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EXECUTIVE SUMMARY

[Usually not more than 1 page - the shorter the better - intended to provide enough information for busy people, but able to tease people's appetite so that they want to read the full report.]
PREFACE

[Not essential, but a good place to thank people and make a broad comment about the process, findings etc.]
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1. INTRODUCTION
[Usually deals with background to the project/organisation, background to the evaluation, the brief to the evaluation team, the methodology, the actual process and any problems that occurred.]
2. FINDINGS
[Here you would have sections dealing with the important areas of findings, e.g. efficiency, effectiveness and impact, or the themes that have emerged.]
3. CONCLUSIONS

[Here you would draw conclusions from the findings - the interpretation, what they mean.]
4. RECOMMENDATIONS
[This would give specific ideas for a way forward in terms of addressing weaknesses and building on strengths.]
5. APPENDICES

[Here you would include Terms of Reference, list of people interviewed, questionnaires used, possibly a map of the area and so on.]
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