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1 Introduction
This Monitoring and Evaluation Guide is for Research Programmes that are contracted by the Department for International Development’s (DFID’s) Central Research Department (CRD). All DFID-contracted Research Programmes must follow this guidance and reporting requirements, unless alternative arrangements have been agreed with DFID Programme Managers. Multilaterally funded research programmes are not required to follow this Guide, though they may find it useful.
This Guide provides detail on why it is important to develop good systems for monitoring and evaluating (M&E) research programmes. The main content of the Guide provides an overview to definitions of M&E, the logframe and developing indicators. The Annexes provide the reporting formats that are referenced throughout the guide. The reporting format templates are also available from http://www.dfid.gov.uk/research/evaluations.asp
Good M&E in research programmes is important for:

· CRD to monitor and evaluate its performance as a whole; 
· Improving the performance of research programmes through an improved focus on delivering outputs and impact.
2 Defining and understanding M&E

2.1 What does a good M&E framework look like?

This section sets out some of the features of an effective M&E framework and provides definitions of M&E.  

Monitoring is a continuous internal process, conducted by managers (or those assigned responsibility for M&E), to check on the progress of development interventions (or in this case research programmes) against pre-defined objectives and plans – “keeping the ship on course”.

In DFID, evaluation
 normally takes place when a project or programme has finished. Evaluations basically ask what happened and why and answer specific questions related to the relevance, effectiveness, efficiency, impact and sustainability of the programme’s outputs. Evaluations cover wider lessons that can be applied elsewhere.

Reviews lie somewhere between monitoring and full evaluations. They take place at key intervals in the lifetime of a programme, check that the overall direction is the right one, and that the activities are likely to meet the purpose for which they were planned.  

A good M&E framework contains all three elements.

The audiences and tools are different for monitoring, reviews and evaluations. The audience for monitoring information is two-fold. First all layers of management within the research programme itself and second, CRD. 
The main monitoring tools for CRD are logical frameworks, quarterly or six monthly financial reports and annual reports. The information from annual reports flows directly into DFID performance management systems
. It is partly from this information that DFID senior management makes judgements on DFID’s overall success.

For evaluations, the audience is broad. DFID is a main audience as the lessons are essential to inform future planning, policy and strategy of the organisation. The Research Programme itself and all its stakeholders also need the lessons for future planning and strategy. CRD is currently developing a process to ensure that external evaluations of selected programmes are planned for from the start of the research programme.
The audience for reviews is both the Research Programme Management and team, and CRD. The main review usually takes place half way through the research programme. This is called the mid-term review, or MTR. This is undertaken by an independent review team, who provide guidance on what is working well, what is not working so well and makes recommendations for the future direction of the research programme. The MTR is designed to make sure the research programme is on-track towards achieving its outputs and purpose. The logframe is usually amended at this stage. 

This mixture of tools means that the M&E system serves both lesson learning and accountability functions. Learning is emphasised right from annual reporting onwards, not just in formal evaluation. Accountability refers to both financial accountability from DFID-contracted Research Programmes to CRD (leading to DFID’s broader accountability to the public) and also accountability for the achievement of research programme outputs, which impact on stakeholders and lead to poverty reduction.

The overall message is that M&E needs to be understood as an integrated reflection and communication system that must be planned, managed and resourced; it is not simply a statistical task or an external obligation. 

2.2 What makes the difference to good M&E?

Three issues which can have a critical effect on how well M&E systems function are:

1. Lack of clarity about strategic and operational objectives of the programme;  it is very difficult, if not impossible, to monitor or evaluate unless the research programme’s purpose and outputs are specified in a way which is both clear to all parties involved and which can be assessed.  

2. M&E is not built in at an early enough stage to allow ownership by key stakeholders, methods to be developed, baselines to be established, indicators to be developed and systems for reporting data to be built in.
The primary audience and users of the M&E system and its components is not always considered in advance.   Linked to this, different roles of performance monitoring for accountability and management, performance improvement, lesson learning and evaluation are not clearly identified or understood.
To deal with these issues DFID-contracted Research Programmes should:
· Identify clear purpose and output statements for the research programme that are presented in a logical framework at the outset of the programme;
· Think about how outputs will be monitored from the start of the research programme (i.e. at the Inception Phase);
· Identify clear responsibilities within research programme teams for monitoring;
· Develop a plan for M&E during the first year of the research programme;
· Protect resources (staff time and programme budget) for data collection and monitoring activities (Evaluations will be funded by CRD);
· Monitoring systems should be set-up early in the programme and include the collection of baseline data, where appropriate (in some cases research programmes may have access to secondary sources of baseline data). 

2.3 Focus on results

DFID, in line with other donors, places importance on results-based management (RBM), which puts greater emphasis on measuring impact. 

Within a results-oriented environment, the emphasis of M&E is on:

· Active learning through application of M&E information to the continuous improvement of strategies, programmes and other activities;

· Monitoring of progress towards development results instead of just inputs and implementation processes;

· M&E of results in real time as they emerge instead of after the research programme is completed;

· Conduct M&E as joint exercises with development partners.

Research programmes should consider these issues and reflect on these at each stage of the reporting process (as detailed in Table 1).

