.736 
	2.387 
	2.615 
	2.229 
	10.031 

	Sub-total Other
	 
	 
	9.580 
	15.623 
	21.487 
	23.532 
	20.062 
	90.283 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	TOTAL Contributions excl. voluntary labour, incl. Overhead $ admin and Contingency
	 
	 
	106.440 
	173.587 
	238.741 
	261.469 
	222.907 
	1.003.144 


PART IV    Minimum standards for PMER
10.    Why minimum standards are required for PMER

How often should one monitor the activities for making a water point? Should each finalized latrine be monitored or not? Is there a minimum number of quality indicators that should be monitored for a finalized product? How often should one execute an evaluation? Should always an external evaluation be carried out? What types of reports should be produced and how often should they be produced and for whom and what information should they contain? Strangely there are no international rules with regard to PMER. This in contrast to for instance financial monitoring and reporting. There are very strict international and usually also many national level rules and standards for the collection, processing, structuring and reporting of financial data and financial documents. Because of the absence of international rules and standards for PMER we have developed a set of minimum standards for PMER ourselves. These standards are described in this manual. We propose that your organization will try to follow these standards as well as possible. The idea is: it is not an absolute necessity that your organizations achieves all the minimum standards but it is good to try and explain the reasons in your reports for where you have not been able to fulfil the standards described.

11.    How to ensure proper PMER

In order to ensure that the minimum standards described in this manual are properly implemented it is necessary that your organization erects a separate Department for PMER with staff full time employed within this department that has the function to ensure that proper PMER is done. It means that these staff will do a lot of the PMER themselves but additionally, for those PMER tasks that need to be done by others, control that these others fulfil these tasks properly and in time. This department should only be judged on the proper fulfilment of the PMER tasks and not on the actual results and impacts of the work done by the rest of the organization. The Budget for the PMER Department should ideally comprise between 3 and 5% of the total expenditure of the organization and project budgets should therefore also include such percentages for a contribution to the costs of PMER. The PMER department should have direct access to the Board of the organization with the plight to inform and advice the Board about the proper execution of the role and tasks of the organization (signal function in cased problems are found through the PMER systems).

Minimum standards for Planning

Each project needs to be properly planned:

· Proper investigations should be conducted to be able to plan the project. The project should determine a specific target group and the needs and priorities of the target group should form the basis for the project.

· For projects larger than 50.000 Euro a Logical Framework needs to be made with the Logical Framework Analysis (LFA) method.

· Each project should have a proper line budget. Projects larger than 50.000 Euro should be divided into Expected results (following the LFA methodology) and per Expected result a line budget needs to be determined.

· For each project the output should be formulated in terms of ‘products’. Per product type indicators should be determined for the finalized products and for the activities realizing the products. The indicators should fulfil the minimum standards provided for indicators in the next chapter.

· Each project should include a budget for general coordination and guidance and a budget for PMER (both not higher than 5% of the Total budget; both should in fact be regarded as expected results), a budget for other expected results, a budget for overhead & admin (not higher than 10% of the Total budget) and a budget for contingencies (not higher than 4% of the Total budget). All budgets should of course comply to the demands and wishes of the donor to which the project proposal will be sent.

· It is good to also include a budget for R&D in project budgets that are larger than 50.000 Euro for production of manuals, improvement of systems related to the project, etc. (not higher than 5% of the Total budget).

· If a donor can agree the budget should ideally include a limited amount (not higher than 2% of the Total budget) for admission to the free disposable fund of the organization. Alternatively the donor can be requested that the parts of the contingency fund that are not used in the project be admitted to the free disposable fund of the organization.

Minimum standards for Monitoring
This chapter comprises standards mainly for narrative monitoring (contrary to financial monitoring, for which separate systems exist in each organization and for which international standards and rules are in place). Organizations should collect for all their interventions (both in its projects and in its internal organization) the following types of monitoring data:
· Numbers of products realized.
· Quality, Utilization and Amount (QUA) details of finalized products. 

