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[bookmark: _Toc351709778][bookmark: _Toc466386142]Note to preparer: The Activity MEL Plan describes how USAID and the implementing partner will know whether an activity is making progress toward stated results. The Activity MEL Plan presents the details of an activity’s MEL system, including; 
· project theory of change and logic model, 
· indicators, 
· data collection and analysis, 
· data quality assurance, 
· collaborating, learning and adapting (CLA), 
· evaluation,
· roles, responsibilities and resources. 
The purpose of this template is to help USAID and its implementing partners ensure that the Activity MEL Plans meet the standards of ADS 201:
Activities must have an approved Activity MEL Plan in place before major implementation actions begin. Project Managers should work with the COR/AOR/GATR/Activity Manager to ensure that the Activity MEL Plan is consistent with and meets the data collection needs of the Project MEL Plan, the Mission’s PMP, and the Mission’s annual Performance Plan and Report (PPR).
For A&A awards, implementing partners must submit a proposed Activity MEL Plan to the COR/AOR in accordance with the guidelines in their award or agreement, often within 90 days of an award. In cases of partner country government agreements, the monitoring approach, including performance indicators, should be jointly agreed upon by the Mission and the host-country government entity as part of the direct agreement with the government[footnoteRef:1] [1:  Note: This template guides implementing partners (IPs) on the development of both Monitoring, Evaluation, and Learning (MEL) plans and Monitoring and Evaluation (M&E) plans.  ] 

This document is designed to give USAID/Haiti Implementing Partners (IPs) a template to follow when developing their Activity MEL Plans. IPs are not currently contractually required to follow this template, although they are encouraged to use it. At some point in the future, the Mission may mandate the use of this or another similar template. 
The Activity MEL Plan is a dynamic and flexible document that must be updated on an annual basis.
USAID/Haiti’s specific guidance for relevant sections as well as suggested headings of the Activity MEL Plan are included in the template below.

INTRODUCTION TO THE [name of ACTIVITY] MEL Plan
[bookmark: _Toc466386143]Purpose
Guidance : Provide a clear description of the guiding principle for this MEL plan, e.g. intent/purpose, participation, transparency, contribution to Mission PMP, etc.
Sample text (for illustrative purposes only) : The purpose of this Activity Monitoring, Evaluation & Learning (MEL) Plan is to describe how <implementing partner> will monitor, evaluate and learn from the resulting data collected to manage <Activity>. This plan proposes both indicators and other data needed to assess achievement of each of the core expected results of the activity, as well as, planned evaluations and/or other learning data required to understand key elements of the activity’s theory of change. It also describes the processes that we will use to perform MEL throughout the life of the activity in order to inform effective adaptive management required to achieve the desired results. 
[bookmark: _Toc351709780][bookmark: _Toc466386144]Activity Information and Context
[bookmark: _Toc466386145]Activity Description
State the activity purpose and anticipated results. Describe the core activities that will align to each of the anticipated results. Include information about location, partners (including subs), the activities anticipated, and the relationship to stakeholders such as the GOH, local governments, civil society and other implementing partners. It may be helpful to include a map of where activities will be implemented.
[bookmark: _Toc466386147]Activity Theory of Change and Logic Model
Guidance: The theory of change (TOC), expressed in narrative or graphic format, describes the intended purpose and result(s) of an activity and the necessary preconditions to achieve this result. These preconditions typically reflect the outcome of the activities to be carried out. The TOC can also
· Highlight critical assumptions that are needed to achieve the intended preconditions and results
· Where appropriate, provide evidence supporting the hypothesized causal linkages.
	The Activity MEL Plan should connect activity-level results to the higher-level results of the relevant Project and the Mission’s Strategic Framework.  The Logic Model is a graphic representation of the activity’s theory of change and includes the highest level of result from the Results Framework that the activity is expected to contribute towards directly (typically reflected as the highest level of the logic model), activity purpose, results, sub-results and indicators for each result.
	[image: ]