Table 1: M&E reporting and review requirements for DFID-contracted Research Programmes
	Timing
	Optional for DFID –contracted Research Programmes
	Requirement of DFID-contracted Research Programmes
	DFID responsibility

	Year 1
	
	
	

	Month 6
	
	Inception Report
	Provide feedback and hold a meeting, if required.



	
	
	Review logframe
	

	
	
	Respond to DFID comments on Inception Report.
	

	
	Internal research programme learning event – inform DFID about lessons and success stories
	
	Integrate lessons and success stories into DFID strategy/work

	Month 12
	
	· Annual Report (AR) and review meeting with the CAG/CARG if appropriate
· Review logframe 

· Enter relevant sections of AR on R4D

· Provide at least 2 news stories and 1 case study to R4D
	Provide feedback and hold a review meeting, if required.


	Year 2


	Internal research programme learning event – inform DFID about lessons and success stories
	
	Integrate lessons and success stories into DFID strategy/work

	Month 24
	
	· Annual Report and review meeting with the CAG/CARG if appropriate
· Complete AR summary on R4D

· Provide at least 2 news stories and 1 case study to R4D
	Provide feedback and hold a meeting, if required.

	Year 3
	
	
	

	
	Internal research programme learning event – inform DFID about lessons and success stories
	· Mid-term Review

· Review and modify logframe if necessary
	· Manage and implement MTR

· Discuss and agree recommendations with research programme

· Integrate lessons and success stories into DFID strategy/work



	Month 36
	
	· Annual Report and review meeting with the CAG/CARG if appropriate
· Complete AR summary on R4D

· Review Logframe

· Provide at least 2 news stories and 1 case study to R4D
	Provide feedback and hold a meeting, if required.


	Year 4
	
	
	

	
	Internal research programme learning event – inform DFID about lessons and success stories
	
	Integrate lessons and success stories into DFID strategy/work

	
	
	· Annual Report and review meeting with the CAG/CARG if appropriate
· Complete AR summary on R4D

· Review Logframe

· Provide at least 2 news stories and 1 case study to R4D
	Provide feedback and hold a meeting, if required.



	Year 5
	
	
	

	
	Internal research programme learning event – inform DFID about lessons and success stories
	
	Integrate lessons and success stories into DFID strategy/work

	
	
	· Final Report and review meeting with the CAG/CARG if appropriate
· Provide at least 2 news stories and 1 case study to R4D
	Provide feedback and hold a meeting, if required.



	
	
	
	· Complete Final Report Summary on R4D

	
	
	
	· Complete Project Completion Report

	
	
	
	· Conduct selected research programme evaluations

	Post Programme Completion
	
	
	Consider Impact Assessments 2-3 years after research programmes have ended


3 The Logframe and M&E

3.1 What is a logframe
?

The logframe is used in DFID to help strengthen activity design, implementation monitoring and evaluation.  The logframe is an important tool in the Logical Framework Approach
. The logframe is a matrix that details the logical steps for implementing the programme (i.e. activities to outputs to purpose to goal). Logframes can be used in almost any context to identify what is to be achieved, and to determine to what degree the planned activity fits into broader or higher-level strategies. All DFID-contracted Research Programmes must have a logframe or equivalent.
The logframe is a simple but potentially powerful participatory tool. If used correctly the logframe can help us to:

· Achieve stakeholder consensus;

· Organise thinking;

· Relate activities and investment to expected results;

· Set performance indicators;

· Allocate responsibilities;

· Communicate concisely and unambiguously with all key stakeholders.
3.2 Use of logframes

The logframe provides a convenient overview that is useful for busy staff. The logframe: 
· Enables possible responses to weaknesses in past designs to be identified, documented, and lessons learned;
· Is used internally for design and appraisal processes and externally with consultants working for DFID;
· Anticipates implementation and helps plan out development activities;
· Sets-up a framework for M&E where planned and actual results can be compared.  
Logframes should form an important part of the research programme design process during the inception phase. They should not be developed after the activity has been designed; they should be used as the basis for design.

3.3 The importance of a logframe  

· The logframe is an important management tool. It is not just important at the start of programme to secure funding, nor is it just a summary of activities. The logframe sets out the logical flow from funded activities all the way through to programme impact.

· The logframe must be reported against annually, at mid-term review and final review. This is a DFID requirement and any changes to the logframe must be agreed by CRD.
CRD provides support during the inception phase to help research programmes develop their logframe. 
3.4 Developing good indicators 

To be a useful management tool, a logframe must have good indicators. A good indicator is one that can be measured. Indicators provide data that assist with making more informed and better decisions throughout the process of a project, programme or strategy. An indicator is something that helps the research programme see if there is any change or progress towards achieving the objectives (i.e. outputs and purpose).
DFID defines an indicator as: Quantitative or qualitative factor or variable that provides a simple and reliable means to measure achievement, to reflect the changes connected to an intervention, or to help assess the performance of a development actor.
What is an indicator?

Who has seen the wind?
Neither you nor I.
But where the trees bow down their heads,
The wind is passing by

(The Wind, Christina Rosetti, 1830-1894)

If we want to know if the wind is blowing, the bowing treetops are a good indicator. 

For some, however, the fact that treetops are bending may not represent the most important thing they want to know about the wind. The fisherman may need to know the direction of the wind. The farmer may want to know how strong the wind is, because the crops might be ruined. Or perhaps the farmer is less interested in the wind than in the types of clouds, which may be a better indicator of coming rain. 