· Quality and progress of product activities.

· Additionally summary financial monitoring data should be extracted form the organization’s financial bookkeeping system and entered in the PMER database to be able to assess financial progress versus narrative progress.
12.    Minimum standards for monitoring of Numbers of finalized products
· For each project per product type the numbers realized are to be determined in each distinguished location at least once per quarter.
· For each of the above numbers of products realized the following data should be collected and entered together with the numbers in the PMER system, which should be suitable to take these data up in its database:
· The month or months covered.

· The year.

· The district.

· The sub district.

· The location.

· The donor.

· The name of the monitor who collected and controlled the data.

· The product type.

· The number of products of that product type realized during the distinguished period in the distinguished location.

· The project under which the products have been realized.
13.    Minimum standards for monitoring of Quality, Utilization and Amount (QUA) details of finalized products 

· General data per each monitored product: date, district, location, longitude, latitude, name monitor, name producer of the product, project, product type, product name/number/code, number of months since the product was finalized.

· Product Quality Critical Indicators (PQCI’s).

· Product Utilization Critical Indicators (PUCI’s).

· Product Quality Indicators (PQI’s).

· Product Utilization Indicators (PUI’s).

· Product Measurement Indicators (PMI’s), e.g. how much water does a water point produce, how deep is a well, etc.).

· Product Numeric Indicators (PNI’s), e.g. no. of persons using a product, etc.

· The monitoring intensity and numbers of QUA indicators for realized products fulfill the following minimum standards:

	Product max cost (Euro)
	Minimum monitoring intensity (in % of all products realized)
	No. of PQCI’s
	No. of PUCI’s
	No. of PQI’s
	No. of PUI’s
	No. of PMI’s
	No. of PNI’s
	No. of photos or films

	5
	1
	1
	1
	2
	1
	0
	2
	At least one photo and 1% of all products

	15
	2
	1
	1
	3
	1
	0
	2
	At least one photo and 10% of all products

	35
	5
	1
	1
	4
	2
	0
	2
	At least one photo and 50% of all products

	100
	20
	2
	2
	5
	3
	1
	2
	Each product

	300
	60
	2
	2
	8
	3
	1
	2
	Each product

	> 300
	100
	2
	2
	12
	3
	1
	2
	Each product


De kleuren in de PMER rapporten worden als volgt bepaald: 

	Situatie beoordeling
	Financieel, Doel, Outcome, Output aantallen
	Scores Output Kwaliteit  en Gebruik
	% één of meer kritische indicatoren

	
	Indien een range is aangegeven

	Indien een realisatie is gewenst die gelijk of hoger is dan de planning
	Indien een realisatie is gewenst die gelijk of lager is dan de planning
	
	

	Slecht
	Buiten de range en 100* (Gerealiseerd – meest nabije range grens)/meest nabije range grens>=25
	100*Gerealiseerd/Gepland = 0 - 75
	100*Gerealiseerd/Gepland >125
	< 0,6
	>10

	Redelijk
	Buiten de range en 100* (Gerealiseerd – meest nabije range grens)/meest nabije range grens= 0 - 25
	100*Gerealiseerd/Gepland = 75 - 100
	100*Gerealiseerd/Gepland = 100 – 125
	0,6 – 0,8
	5-10

	Goed
	Binnen de range
	Gerealiseerd >= Gepland
	Gerealiseerd =< Gepland
	0,8 – 1,0
	0-5


Financiële indicatoren worden bepaald aan de hand van de jaarrekeningen en andere finan​ciële gegevens. De planningcijfers worden bepaald aan de hand van de vijfjaren financiële planning van Connect International en de financiële afspraken en planningen in de contracten met de partners.

Doelindicatoren voor Nederland worden objectief bepaald aan de hand van:

· vragen aan betrokkenen (bijv. tevredenheid partners en financiers),

· het  takenbeheersysteem (aantallen taken die wel en die niet op tijd zijn uitgevoerd),

· gegevens uit de projectland tabellen (bereikte einddoelgroep, verbeteringen einddoelgroep),

· HRM administratie en financiële gegevens (Baten per FTE betaalde medewerkers).