Note: The Logic Model is new in ADS 201. A log frame is still an acceptable logic model but guidance provides IPs the freedom to explore other types of logic models.
[bookmark: _Toc388167811]Figure one below illustrates an (editable) blank template of one version of a logical model. Figure two illustrates a completed version of logic model for an illustrative health sector related activity.
Figure 1. Sample (editable) blank Logic Model template Insert the Activity highest-level purpose that contributes to USAID IR to which the activity is linked 
(this is typically an IR or Sub-IR in the Strategic Framework results framework)
Sub-R 1.1
Sub-R 2.1
Sub-R 3.1
Sub-R 1.3
Sub-R 2.3
Sub-R 3.3
Sub-R 1.2
Sub-R 2.2
Sub-R 3.2
(R 1)
Insert the activity’s first IR that supports the highest-level result/objective/goal
(R 2)
Insert the activity’s second IR that supports the highest-level result/objective/goal
(R 3)
Insert the activity’s third IR that supports the highest-level result/objective/goal
Insert at least one indicator for each level of result in order to measure progress. This includes the Activity’s highest level Result reaching down to the sub-Results. IPs can also include appropriate non-indicator measures/learning questions that correspond to a given result where the indicators are not sufficient for measuring the result.

Note: The template should be modified to include the actual number of Results and sub-Results the activity is trying to achieve. The number and structure of results and boxes above should not be interpreted as the recommended or preferred number or structure.









1
USAID/Lebanon PMP 1: Democracy and Governance
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Figure 2. Example of a completed Activity-level Logical Model – Please include in the key that “M” stands for Mission PMP
 (Editable) blank RF template

DO3: Essential Service to the Public Improved
Strategic Framework GOAL: Improved Prosperity, Accountability, and Equality for a Stable, Democratic Haiti
Activity Purpose: Utilization of Family Planning Services Improved.
Indicator 1: Couple Years of Protection (CYP) [M 3.1.2.a] [F 3.1.7.1-1] 
R 1: Knowledge and skills of health professionals providing family planning services upgraded.
Indicator 1.1: Percentage of trained healthcare providers who perform to MOH established clinical guidelines.
Indicator 1.2: Percentage of medical doctors certified as “Family Planning Specialists” by MOH. 
R 2: Access to family planning services improved.
Indicator 2.1: Percentage of surveyed women who report they have received their preferred method/type of contraception.
R 3: Demand for family planning services increased.
Indicator 3.1: Number of family planning consultations provided to the public. 
Indicator 3.2: Percentage of men/women surveyed who approve modern family planning methods.
Indicator 3.3: Percent of women who report preference for a small family size. [M 3.1.2.b]
Sub-R 1.1: Health care providers trained.
Indicator 1.1.1: Number of family planning training courses conducted.
Indicator 1.1.2: Number of health professionals completing the standard family planning training course. 
Sub-R 2.1: Computerized inventory management system installed and utilized.
Indicator 2.1.1: Number of health centers with functional computerized inventory management system.
Indicator 2.1.2: Percentage of health centres that experience a stock-out at any point during the year in any of the MOH approved list of Oral Contraceptive Pills (OCP). 
Sub-R 3.1: Awareness about modern family planning methods increased.
Indicator 3.1.1: Percentage of men/women who recall hearing or seeing a specific family planning message.
Indicator 3.1.2: Number of males/females attending family planning workshops.
Indicator 3.1.3: Number of outreach campaigns on family planning issues.
Sub-R 1.2: Family Planning clinical guidelines developed and disseminated.
Indicator 1.2.1: Number of Family Planning clinical guidelines developed and approved.
Indicator 1.2.2: Percentage of MOH clinics that have a hard copy of the most recent guidelines. 
Sub-R 2.2: Operating rooms fully equipped. 
Indicator 2.2.1: Percentage of health centers with operating rooms fully equipped (as per MOH standard list) for the implantation of intrauterine devices. 
This is a sample logical model for illustrative purposes only. It is based on a hypothetical Activity goal, IRs, and sub-IRs to show alignment with USAID/Haiti’s Strategic Framework Results Framework.
Codes in parenthesis represent the indicator reference number in the F indicator handbook (F) 
and/or the Mission PMP (M).
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[bookmark: _Toc466386150]THE [ACTIVITY] MEL plan 
[bookmark: _Toc466386151]Collaborating, Learning and Adapting
Guidance: The MEL Plan should include approaches for a systematic, intentional and resourced approach to a strategic collaboration, continuous learning and adaptive management. In developing the MEL Plan, the implementing partner should identify and describe: 
· Learning objectives or a learning agenda (Further guidance on developing a learning agenda can be found on USAID Learning Lab). Learning agendas can be created in narrative form or in a table (see sample below) but all should identify key questions that the activity has and how they will answer them. Questions could address assumptions in the theory of change or understanding the impact of innovative implementation approaches, 
Figure 3. Example learning agenda template
	Topic
	Question
	Explanation
	Suggested Approach to Address Question