Source: Danish Ministry of Foreign Affairs: Guiding Note on Indiators. May 2005 and UNDP: Signposts of Development. RBM in UNDP: Selecting Indicators. http://www.undp.org/eo/documents/methodology/rbm/Indicators-Paperl.doc 

The important point to note in the above box is that different audiences (i.e. the fisherman, the farmer) have different needs from the same or similar indicators (the moving treetops are an indicator of wind, butt the fisherman wants to know about wind direction, the farmer about the strength of the wind). 
Indicators should be SMART 

Table 2
 is a guide to understanding the characteristics of SMART indicators. The examples shown should not be followed literally, but adapted to the specific context of each programme. Particular attention should be given to the comments and analysis made in the two columns further to the right. 
The critical issue in selecting good indicators is credibility, not precision in measurement. Indicators do not provide scientific “proof” or detailed explanations about change. Indicators that are carefully considered and shared among partners are much better than guesswork or individual opinion.

Table 2: Selection of SMART Indicators
	Indicator selection criteria


	Output
	Poor proposal for an indicator 
	Why the indicator is inadequate
	Possible refinement of the indicator 

(within a given timeframe)

	Specific 

or  “Precise meaning”
	Better understanding of UN mandates and UN work.
	Government officials, social leaders speak about UN.
	Who should be considered as a social leader is arguable. No baseline/target.
	Number of parliamentary or media references to (specified) UN conferences or resolutions up from 10 to 30 per year.

	Specific 

or “Valid “
	Job creation through micro-enterprise.
	Micro-capital finance available in 5 regions, up from 2.
	Availability of finance is a means, not an end result. The purpose is to create employment growth.
	Increase from 200 to 500 in number of people employed by trained micro-enterprises.

	Measurable

or “Practical”
	Enhanced capacity of school planning system.
	Improved job prospects for those who leave school early.
	Job prospects can only be assessed when students graduate – many years from now. No baseline/target.
	Increase in school enrolment rate from 85% to 95%.

	Attainable 

or “Clear direction”
	Transparency in public sector finances.
	Reduced number of corruption cases.
	Transparency awareness may (at least initially) lead to number of prosecutions going up – not down. No baseline/target.
	Policy and practice changed to make protocols of tender board meetings available for public inspection (yes/no).

	Relevant 

or “Owned”
	Local development planning responds to priorities of the poor.
	Increase from 50 to 200 in number of community funding proposals submitted to local planning authority.
	Beneficiaries do not care about how many proposals are received, but how many are approved.
	Percent of local development funds actually allocated to community initiatives (submitted by NGOs, CSOs) increased from 25% to 50%.

	Timing: 

Outputs and goals are achieved within allocated timeframe.
	Deeper understanding of poverty dynamics among policy analysts, policy makers and researchers.  
	There is understanding of poverty dynamics among policy analysts, researchers and policy makers.

	The indicator is too vague as it does not specify a clear and verifiable timetable for partners’ activities and participation to take place throughout the project.

Understanding is difficult to measure, plus there is no baseline to measure against.
	At least 10 special editions of reputable journals are dedicated to specific policy areas on chronic poverty dynamics by the end of the project. 


Adapted from UNDP example. See http://www.undp.org/eo/methodologies.htm

3.5 Monitoring CRD’s performance 

A priority objective for CRD is to promote the production and uptake of technologies and policies that will contribute to poverty reduction and the achievement of the Millennium Development Goals. CRD has to ensure that the objectives of research programmes are consistent with this. Consistency can be achieved if research programmes have purpose-level objectives that refer to changes being made in policies and practice on the basis of the knowledge products that they deliver.

Table 3, the logical framework with examples, sets out a hierarchy of objectives, and indicators that illustrates how DFID-contracted Research Programmes can contribute to achieving CRD’s objectives. The table indicates how this logical flow, from the DFID-contracted Research Programmes (the outputs and purpose) to the Research Funding Framework
 objectives (the goal), can be achieved, and how performance can be monitored (the indicators). At the goal level, the statement will be slightly different for each research programme depending on which objective in the Research Funding Framework it is contributing towards. However, most goals will contain a statement about poverty reduction and production and promotion of technologies and policies. 
The hierarchy of objectives is relatively straightforward: 

· The research programmes create new knowledge or technologies;

· The new products (findings etc) are systematically and persuasively communicated to policy and programme decision-makers and other stakeholders;

· Those decision-makers act on the basis of the persuasive communication, changing policy and programme approaches.

DFID-contracted Research Programmes are responsible for setting objectives and indicators (in their logframes) that will enable CRD to monitor its performance against the 2005-2007 Research Funding Framework. It is CRD’s role to ensure that:

· Research programmes’ purpose-level objectives are focused on changes in policy and practice;
· Research programmes set output objectives and activities that are consistent with promoting those changes.

Table 3 is a general guideline only. The instruction contained within it should not be followed literally but should be adapted to the context of each research programme. Logframes are designed to be flexible instruments; therefore there is no perfect blueprint. 
A goal is the highest level objective which a research programme aims to achieve. The Goal corresponds to the one given in the research programme invitation to tender documents, or by a CRD Programme Manager. The Goal relates directly to CRD’s objectives.
The purpose is the highest objective at the research programme level and this must indicate what the programme is trying to achieve in the long term e.g. eradication of Malaria in the Machakos district of Kenya. 
The outputs section should contain a list of deliverables or concrete results, which will be achieved by the research programme within a given timeframe (e.g. distribution network for insecticide treated nets is established).