De planning van de indicatoren bepalen we aan de hand van hoe goed we het willen doen (we zijn daarbij redelijk streng voor onszelf) en wat door andere partijen als goed bestempeld wordt (bijv. CBF, Transparantprijs en andere hulporganisaties).

Doelindicatoren voor  projectlanden worden bepaald met SURVEY dat onderdeel is van ons PMER systeem. Getrainde surveyors bezoeken a-select 1 tot 5% van de huishoudens in de dorpen en stellen vragen, bij voorkeur aan het vrouwelijk hoofd van het huishouden. De survey is opgedeeld in topics met per topic maximum 5 relevante vragen. De surveyor kiest uit vier standaardantwoorden welke   het antwoord van de geïnterviewde het dichtst benadert. De standaard antwoorden lopen op van score 1 (slechte situatie) tot score 4 (goede situatie), met altijd de overgang van ‘situatie net niet goed genoeg’ naar ‘situatie net wel goed genoeg’ tussen score 2 en 3 (zie voorbeeld hieronder).

	27
	Knowledge regarding malaria and diarrhoea
	Score 1 - very poor
	Score 2 - poor
	Score 3 – reasonable
	Score 4 - good
	Score 5 - No answer

	27.1
	How can one prevent malaria?
	Does not know or answers referring to local beliefs, witchery etc. that are harmful
	Answer refers to beliefs, witchery practises etc. that are in itself not harmful but don’t help to prevent malaria
	Mentions one or two effective methods, e.g. use bed nets, spray the walls, cover the body with long sleeves by nightfall, take preventive drugs, drain water pools.
	Mentions three or more effective methods from the list.
	No answer

	27.2
	How can one treat malaria?
	Does not know or answers referring to local beliefs, witchery etc. that are harmful
	Answer refers to beliefs, witchery practises etc. that are in itself not harmful but don’t help to treat malaria
	Some proper answers like go to health centre-clinic, give malaria drugs.
	All or most proper answers, incl. go to health centre-clinic, give malaria drugs, get rest.
	No answer

	27.3
	How can one prevent diarrhoea?
	Does not know or answers referring to local beliefs, witchery etc. that are harmful
	Answer refers to beliefs, witchery practises etc. that are in itself not harmful but don’t help to prevent diarrhoea
	Some proper answers like  wash hands, drink clean water, etc.
	All or most proper answers, e.g.  wash hands, drink clean water, eat well prepared food, use a proper and clean toilet, etc.
	No answer

	27.4
	How can one treat diarrhoea?
	Does not know or answers referring to local beliefs, witchery etc. that are harmful
	Answer refers to beliefs, witchery practises etc. that are in itself not harmful but don’t help to treat diarrhoea
	Some proper answers like go to health centre-clinic, give ORS (solution of salt in water), get medicine from the clinic, etc.
	All or most proper answers incl. go to health centre-clinic, give ORS (solution of salt in water), get medicine from the clinic, etc.
	No answer


Met de data genereert SURVEY rapporten. In een samenvattend rapport staat bijv. per topic: gemiddelde score van alle antwoorden op alle vragen onder dat topic door alle geïnterviewden, percentage van alle antwoorden met score 2 of lager (slechte situatie), percentage ‘geen antwoord’ (score 5). Huishoud surveys worden uitgevoerd aan het begin van een programma in een dorp (Before) , na twee jaar (During) en na 4 jaar aan het einde van het programma (After). Voorbeeld:

	Topic no.
	Topic
	Scores for all households together (TAZAMO Zambia)

	
	
	486
	301
	88

	
	
	Before
	During
	After

	
	