	
	
	
	

	
	
	
	


· Strategic opportunities to coordinate and collaborate with stakeholders including GOH, other implementing partners and USAID,
· Approaches for regular learning to address the identified learning objectives, 
· Plans for knowledge management, learning from M&E information, and disseminating findings, 
· Approaches to adapting/adjusting implementation and programming as a result of learning,
· Resources (financial and human resources as well as tools) needed to implement learning objectives and/or agenda. 
Monitoring Indicators
[bookmark: _Toc466386153]Performance Indicators
Guidance: Present the indicators (performance and context) required for measuring the results and context of the activity at each level of the logic model (project purpose, results, and sub-intermediate results). Indicators should be presented in a summary table in this section and in an annex with detailed Performance Indicator Referene Sheets (PIRS). Ensure that performance indicators follow USAID guidance, namely that they be objective, practical, and adequate for management to use and reflect progress toward achieving results. To the extent possible, performance indicators should be attributable to USAID. Where indicators are reported “up” to the Project MEL Plan, Mission PMP or “F” indicators, they must have the same title, definition, and data collection and calculation methodologies as the higher-level indicators. 
Activity MEL Plans submitted to USAID should include indicators that the Mission needs for activity management. An IP may choose to include additional indicators used for their management purposes. If the IP includes additional indicators, the indicators for USAID and internal use should be clearly marked.
Indicator Summary Table
Guidance: Provide a table that lists indicators with a brief description, data source(s), frequency of data collection, baseline values and their sources, and the annual target estimates throughout the life of the Activity (see a sample table below). The table should be organized in a way that clearly lists the indicators under the corresponding result from the activity’s logic model. Indicators should also be numbered so that their position in the logic model is clear. Note that the information in the table below is the minimum requirement. Please insert more columns/rows as needed. USAID-required indicators should be clearly identified by including the Mission’s indicator type (Standard (F) or custom) and its number in parenthesis at the end of the indicator. 
Please note: the MEL Plan (in both the indicator summary table and PIRS) should present baselines and targets for all indicators. Many will be TBD in the first version of the MEL Plan in the first 90 days but there should be none that are “blank” indicating that there is not yet a plan. It should be recognized that anything that the activity itself produces (trainings, meetings, etc.) will, by definition, be zero at the start. 
The IST below is a sample, for illustrative purposes only.
Figure 4. Example Indicator Summary Table
	#
	Indicator
	Type
(Outcome, Output, Context)
	Data Source
	Reporting Frequency
	Unit of Measure
	Baseline (# and Date)
	FY 2014 Target
	FY 2014 Actual
	FY 2015 Target
	FY 2016 Target
	LOP Target
	Actual to Date 

	Purpose: Utilization of Family Planning Services Improved.

	 1
	Couple Years of Protection (CYP) [M 3.1.2.a] [F 3.1.7.1-1]
	
	
	
	
	
	
	
	
	
	
	

	R 1: Knowledge and skills of health professionals providing family planning services upgraded.

	1.1
	Percentage of trained healthcare providers who perform to MOH established clinical guidelines.
	
	
	
	
	
	
	
	
	
	
	

	1.2
	Percentage of medical doctors certified as “Family Planning Specialists” by MOH.
	
	
	
	
	
	
	
	
	
	
	

	Sub-R 1.1: Health care providers trained.

	1.1.1
	Number of family planning training courses conducted.
	
	
	
	
	
	
	
	
	
	
	

	1.1.2
	Number of health professionals completing the standard family planning training course.
	
	
	
	
	
	
	
	
	
	
	

	
Sub-R 1.2: Family Planning clinical guidelines developed and disseminated.

	1.2.1
	Percentage of surveyed women who report they have received their preferred method/type of contraception.
	
	
	
	
	
	
	
	
	
	
	

	R 2: Access to family planning services improved.

	2.1
	Percentage of surveyed women who report they have received their preferred method/type of contraception.
	
	
	
	
	
	
	
	
	
	
	

	Sub-R 2.1: Computerized inventory management system installed and utilized.

	2.1.1
	Number of health centers with functional computerized inventory management system.
	
	
	
	
	
	
	
	
	
	
	

	2.1.2
	Percentage of health centres that experience a stock-out at any point during the year in any of the MOH approved list of Oral Contraceptive Pills (OCP). 
	