At the level below the activities should give a further insight on how to achieve the outputs at the implementation level; (e.g. setting up local mobile clinics that can visit schools and villages within a certain radius).

In most cases, DFID-contracted research programmes (through CRD) have a timeframe of 3 to 5 years on average. Many have rather complex outputs, which may take a relatively long time to achieve.  Therefore it is important to measure and monitor partial and significant achievements towards attaining these outputs. This should be done by setting “milestones”.

Milestones are usually (but not necessarily) set at key dates throughout the research programme (e.g. in year 1, half-way through, year 3, etc). Milestones indicate partway achievement of a major activity or output in the programme. Milestones are usually developed for project management and to make sure the project is on-track towards achieving its outputs; they help monitor progress towards completing an activity or output. For example, if an indicator is ‘150 copies of Final Report peer reviewed, printed and distributed by End of Programme’, a milestone might be ‘first draft of final report sent to peer reviewers 4 months before printing date’. 

The outputs and purpose can are verified by a number of indicators (the OVIs – Objectively Verifiable Indicators), which serve to monitor the progress of the programme throughout its implementation phases and provide an early warning system for possible shortfalls; (e.g., five thousand vaccinations to children under 5 years are carried out by end of year 1; 20,000 vaccinations by year 5). DFID-contracted Research Programmes are also required to set up “high level indicators”; these are nothing more than indicators pitched against the purpose of the project; (e.g. livelihoods of people in the Machakos District, Kenya are improved as a result of decrease in malaria infection rates).
Finally it should be remembered that indicators should aim to follow the SMART principles and criteria as shown Table 2.
Table 3: The logical framework – with examples
	Logical hierarchy
	Objectively verifiable indicators (OVI)
	Means of Verification (MOV)
	Important generic assumptions

	Goal:

To contribute to poverty reduction in partner countries by promoting the production and adoption of technologies and policies, which will help reduce poverty. [This is an example. The Goal is usually given to the Research Programme by CRD] 
	
	
	

	Purpose
An objective that reflects changes in policy and practice in the subject area of the Research programme, such as:

	A mix of quantitative & qualitative indicators that capture the uptake of each research programme’s work, e.g.


	
	

	Increased use of knowledge in Policy and Programme decision-making for [subject area of the research programme]
	(number) of policies or programme approaches introduced or amended by targeted decision-makers on the basis of the [Research programme’s] knowledge products by (date)

The use of [Research programme] knowledge products in design I implementation of (no. of) national programmes.

Attribution of [Research programme’s] contribution is judged to be at a reasonable level.

Quantitative values should be refined by specified dates and adjusted annually.  This should be captured in annual reports.


	
	

	Outputs
A set of outputs that includes 

(a) the new knowledge products that the Research programme will deliver (e.g. research findings, evidence-based recommendations for programme approaches, etc); 

(b) the knowledge products having been persuasively communicated to the targeted decision-makers and research users.

(c)The development of research and communication capacity to use, carry out and communicate research [some programmes may wish to integrate capacity building within the logframe, rather than have a specific output on capacity development. If there is no output on capacity development, then it should be included as an OVI against an output – i.e. there must be an indication that the Capacity Building component of the research programme is being monitored and evaluated] 
	
	
	

	Generic examples of outputs include:
	
	
	

	1. New knowledge on [theme/subject areas of the research programme]


	1.1 Knowledge products support (or initially challenge) the priorities of policy & programme decision-makers. 

1.2 Knowledge products reflect adjustments made during the life of the research programme on the basis of new knowledge, lessons learned.

1.3 Knowledge products meet agreed quality standards (e.g. journal acceptances; internal peer review for non-published material).


	
	

	2. Increased knowledge & understanding of targeted decision-makers in [Research programme subject area]

	2.1 Communication Strategy based on best practice for advocacy, including:

· focus on priority research topics and target institutions and individuals;

· has clear communication objectives;

· adjusted during implementation on basis of lessons learned, feedback from users; (see communication guidelines).

· Working through partnerships of organisations that share the objectives of getting new knowledge into practice.

[these indicators selected from guidance on effective, persuasive communication]
2.2 Milestones reached on schedule, including publications; non-published materials; advocacy events & processes.

2.3 [e.g. the approx. no. of decision-makers in selected fields or countries; areas of knowledge in which change is planned]
	Communication Strategy (that is agreed by all partners and assessed at various stages during the research programme)
	

	3. (if desired) Capacity developed in (named countries or institutions) for high-quality, effective research. 

Ideally this should be integrated into the research process and not be specified as an output, however, some research programmes may wish to highlight this and therefore specify it as an output.

	Research programmes are well managed – they deliver on time and within budget


	Capacity Development Strategy (with its own indicators)

(that is assessed at various stages during the research programme)
	

	4. (if desired)  Capacity developed in (named countries or institutions) for systematic, persuasive communication focused on changing policy and practice.
	