	Av.
	%<=2
	% no answer
	Av.
	%<=2
	% no answer
	Av.
	%<=2
	% no answer

	1
	Toilet facilities
	1,7
	82,1
	29,7
	2,2
	55,9
	12,1
	2,8
	25,6
	9,1

	2
	Toilet use
	2,5
	52,7
	32,3
	2,8
	36,6
	19,3
	3,4
	16,7
	14,0

	3
	Drinking water sources - rainy season
	2,8
	38,5
	1,5
	2,7
	43,3
	2,2
	3,9
	2,3
	0,0


Er worden ook trends bepaald. Voorbeeld:

	Topic no.
	Topic
	Trend Before - During
	Trend During - After
	Trend Before – After

	
	
	Av.
	%<=2
	% no answer
	Av.
	%<=2
	% no answer
	Av.
	%<=2
	% no answer

	1
	Toilet facilities
	28,9
	-32,0
	-59,4
	29,5
	-54,1
	-24,7
	66,9
	-220,4
	-24,7

	2
	Toilet use
	13,2
	-30,6
	-40,4
	20,4
	-54,3
	-27,3
	36,3
	-215,0
	-27,3

	3
	Drinking water sources - rainy season
	-1,7
	12,7
	52,4
	42,8
	-94,8
	-100,0
	40,3
	-1592,6
	-100,0


De kleuringen worden  bepaald aan de hand van  de volgende normeringen: 

	Situation judgement
	Before, during and after surveys
	Trends before-during and during-after
	Trend before-after

	
	Average
	%<=2
	% no answer
	Average
	%<=2
	% no answer
	Average
	%<=2
	% no answer

	Bad
	0 – 2,3
	25 - 100
	12,5 – 100
	< 2%
	> -2%
	> -2%
	< 4%
	> -4%
	> -4%

	Reasonable
	2,3 – 3,2
	12,5 - 25
	5 – 12,5
	2% - 6%
	-2% - -6%
	-2% - -6%
	4% - 25%
	-4% - -25%
	-4% - -25%

	Good
	3,2 – 4,0
	0 – 12,5
	0 - 5
	> 6%
	< -6%
	< -6%
	> 25%
	< -25%
	< -25%


Enkele van de topic trends vormen de basis voor de doelindicatoren . Ze worden in de meeste gevallen als volgt bepaald:

 (  trend ‘Before – During’)  : 100 * ( During waarde   –  Before waarde ) / ( Before waarde)

Planning van doelindicatoren wordt bepaald aan de hand van planningen in gefinancierde projectvoorstellen en worden gefaseerd (voorbeeld: als het doel is om malaria in 5 jaar terug te dringen met 25% dan kan de planning voor de projectjaren 1 tot en met 5 bijvoorbeeld respectievelijk 3, 6, 11, 18 en 25% zijn).

Outcome indicatoren focussen vooral op aantallen personen die gebruik maken van de producten voor eindbegunstigden, gemeten en gerapporteerd middels MONITOR (metingen per product van aantallen gebruikers).

Output indicatoren focussen op aantallen (A), kwaliteit (K) en gebruik (G) van gerealiseerde producten, gemeten en gerapporteerd middels MONITOR.
14.    Minimum standards for monitoring of product activities 

· General data should include: date, district, location, longitude, latitude, name monitor, name producer of the product, project, product type, product name/number/code, to what extent the product is ready (in order to be able to get an approximation of the progress of product realization and projects in general).

· Activity Indicators (AI’s; these are quality indicators).

· Activity monitoring forms should include descriptions of required appropriate measures per indicator if observed or measured to be not good.

· If during data collection something is observed or measured to be not good (either through the indicators or in any other way) the monitor immediately takes appropriate measures to improve the situation in an as structural way as possible and assesses together with other stakeholders how the problem could have emerged and what further action is required to avoid the problem to arise in the future again.