	
	
	
	
	
	
	
	
	
	

	Sub-R 2.2: Operating rooms fully equipped.

	2.2.1
	Percentage of health centers with operating rooms fully equipped (as per MOH standard list) for the implantation of intrauterine devices. 
	
	
	
	
	
	
	
	
	
	
	

	R 3: Demand for family planning services increased.

	 3.1
	 Number of family planning consultations provided to the public. 
	
	
	
	
	
	
	
	
	
	
	

	3.2
	Percentage of men/women surveyed who approve modern family planning methods.
	
	
	
	
	
	
	
	
	
	
	

	3.3
	Percent of women who report preference for a small family size. [M 3.1.2.b]
	
	
	
	
	
	
	
	
	
	
	

	Sub-R 3.1: Awareness about modern family planning methods increased.

	3.1.1
	Indicator 3.1.1: Percentage of men/women who recall hearing or seeing a specific family planning message.
	
	
	
	
	
	
	
	
	
	
	

	3.1.2
	Indicator 3.1.2: Number of males/females attending family planning workshops.
	
	
	
	
	
	
	
	
	
	
	

	3.1.3
	Indicator 3.1.3: Number of outreach campaigns on family planning issues.
	
	
	
	
	
	
	
	
	
	
	



[bookmark: _Toc466386154]
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Gender and Other Vulnerable Groups
Guidance: Activities should describe in the MEL Plan how aspects of gender will be addressed. At a minimum, all indicators that could have gender aspects should be sex-disaggregated in their data collection, analysis, and reporting. This is anything having to do with people involved in the activities as beneficiaries, farmers, owners, workers, students, trainees, heads of household, etc. 
[bookmark: _Toc466386158]Data Collection Methodologies & Analysis
Guidance: This section describes the data collection process for the performance and context indicators outlined in the monitoring section of the MEL Plan. Note: This section should remain at a high-level. The specific methods used to collect data for the specified indicators are described in detail in each PIRS. It should include: 
· Who is responsible for data collection and management (M&E manager, technical specialists, others);
· In what format (database, spreadsheets, GIS) will data be collected, stored, and analyzed;
· Aspects of quality control to be implemented during data collection; 
· Relevant details about types of data collection and management topics such as sampling, tool design, use of sub-contractors and project staff.
IPs may consider including a graphic representation of data collection and analysis through a data flow chart.
Figure 5. Example data flow chart
[image: ]
Data Quality Assurance and Data Quality Assessment (DQA) Procedures
Guidance: Describe how the implementing partner will ensure data quality for all data being reported to USAID. This should include: 
· A formal DQA schedule;
· Description of how the implementing partner will ensure sub contractor or grantee data quality (when relevant); 
· Any internal data quality review that the implementing partner will conduct for the activity.
[bookmark: _Toc466386160]Language describing how the activity M&E team will work with the USAID Mission in support of their DQA procedures.
[bookmark: _Toc466386156]Reporting 
Guidance: Describe the various reports (including frequency) that will be provided to USAID and what relevant MEL content will be included in each. Include details of how USAID will receive data (Quarterly Performance Report, Data Table and DevResults or its successor system for example). Discuss relevant database systems for MEL data including IP databases, DevResults (or its successor system), USAID’s TraiNet, etc. State that the activity will cooperate with non-scheduled requests for specific MEL data updates. A summary table could be a good way to reflect anticipated reporting and relevant information.
	Report
	Frequency
	Description of Content

	
	
	

	
	
	

	
	
	

	
	
	