	
	


4 Reporting
The main monitoring tools for CRD funded programmes are:

· Inception Report

· Quarterly or Six Monthly Financial Reports

· Annual Reports

· Final Report

The main review tool is the Mid-Term Review (MTR), which is conducted independently. Evaluations will be carried out for selected research programmes.
New guidance is issued here on all reporting requirements. Table 1 illustrates reporting and review requirements at different stages during the research programme. It indicates the responsibilities of both the Research Programmes and CRD. All DFID Research Programmes that are contracted through CRD must follow this new guidance.

4.1 The Inception Phase

Annex 1 provides the Inception Phase reporting format. The Inception Phase Report should describe monitoring arrangements and discuss the collection of baseline data against which the research programme’s impact can be measured after it has finished. 

4.2 Quarterly/six monthly financial reporting

Revised guidance is provided in Annex 2. This may have already been issued to some programmes as a separate document. This guidance must be followed unless alternative arrangements have been agreed with the DFID Programme Manager.
4.3 Annual Reports

The Annual Report format is provided in Annex 3. There are two main changes from previous guidance: 
1. The requirement is to move beyond a report of activities to providing a discussion on progress towards achieving the research programme outputs and impacts;
2. Reporting against the logframe.
4.4 Mid-term Reviews

Generic Terms of Reference for Mid-Term Reviews is provided in Annex 5. The reports themselves will largely mirror the questions and themes of the Annual Reports. Every DFID-contracted research programme will have a mid-term review. 
4.5 Final Reports
The Final Report format is provided in Annex 6. There are a number of changes to previous guidance. The main requirement is that time is spent on assessing how far the research programme has gone towards achieving the research programme’s purpose (as specified in the logframe) and how this has contributed towards achieving CRD’s overall objectives. 
Research programmes must focus on the outputs of the research – what has actually been achieved, what the research programme has changed and also providing the evidence of where, when and how this change has happened.

The Final Report must identify the main lessons learned in the research programme. DFID needs these lessons for case studies, future design of research programmes, to inform future research strategy and other uses.
DFID-contracted Research Programmes should keep CRD informed about case studies and research successes on a continual basis. Case studies and success stories are used regularly in DFID for various publications (for example the Annual Departmental Report), events and speeches. Case studies are valuable sources of information and appear on the DFID website (www. dfid.gov.uk) and R4D – DFID’s research portal (www.research4development.info). The format for case studies/successes is provided in Annex 9. We welcome research programmes to inform CRD at any time about their successes, case studies and news items as these are needed regularly for DFID’s intranet, website, R4D and various speeches and publications.

5 Evaluation

There are particular difficulties with evaluating the impact of research during the life of the programme because relevance, effectiveness and efficiency questions can be assessed during the latter stages of a programme but sustainability and impact questions may not be answerable for many years. Independent evaluation can assess outputs (what is produced by the research), impact processes (how research outputs are used) and the initial consequences of research use in various decision arenas.

CRD plans to commission, in conjunction with DFID’s Evaluation Department, a range of independent end of programmes evaluations and will select these within the next 12 months. They will include at least one evaluation of research from each major research theme in CRD’s research funding framework. The audience for these evaluations will be CRD staff planning future work, DFID management, research programme staff, partners and other donors working in research.

6 Learning and Reflection
Learning and reflection, as a monitoring process in research programmes, is important for monitoring what is working well and what is not working so well. It is also useful for helping you to look in detail at the research programme progress and make improvements that will increase the impact of research. These lessons are important for DFID in designing and implementing future strategy. Ideally research programmes should set aside adequate time (for example, one-day ‘reflection’ team meetings every 6 months, or annually with a range of stakeholders) for this type of monitoring. 

Although a monitoring process, it can also be an activity within the communication strategy. Research programmes might consider this as an internal communication objective, or a regular event with stakeholders to maintain their regular involvement in the research.

The annual report is a good time for documenting these lessons learned. DFID is particularly keen to hear about these lessons, whether positive or not so positive. These lessons might relate to specific project success in terms of the purpose – what the research programme achieved (e.g. involvement in a policy discussion which led to changes in a policy), or research processes (e.g. process for implementing the communication strategy).
Annexes

Annex 1: Inception Phase Report Format
The Inception Phase Report is due six months after the start of the research programme.  It should be no longer than 15 pages (excluding the communication strategy, annual activity plan and detailed financial plan).

1. Background Information

	Title of research programme:
	

	Reference Number:
	

	Period covered by report:
	

	Name of lead institution and Director:
	

	Key partners:
	

	Countries to be covered by research:
	


2. A document of overall plans to complement your research proposal and setting out:

· Themes.
· Planned activities.
· Areas for development during life of the research programme.
· Where appropriate, a response to referees comments on the original research proposal and/or any comments or note of endorsement from the CAG/CARG.
3. Finalised logframe

4. Plans for capacity development

5. The Management structure for the research programme
Include:

· The role of the partners in decision making and management;
· Composition and any arranged meetings of the CAG/CARG;
· Details of dates and venues for research programme meetings (to help DFID identify representatives who may be able to attend).
6. Ongoing monitoring arrangements for the research programme
Describe:

· How will the activities and outputs in the research programme will be monitored?
· What baseline data will be collected and how?
7. Communication strategy 

The communication strategy should be developed in accordance with the guidance already circulated by DFID.
8. Annual activity plan 
9. Detailed financial plan

The research programme’s financial reporting must follow the DFID financial year (Start April 1st to March 31st the following year). 