· The monitoring intensity and numbers of Activity indicators for realized products fulfill the following minimum standards:

	Product cost (Euro)
	Monitoring intensity
	No. of AI’s

	0 – 15
	Once in 2% of all products 
	2

	15 – 50
	Once in 5% of all products
	3

	50 - 100
	Once in 10% of all products
	4

	100 – 600
	Each product at least once
	5

	600 – 5.000
	Each product at least twice
	8

	> 5.000
	Each product at least twice plus at least one more time per each additional 5.000 Euro product cost.
	12


15.    Minimum standards for monitoring the quality of monitoring

///still to be described///

16.    Minimum standards for entry, storage and structuring of monitoring data
Your organization should have and use a database for entry, storage and structuring of monitoring data that fulfills the following criteria:

· All monitoring data should be entered in the database.

· Databases with monitoring data are kept for at least 7 years and are made available to any auditor (sent by donors, authorities, official control institutions, or by the own organization) on request.

· A back up of the database is made at least monthly. All back ups are kept in another place than the original database, and in a safe place.

· The entry of monitoring data should be controlled by at least one person who signs for agreement with the controlled data. The document with signatures of data entry controllers is kept for at least 7 years after the data entry control has been done and will be made available to any auditor (sent by donors, authorities, official control institutions, or by the own organization) requesting for it.

· Your organization is free to use its own database system as long as it fulfils all described criteria and requirements and can store and structure all the types of indicators and data as described in this manual. 
· A suitable system is Connect International’s PMER system, which can be obtained from Connect International for free.

Minimum standards for internal project evaluations

///still to be described///
17.    Minimum standards for evaluation of project effects

We here mean the changes a project has effectuated, including both outcome and impact issues for as far as possible.

18.    Minimum standards for internal evaluation of the PMER done

19.    Minimum standards for external project evaluations

20.    Minimum standards for reporting
· Send a progress report and your PMER databases with all data up to the last quarter within two weeks after the finalization of each quarter to the organization funding you, covering: (a) each project under execution (following the format on the next page), and (b) the organization (providing the Balance and the Profit & Loss sheets plus textual explanation of the main problems in the organization, like gover​nance and leadership, staff, finance, logistics issues) plus the plans for solving these.

· Send a beneficiary overview report with the numbers and qualities of products realized to each involved group of beneficiaries on a quarterly or half yearly basis and discusses the results with them.

· Send reports to donors, authorities, etc. fitting to their wishes + demands.

· Send an annual report, controlled and approved by an internationally acknowledged accountants firm, within 6 months after finalization of each book year to the organizations funding you and other important stakeholders. This report includes the same information as in the quarterly reports but in a more summarized way for more general use.

· Communicate about important things in the progress reports with your direct donors and other stakeholders for which more info is needed, that may not be correct, or regarding which you want to provide advice on how to improve things or solve problems.

· Request for financial installments of contracted projects only after all required reports and data have been received and approved by your direct donors.

21.    Minimum standards for auditing PMER

Format of a quarterly project progress report (all amounts are cumulative figures since the start of the project):

Project: TAZAMO Tanzania (PMSHI).      Project start date: 1 January 2006.    Report date: 31 March 2009.

	Result
	Product type
	No. of successful products*
	Planning successful products
	No. of rejected products

**
	No. of monitoring products
	No. of monitoring product activities
	Quality of product activities
	Quality of successful products
	Utilization of successful products
	No. of locations with finalized pro​ducts
	No. of locations with product activities
	No. of bene​ficiaries
	Realized expendi​ture (in Euro)
	Planned exp. (in Euro)
	Realized exp. vs. successful products (%)

	Water points
	New hand drilled borehole with rope pump
	24
	17
	2
	23
	12
	0,73
	0,94
	0,90
	14
	3
	3.545
	23.731
	22.460
	120

	
	New dug well with rope pump
	7
	12
	2
	8
	3
	0,86
	0,63
	0,83
	6
	0
	425
	
	
	

	
	New protected spring
	3
	3
	1
	3
	4
	0,78
	0,67
	0,76
	3
	0
	210
	
	
	

	
	Rehabilitated well with new rope pump
	4
	6
	0
	10
	23
	0,83
	0,87
	0,77
	4
	1
	422
	