Evaluation 
Guidance: Provide clear and precise descriptions of any plans to conduct internal/external quantitative and/or qualitative assessments, surveys, and/or evaluations, e.g. types and topics of the studies, timeline, implementers, plans for data use, etc. Be sure to include any evaluations that are required by the contract as indicated by the AOR/COR. Consider using a summary table to clearly identify the anticipated evaluation requirements for the Activity.
To the extent known, the MEL Plan should outline the plan for how the activity will be evaluated though ultimately USAID will make decisions regarding external evaluations, including when they will take place and who will do them. This section of the plan should also consider whether the activity is appropriate for an impact evaluation. If an impact evaluation is theoretically possible, ensure that the MEL plan describes how baselines will be established and data will be collected so as to support an eventual impact evaluation.
Roles and Responsibilities
Guidance: Provide a clear description of the Activity’s MEL structures, functions, and capabilities, i.e. which staff/position(s) has what type/level of responsibilities for MEL. If MEL functions are outsourced or subcontracted, clearly define the roles of this firm and the roles of the implementing partner. 
Sample headings and text (for illustrative purposes only): 
Implementing the MEL Plan
At the start of the activity, the M&E Specialist will be the primary person responsible for implementing the MEL plan reported here. He/she will also be responsible for building the capacity of all program staff, reporting and supervising general monitoring and evaluation approaches, practices, and tools. The M&E Specialist will also ensure that indicators and information are reported as needed by USAID/Haiti and the AOR/COR. 
Information Management
With reference to ADS 201,<Activity> supports the Mission’s efforts to maintain a performance monitoring information system that holds performance indicator data including data collected by this Activity MEL plan. The <Activity> M&E team will ensure timely and accurate reporting of data through the USAID’s Development Information System (DIS) / DevResults and/or any other system as required in the contract/agreement. 
Reporting
The M&E Specialist is in charge of producing the MEL reports on time, and in a technically valid, high-quality, and policy-relevant manner, with the purpose of providing required information for effective learning and management decision-making by activity stakeholders. He/she is responsible for developing the protocols and standard procedures to ensure that data is gathered in a technically sound manner, is consistent and can be compared throughout the years. He/she must make judgments with respect to whether or not data meets quality standards.
MEL Oversight
[bookmark: _Toc466386161]The Chief of Party (COP) will have the ultimate responsibility for overseeing MEL, assuring that the work of the M&E Specialist meets overall activity needs, and that USAID requests for information are responded to in a timely manner. 
Resources Required for MEL Plan Implementation
Guidance: The MEL Plan must include an explanation of estimated resources required to successfully implement the MEL Plan, including monitoring, evaluation and learning. Resources to consider should include: 
· Staff and expertise required to implement MEL; 
· Systems required for collection, storage, management, analysis, and use of data. This should include technology and site visits required for any steps in the system;
· Materials and time required for reporting to and communicating with USAID;
· Design and implementation of evaluations outlined in the MEL plan.
Tasks and activities associated with the implementation of the learning agenda or learning objectives should be outlined in the MEL Plan.

[bookmark: _Toc351709783][bookmark: _Toc466386164]ACTIVITY PERFORMANCE IndicatorS Reference Sheets
Performance Indicator Reference Sheets (PIRS) should be completed for all indicators in the MEL Plan. This template provides guidance for completing each section of the PIRS. Concise and clear PIRS are an integral part of the MEL plan that will guide data analysis, performance reporting, and data quality assessments. If the IP has any additional questions, they should contact their AOR/COR. 
	USAID/Haiti Activity Performance Indicator Reference Sheet

	IDENTIFICATION 

	Activity Logic Model:  Identify the relevant Result or Sub-Result from the activity logic model that the indicator measures

	Indicator Name and Number:  Insert the indicator name and number. Note: this should match the indicator summary table.

	Indicator Type: ☐ Activity Custom     ☐ Standard F     
Included in Mission PMP: ☐Yes     ☐No     
1. Select whether the indicator is custom to the activity or included in the list of Standard F indicators. More information on Standard F indicators can be found https://www.state.gov/f/indicators/
2. Indicate whether the indicator is included in the Mission-wide PMP by selecting yes or no.

	Is this a PPR indicator?  ☐ No    ☐ Yes, for Reporting Year(s)
	

	DESCRIPTION

	USAID Definition: Clearly and concisely define the indicator. Use standard PMP, Project MEL Plan or F indicator definition when applicable

	Detailed Definition: Provide additional detail about the indicator. The level of detail should be sufficient so that an outside reader can understand the indicator. Consider including: 
1. Purpose of the indicator
2. Description of what the indicator is measuring

	Unit of Measure:   Indicate the specific unit of measure indicator results will be presented in. Some illustrative examples:  percentage of services provided according to quality standards, number of beneficiaries reached

	Method of Calculation:   Describe how the indicator will be calculated. In most cases this should include a formula. 

	Disaggregation:   List all relevant ways results will be disaggretated. Some illustrative examples include:  
1. Sex: Male and Female
2. Geographic Region
3. Service or product type 
4. Beneficiary type

	Reporting Level:       ☐ Site  ☐ Department   ☐Arrondissement   ☐ Commune  ☐Communal Section
☐Individual Beneficiary
Select all reporting levels that the indicator will cover.  