Include:

· A breakdown of spending for the Inception Phase; 
· An updated 5 year budget;
· A financial plan to the end of the research programme’s first year.
Annex 2: Quarterly and Six Monthly Financial Reporting Formats
Examples A, B and C in this annex provide examples for presenting budgets and invoices for DFID-contracted research programmes. Additional budget lines can be included where necessary. 

· Financial Years – budgets should be presented in DFID financial years (1 April – 31 March). 

· Full Programme Budgets (see example A) – this should be provided at the start of the programme or any time an amendment to the budget that requires DFID approval is sought. 

· Annual Programme Budget (see example B) – this should be provided in January each year. If revised budgets are sought at any time it will need to be updated at that time also. 

· Invoicing (Example C refers) - this can be presented against the overall budget lines (sub-totals). 

·   Virement   

· Virement does not apply to personnel budget lines. In all cases prior approval should be sought before increasing or decreasing personnel budget lines. 

· Up to 10% can be moved between budget lines in a partners’ budget without DFID approval. Over 10% needs DFID approval.

· Virement between partners needs DFID approval.  

· Virement rules apply at partner budget line level rather than overall budget line level. 

NOTE: Where you seek approval for moving funds in excess of 10% between budget lines in any one partner or for moving any funds, whatever the level, between partners you should provide a brief letter outlining:

· the budget lines involved;
· the reasons for the change;
· the impact, if any, on the programme;
· the revised budget reflecting the changes being made.
EXAMPLE A – full programme budget   (DFID year April –March)
	FINANCIAL SUMMARY (TOTAL BUDGET in £ Sterling)

	Title of research programme:
	

	Research programme No.:
	

	ITEMS
	Year 1
	Year 2
	Year 3
	Year 4
	Year 5
	Year 6
	Total

	Personnel
	158,436
	265,204
	270,000
	275,000
	280,000
	229,000
	1,477,640

	Travel
	13,000
	8,000
	8,000
	8,000
	9,000
	3,000
	49,000

	Operational costs
	0
	0
	0
	0
	0
	0
	0

	Equipment
	33,000
	16,000
	0
	0
	0
	0
	49,000

	Capacity building
	2,000
	10,000
	6,000
	6,000
	0
	0
	24,000

	Communication (%)
	15,000
	13,000
	13,000
	13,000
	13,000
	3,500
	70,500

	Overheads (%)
	56,591
	99,694
	101,000
	101,000
	101,000
	25,000
	484,285

	
	
	
	
	
	
	
	

	TOTAL
	278,027
	411,898
	398,000
	403,000
	403,000
	260,500
	2,154,425

	BUDGET FOR LEAD PARTNER 

	ITEMS
	Year 1
	Year 2
	Year 3
	Year 4
	Year 5
	Year 6
	Total

	Personnel
	116,936
	210,204
	211,000
	211,000
	211,000
	211,000
	1,171,140

	Travel
	9,000
	4,000
	4,000
	4,000
	4,000
	1,000
	26,000

	Operational costs
	0
	0
	0
	0
	0
	0
	0

	Equipment
	3,000
	2,000
	0
	0
	0
	0
	5,000

	Capacity building
	0
	0
	0
	0
	0
	0
	0

	Communication  (%)
	2,000
	2,000
	2,000
	2,000
	2,000
	1,000
	11,000

	Overheads  (%)
	53,791
	96,694
	97,000
	97,000
	97,000
	24,000
	465,485

	
	
	
	
	
	
	
	

	TOTAL
	184,727
	314,898
	314,000
	314,000
	314,000
	237,000
	1,678,625

	BUDGET FOR PARTNER A

	ITEMS
	Year 1
	Year 2
	Year 3
	Year 4
	Year 5
	Year 6
	Total

	Personnel
	13,500
	18,000
	19,000
	21,000
	22,000
	6,000
	99,500

	Travel
	2,000
	2,000
	2,000
	2,000
	3,000
	1,000
	12,000

	Operational costs
	0
	0
	0
	0
	0
	0
	0

	Equipment
	20,000
	10,000
	0
	0
	0
	0
	30,000

	Capacity building
	2,000
	4,000
	3,000
	3,000
	0
	0
	12,000

	Communication  (%)
	7,000
	5,000
	5,000
	5,000
	5,000
	1,000
	28,000

	Overheads (%)
	0
	0
	0
	0
	0
	0
	0

	
	
	
	
	
	
	
	

	TOTAL
	44,500
	39,000
	29,000
	31,000
	30,000
	8,000
	181,500

	BUDGET FOR PARTNER B

	ITEMS
	Year 1
	Year 2
	Year 3
	Year 4
	Year 5
	Year 6
	Total

	Personnel
	28,000
	37,000
	40,000
	43,000
	47,000
	12,000
	207,000

	Travel
	2,000
	2,000
	2,000
	2,000
	2,000
	1,000
	11,000

	Operational costs
	0
	0
	0
	0
	0
	0
	0

	Equipment
	10,000
	4,000
	0
	0
	0
	0
	14,000

	Capacity building 
	0
	6,000
	3,000
	3,000
	0
	0
	12,000

	Communication  (%)
	6,000
	6,000
	6,000
	6,000
	6,000
	1,500
	31,500

	Overheads  (%)
	2,800
	3,000
	4,000
	4,000
	4,000
	1,000
	18,800

	
	
	
	
	
	
	
	

	TOTAL
	48,800
	58,000
	55,000
	58,000
	59,000
	15,500
	294,300


Budget notes:

1. Provide a brief breakdown of the 10% costs on communication activities. 

2. Miscellaneous / contingency budget lines should not be used.  Costs should be incorporated in other budget lines. 

EXAMPLE B – annual programme budget

	This should be presented in January each year.
	