	
	

	Commu​nity develop​ment in 200 villages
	First self assessment
	180
	230
	2
	182
	182
	0,92
	0,82
	0,89
	180
	0
	220.500
	17.789
	13.685
	145

	
	Specific investigations
	119
	150
	3
	122
	122
	0,82
	0,80
	0,92
	76
	0
	220.500
	
	
	

	
	First community development plan
	67
	85
	2
	69
	69
	0,77
	0,84
	0,91
	67
	0
	220.500
	
	
	

	
	Community coaches trained (coach training days)
	610
	650
	0
	460
	460
	0,88
	0,86
	0,55
	3
	0
	84
	
	
	


	Explanation of (potential) problems and plans to solve these




Procedures for PMER

Still to be worked out.

	Stap
	Omschrijving

	
	P&C-cyclus t.a.v. Zuidelijke partners
	P&C-cyclus t.a.v. CI
	Gebruikte Tools en facilitatie/uitvoering

	Jaarlijks
	· Zelf analyse en planning: herziening Visie, missie/doelen, aanpassen vijfjarenplan, herziening MoU met CI, jaarplanning, incl. planning & ontwikkeling nieuwe projecten, taken en activiteiten, samen met allerlei stakeholders. 

· Jaarrapport (goedkeuring bestuur en accountant).
	· Zelf analyse en planning: herziening Visie, missie/doelen, aanpassen vijfjarenplan, herziening MoU’s met partners, jaarplanning, incl. hoofdplanning nieuwe projecten, taken en activiteiten (input door verschillende stakeholders: partners, medewerkers, externe contacten e.d.)

· Jaarapport (goedkeuring bestuur en accountant)
	· SMART Survey

· SMART Info

· Zelf analyse model uit de CI SMART Partner module. 

· Facilitatie bij partners: CI vertegenwoordiger of een CI NL medewerker.

· Facilitatie bij CI: externe consultant (op vrijwillige basis) en/of een bestuurslid of directeur van CI.

· Voorbereiding jaarrapport: directeuren en medewerkers

	Kwartaal
	· Kwartaal rapportages projecten en interne organisatie, incl. up to date PMER database (SMART Survey + SMART Info), financiën per project, inhoudelijke toelichtingen per project, voorsellen nieuwe projectvoorstellen en betaalverzoeken voor lopende projecten.

· Voorbereiding verdere stukken bestuursvergadering

· Goedkeuring door bestuur partner.

· Opsturen kwartaalrapport naar CI (via CI vertegenwoordiger).
	· Controle kwartaalrapportages partners door CI vertegenwoordigers.

· Controle kwartaalrapportages partners door projectbeheerders CI kantoor.

· Controle projectfinanciën partners door CI directeur.

· CI kwartaal financiële en inhoudelijke rapportage.

· Controle CI PMER database (SMART Survey, SMART Info).

· Samenvoegen info en samenvatten in kwartaalstukken bestuursvergadering, met uitleg per onderdeel; opsturen stukken naar bestuursleden.

· Bestuursvergadering, goedkeuring stukken, goedkeuring betalingsaanvragen partners, besluitvoering te ondernemen acties (buiten de normaal geplande activiteiten).
	· SMART Survey

· SMART Info.

· AccountView en andere financiële software programma’s (inclusief de daarbij behorende financiële handboeken)

· CI Projectbeheersysteem.

· CI Takenbeheersysteem

· HRM manuals.

· Uitvoering door medewerkers en managers.



	Doorlo​pend
	· Maatregelen en communicatie ten aanzien van feedback CI op kwartaalrapportage (normaliter via CI vertegenwoordiger on-site).

· Partners hebben hun eigen interne procedures voor dagelijks en wekelijkse planning, bijhouden taken en doorlopend beheer projecten. 

· M&E en projecten.

· Monitoring interne organisatie.