	Management Utility:   What information will the indicator provide to understand progress towards the relevant result(s) outlined in the activity logic model. How will it inform the activity’s decision-making process?

	PLAN FOR DATA COLLECTION 

	Data Collection Method:    Describe how the data for the indicator will be collected. This should include: 
1. What tools will be used and their format (paper, electronic).
2. Where the data will be collected (i.e. from reports sent to a central ministry or through site visits)

	Data Source(s):   Provide details on the data source(s) that will be used. This should be specific including whether the data will be collected (observation, site-level data tools or a report produced from a system etc.) If data collection includes a secondary source such as a central, summarized report this section should indicate what sources the secondary source draws from. 

	Timing/Frequency of Data Acquisition:   Indicate how frequently data will be collected for the indicator 

	Individual Responsible (title only): Title of IP staff member that will be responsible for data collection, aggregation and analysis

	Location of Data Storage:   Provide the specific place that data will be stored. This could include an excel file or database. It is highly recommended that data for indicators should not only be stored in paper format. Even for simple indicators consider also using a tool such as excel to store data. This will provide a back up to the data and facilitate easy analysis of trends over time.

	PLAN FOR DATA ANALYSIS, REVIEW, & REPORTING

	Data Analysis:  Provide concise information about how the data for the indicator will be analyzed. This should include: 
1. Method for data analysis 
2. Tool used for data analysis
3. Expected output of data analysis

	Data Review: Describe the process of how data will be reviewed to ensure data quality. 

	Reporting of Data:   Detail the plan for reporting on the indicator including: 
1. Frequency 
2. Type of report 

	DATA QUALITY ISSUES

	Date of Past Data Quality Assessment:   Enter the date of the last data quality assessment for the indicator. For a new activity, this will be left blank.

	Known Data Limitations:   List any issues and risks to data quality for the indicator. This should include challenges to data collection/quality and any potential risks that could impact data collection/quality. 

	Actions Taken or Planned to Address Data Limitations:   Provide information on how the IP will address issues and risks that impact data quality.

	BASELINE & TARGETS 

	Baseline Timeframe/Notes: Provide the baseline result for the indicator. Note: There may not be a baseline figure available at the time the activity MEL plan is developed. If this is the case, note this and provide an explanation of when a baseline will be conducted or an explanation while there is no baseline.

	Targets/Notes: Provide the target for each fiscal year for the duration of the project. Include a concise explanation of why the targets were chosen
	Fiscal Year
	Target 
	Explanation

	2018
	
	

	2019
	
	

	2020
	
	




	CHANGES TO INDICATOR & OTHER NOTES

	Changes to Indicator:   If this is an update to an existing PIRS include a summary of changes that were made. If this is a new indicator, leave this section blank.        

	Other Notes:     Use this space to provide any other information about the indicator as needed.      

	 THIS SHEET WAS LAST UPDATED ON:  / /






[bookmark: _Toc351709786] 
[bookmark: _Toc466386165]Annex A: DATA QUALITY ASSESSMENT FORM 
Sample Data Quality Checklist that can be used by the IP and tailored if desired.
	Project/Activity Name:


	Title of Performance Indicator:
[Indicator should be copied directly from the Performance Indicator Reference Sheet]

	Linkage to Foreign Assistance Standardized Program Structure, if applicable (i.e. Program Area, Element, etc.):


	Result This Indicator Measures (i.e., Specify the Development Objective, Intermediate Result, or Project Purpose, etc.): 


	Data Source(s):
[Information can be copied directly from the Performance Indicator Reference Sheet]

	Period for Which the Data Are Being Reported:


	Is This Indicator a Standard or Custom Indicator?
	____ Standard Foreign Assistance Indicator
____ Custom (created by the OU; not standard)

	Is this indicator a required USAID indicator?
	____ Y
____ N


	Data Quality Assessment methodology:
 [Describe here or attach to this checklist the methods and procedures for assessing the quality of the indicator data. E.g. Reviewing data collection procedures and documentation, interviewing those responsible for data analysis, checking a sample of the data for errors, etc.]

	Date(s) of Assessment:

	Assessment conducted by:
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	Category
	Y
	N
	Not Applicable/ Insufficient information
	Comments

	Validity
	
	
	
	

	Does the indicator reflect the intended results of the activity – i.e. is it a useful indicator for activity management? 
	