	Other budget lines can be included if necessary.
	

	An overall summary must be provided. 
	

	
	

	Budget 
	2006/07

	
	

	Overall Summary - All Partners
	

	
	

	Personnel
	

	Travel
	

	Operational costs
	

	Equipment
	

	Capacity Building
	

	Communications   (%)
	

	Overheads  (%)
	

	 
	

	TOTAL
	

	
	

	Lead Partner
	2006/07

	Personnel costs (include £ rate & days where possible)
	

	 
	

	Laboratory technician
	

	Epidemiologist/statistician
	

	Health economist 1 (half-time)
	

	Health economist 2 (half-time)
	

	Administrator
	

	Additional UK consultancy and allowance for variation 
	

	 in scales of appointment 


	

	SUB TOTAL / personnel
	

	
	

	TRAVEL & SUBSISTENCE
	

	Overseas
	

	UK
	

	 SUB TOTAL / T&S
	

	
	

	
	

	OPERATIONAL / PROGRAMME ACTIVITIES


	

	
	

	 SUB TOTAL / activities
	

	
	

	
	

	EQUIPMENT
	

	brief detail
	

	brief detail
	

	SUB TOTAL  / equipment
	

	
	

	CAPACITY BUILDING
	

	Workshops
	

	Training staff
	

	SUB TOTAL / capacity building 
	

	
	

	
	

	COMMUNICATIONS

Dissemination of information 
	

	
	

	Workshops
	

	SUB TOTAL / communications   (%)
	

	
	

	OVERHEADS  (%)
	

	
	

	 
	

	TOTAL
	

	
	

	
	

	Partner A
	2006/07

	 
	

	breakdown as above
	

	 
	

	TOTAL
	

	
	

	
	

	Partner B
	2006/07

	 
	

	Breakdown as above
	

	 
	

	TOTAL
	

	
	


EXAMPLE C - invoicing

This only outlines the way in which figures could be best presented. All other requirements for invoicing are contained in the contract e.g. hard copies, headed paper, signature etc. 

	Budget  
	2006/07 
	Cumulative spend to date
	Expenditure claim this Quarter 

	(Overall Summary - All Partners)
	
	
	e.g. April - June

	
	
	
	

	Personnel
	 
	
	

	Travel & subsistence
	 
	
	

	Operational / Programme activities
	 
	
	

	Equipment
	 
	
	

	Capacity Building  
	 
	
	

	Communications  (%)
	 
	
	

	Overheads     (%)
	 
	
	

	 
	 
	
	

	TOTAL
	 
	
	


	Budget 
	2006/07 
	Cumulative spend to date
	Expenditure claim this Quarter 

	(Summary – lead partner)
	
	
	e.g. April - June

	
	
	
	

	Personnel
	
	
	

	Travel & subsistence
	
	
	

	Operational / Programme activities
	
	
	

	Equipment
	
	
	

	Capacity Building  
	
	
	

	Communications  (%)
	
	
	

	Overheads     (%)
	
	
	

	 
	
	
	

	TOTAL
	
	
	


	Budget 
	2006/07 
	Cumulative spend to date
	Expenditure claim this Quarter 

	(Summary – partner A)
	
	
	e.g. April - June

	
	
	
	

	Personnel
	
	
	

	Travel & subsistence
	
	
	

	Operational / Programme activities
	
	
	

	Equipment
	
	
	

	Capacity Building  
	
	
	

	Communications  (%)
	
	
	

	Overheads     (%)
	
	
	

	 
	
	
	

	TOTAL
	
	
	


Annex 3: Annual Report Format for DFID-contracted Research Programmes
This format replaces former guidance issued by CRD on Annual Reports. All DFID-contracted research programmes, funded by CRD, must now use this format. 

Why? Annual Reports are required to provide DFID with up-to-date information about the research programme’s progress, and allow for any important issues to be raised, explained and acted upon. 
Annual Reports act as both a learning and management tool for partners and CRD staff, and selected information feeds into central DFID systems and contributes to reporting on overall DFID performance to the DFID Management Board. It is therefore essential that all information requested is supplied and that any issues (programme or external) that are affecting overall progress are recorded. 
Annual Reports are crucial for the effective management of programmes. Annual Reports also help CRD track important lessons coming out of DFID-contracted research, to track successes, challenges and innovation and to understand the processes through which research has impact. This information is used to identify case studies and successes for use in DFID, and also for wider consumption through R4D, DFID’s research portal. The Final Report (minus Section 5) plus annexes 1 and 4 will be uploaded onto R4D. Section 5 will not be uploaded to R4D and is therefore the appropriate place to deal with any sensitive issues. 