· Financiële admin en management.
	· Bijhouden taken- en projectbeheersysteem door projectbeheerders en afdelingshoofden.

· Monitoring.

· Financiële admin (wekelijks) en management (wekelijks tot maandelijks).

· Uitvoering genomen besluiten Bestuur CI en terugkoppeling naar de CI vertegenwoordigers in het veld die het terugkoppelen naar de partners.
	· SMART Survey.

· SMART Info.

· CI Takenbeheersysteem

· CI Projectbeheersysteem.

· AccountView (CI, SHIPO) en andere financiële software (andere partners).

· Uitvoering door directeuren en medewerkers van de organisaties volgens vastgelegde stramienen en afspraken (in HRM manuals).

· Management taken door de directeuren.


Annex 1 The Logical Framework Analysis (LFA) method

The LFA method is widely used in the humanitarian aid sector. It is a method for developing projects.

The project has a Goal. The Goal is something the project hopes to contribute to. A project focusing on for instance improved drinking water for people in twenty villages in one district, could have a Goal like ‘Contribute to structural reduction of water related diseases and burdens in Njombe district’. At the Goal level indicators can be formulated (e.g. district statistics about water related diseases at the beginning and at the end of the project period).

The project also has an Objective. This is something the project hopes to realize. Example: Reduction with 15% of water related diseases and burdens in the involved villages with regard to the baseline situation during the project period. So this is a much more specific statement. Indicators can be attached to this such as for instance the reduction in diarrhea.

Underneath the Objective we find the Outcomes of a project. These are changed behaviors of people or things realized through changed use or behaviors by people. For instance a company trained by a project that start because of that the production of Rope pumps and sells them will give an outcome of ‘Rope pumps’ and people who buy and use the Rope pumps constitute the outcome ‘People using groundwater points equipped with Rope pumps’. The outcome ‘Rope pump’ is considered an outcome product. The outcome ‘Number of people using a Rope pump’ is an indicator of the outcome product ‘Groundwater point with Rope pump’. Outcomes are things we hope that will result from our project efforts, but they are closer within our influence sphere than the project Objective. All formulated outcomes should together be likely to realize the Objective.

We also formulate Expected Results. These are results we are confident to be able to achieve with the project. Important is that they are formulated in such a way that if each result is achieved it is likely that through that the Outcomes and thus also the Objective will be achieved. Expected Results could for instance be ‘Capacitated water product companies’ and ‘Final beneficiaries trained and capacitated with regard to knowledge of water related diseases and prevention of these diseases’.

Per Expected result we formulate the output products. These are products realized by the project. Examples: ‘Training course optimal maize growing’ for  the final target group, ‘Training course welding as a basis for rope pump production’ for local companies, ‘Credits for companies enabling them to set up a Rope pump production line’ etc. Important for both the outcome and output products is that for each product type indicators are formulated, measured and their data entered in SMART Info. Example of indicators for a realized groundwater point with Rope pump: is the pump used, is the concrete platform without bursts, is the yield at least 150 l/hour, etc. The output products under one Expected Result should together realize the Expected Result.

Then under each output and outcome products there are activities. Each product type has its own specific set of activities that together realize a product of that type. Per activity also indicators are formulated. During a project a % of product activities can be monitored.














































































� 	Send an e-mail with a request for the file to � HYPERLINK "mailto:info@connectinternational.nl" ��info@connectinternational.nl�.





� 	Each question should be highly relevant for the topic, each question should have approximately the same ‘weight’ compared to the other questions under the topic, and the standard answers for each question should follow the sequence of score 1 meaning a very bad situation to score 4 meaning a good situation with the change from not a good situation to a just acceptable situation between score 2 and 3 and with a score 5 for ‘no answer’. For further information regarding the proper formulation of questions and their standard answers see Chapter 3 of this manual.


� 	Het getal dat komt uit ‘Gerealiseerd – meest nabije range grens’ moet een positief getal worden, wordt dus positief gemaakt indien het een negatief getal oplevert.