	
	
	

	Do the data being collected and reported match the intent or language of the indicator?
	
	
	
	

	Are the data collection methods (interviews, observation, etc.) appropriate to produce good data?
	
	
	
	

	Are the data collection procedures and/or sources relatively free of bias?
	
	
	
	

	Are the people collecting the data qualified and/or adequately experienced?
	
	
	
	

	Are the people collecting the data properly supervised?
	
	
	
	

	Reliability
	
	
	
	

	Are the definitions and procedures for data collection, calculation and reporting clear and well understood by all relevant staff?
	
	
	
	

	Do the definitions and procedures for collecting and calculating the data match the Mission PIRS if applicable?
	
	
	
	

	If not, please describe the differences.
	
	
	
	

	Are data collection and analysis methods documented in writing in a PIRS or another form? 
	
	
	
	

	Is a consistent data collection process used from (describe any changes/differences observed if N):
Year to year?
	
	
	
	

	In all activity locations/sites?
	
	
	
	

	By all activity partners/sub-contractors?
	
	
	
	

	Are there procedures in place for periodic review of data collection, maintenance, and processing that can detect data quality issues?
	
	
	
	

	Has the partner identified significant data quality limitations in the past?
	
	
	
	

	Were these communicated to USAID? If yes, describe how.
	
	
	
	

	Have these data quality limitations been addressed by the partner? If yes, explain how.
	
	
	
	

	Has the partner identified significant data quality limitations in current data? If yes, please describe.
	
	
	
	

	Are these limitations described in the indicator PIRS or written data collection and analysis procedures? If yes, please describe.
	
	
	
	

	Are these limitations described in reporting to USAID? If yes, please describe.
	
	
	
	

	Timeliness
	
	
	
	

	Are the data for this indicator reported to USAID by the method (ex. Quarterly Performance Data Table) and frequency required? 
	
	
	
	

	Is this format and schedule appropriate for project/activity management? If no, describe how it should be changed,
	
	
	
	

	Precision
	
	
	
	

	Is there a method for detecting duplicate data? If yes, please describe.
	
	
	
	

	If there is duplication of data, is the level of duplication acceptable for this indicator? Describe why or why not.
	
	
	
	

	If there is unacceptable duplication of data, is it identified in the PIRS under data limitations or another section?
	
	
	
	

	If there is unacceptable duplication of data, has information on duplication been shared with USAID? Describe how.
	
	
	
	

	Is there a method for detecting missing data? If yes, please describe.
	
	
	
	

	If there are missing data, is the level acceptable for this indicator? Describe why or why not.
	
	
	
	

	If there are unacceptable amounts of missing data, is this identified in the PIRS under data limitations or another section?
	
	
	
	

	If there are unacceptable amounts of missing data, has information on missing data been shared with USAID? Describe how.
	
	
	
	

	Are the reported data disaggregated according to USAID guidance?
	
	
	
	

	Integrity
	
	
	
	

	Are there procedures in place to check for transcription errors at all levels of the data collection and reporting system?
	
	
	
	

	Are there proper safeguards in place to prevent unauthorized changes to the data?
	
	
	
	

	Are there procedures in place to ensure unbiased analysis of data and subsequent reporting?
	
	
	
	

	Are their safeguards in place to ensure that all relevant tools, tracking sheets and data are backed up and protected from data loss?
	
	
	
	





	IF NO DATA ARE AVAILABLE FOR THE INDICATOR
	COMMENTS

	If no recent relevant data are available for this indicator, why not?
	

	What concrete actions are now being taken to collect and report these data as soon as possible or on schedule?
	

	When will data be reported?
	



	SUMMARY (where multiple items are listed by the assessor in each row, they should be numbered so that it is clear what recommendations apply to which limitations)

	Based on the assessment above, what is the overall conclusion regarding the quality of the data?

	What limitations, if any, were observed and what actions should be taken to address these limitations? 

	Final agreed upon actions and timeframe needed to address limitations prior to the next DQA:


[bookmark: _Toc466386166]
Annex B: Data COLLECTION tools
Add as an annex any forms used to collect data; data vetting procedures, survey questionnaires used, sample design information. 
























Annex C: Updates to MEL PLan
	Fiscal Year
	Change
	Explanation
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