How? An electronic copy in Microsoft Word (not adobe acrobat format) should be submitted by email to the relevant Deputy Programme Manager liaising on your programme. CRD does not require a hard copy. A font not less than 11 points should be used and the report should be a maximum 30 pages excluding annexes.
When? The report will be due on the date as previously agreed with the Deputy Programme Manager liaising on your programme. The reporting cycle will start annually from the date of programme start.

What? The remainder of this guidance note sets out what information is required and in what format under five sections plus annexes.

1. Background Information

2. One Page Summary 

3. Key Themes

4. Lessons Learnt

5. Programme Management

· Annexes

It is important to note that the research programme’s logical framework is a central reference point for annual reporting. It should be submitted as Annex 1 to all reports. 

Annual Report Structure

1. Background Information

	Title of Research Programme:
	

	Reference Number:
	

	Period covered by report:
	

	Name of lead institution and Director:
	

	Key partners:
	

	
	

	
	

	Countries covered by research:
	

	
	

	
	

	
	


	
	Planned
	Actual

	Start Date:
	
	

	End Date:
	
	

	Total programme budget:
	
	


2. One page summary 

This should focus on two key questions

i. How far have intended outputs as listed in the logframe been achieved? 

If progress has not been made on any of the outputs then this should be explained.

ii. What is the impact of the research programme so far? 

Programmes should go beyond providing a description of activities, to indicating what effect the programme is having on stakeholders and policy debates, and how the research programme relates to country level strategies and plans.

3. Key Themes - Progress towards outputs and impact
There are two levels at which CRD must monitor and evaluate progress and achievements in research programmes:
· What are the research outputs? 
· Where are the research impacts?
Outputs in this context mean what the research programme has produced, such as products and services and delivered to users. These may also include the changes resulting from the programme’s outputs that are needed to achieve the impact at the purpose level.
Impact refers to the medium to long-term effects of these outputs (i.e. achievement at the purpose level of the logframe), both good and bad, intended and unintended.

This section of the Annual Report should include a short evidence based narrative to answer each of the questions below. Use of direct quotes and reference to communication outputs that provide evidence is useful. 

What are the research outputs?

Comment on:
· Progress towards achieving your programme outputs?

For this section the narrative should be accompanied by a summary in tabular form, based on the logframe. This table will be put directly into DFID’s performance management system.
	Outputs
	OVIs
	Progress
	Recommendations/Comments

	As listed in the research programme logframe
	As listed in the research programme logframe
	A judgement statement on progress so far with evidence to support this
	Any recommendations for key changes to ensure better achievement of output and/or comments that help to explain progress. These can then be discussed with CRD staff to agree actions.


Comments should be provided on all outputs, even if nothing has yet been achieved. If the indicators developed at inception stage are no longer suitable, or if the outputs or activities have changed, the suggested changes to the logframe should be flagged here and an updated logframe submitted to DFID for discussions and approval under Annex 1.

Where are the research impacts?

In the initial stages of the programme we accept that an assessment at output level only is appropriate. We do, however, require that from the programme’s mid-term onwards, comments should be provided on the likelihood of purpose achievement.

Comment on: 
· Progress towards achieving your research programme purpose.
This should also be presented in tabular form.

	Purpose
	OVIs
	Progress
	Recommendations/Comments

	As listed in the research programme logframe
	As listed in the research programme logframe
	A judgement statement on progress so far with evidence to support this
	Any recommendations for key changes to ensure better achievement of output and/or comments that help to explain progress. These can then be discussed with CRD staff to agree actions.


Comment on:

· Evidence of interaction with policy makers and other stakeholders? (This includes other DFID research programmes, DFID staff in partner and case study countries and other institutions).
· How your research is reaching the targets set out in your Communication Strategy?
· Whether you’ve faced any particular challenges or successes in implementing your communication strategy? If yes, then please provide details.

· Whether any other changes have been made to the Communication Strategy other than those described above? If so, please provide detail here and provide an updated strategy in an annex.

· What methods are being used to collect and monitor baseline evidence in order to track programme impact on poverty?
· Whether there is evidence that policy makers and stakeholders have increased awareness of your research findings and this has led to changed attitudes and practice?
· What progress has been made with capacity development? 

4. 
Lessons learnt

Summarise, using the headings below, any lessons arising from the research programme and how these lessons will be used to improve performance in future years. This section should be no more than two pages.

· Working with Partners

· Good Practice/Innovation

· Project/programme Management

· Communication

This section is required because there is a new emphasis within DFID on lesson learning. There is dedicated space on DFID’s internal performance management system for reporting on lessons learnt from each funded programme (whether it is research, projects or budget support). These lessons are accessible to all DFID staff and are invaluable for future programme design. Lessons are also summarised for DFID senior management. CRD will share lessons across research programmes. 

5.
Programme Management

This section should cover both overall and financial management issues and should be no more than three pages. 

· Explain how partners are involved in programme management. 
· Have there been any changes to programme management in the reporting period? If so, please explain.
Comment on:

· Whether any key assumptions (as detailed in the programme’s logframe) changed, which led to a re-assessment of risks? If changes were made, please ensure details are included in the risk assessment annex.

· The effectiveness of on-going monitoring arrangements. 
· Progress of expenditure and steps taken to ensure the research budget in the year under report is fully spent. Identify any particular problem areas and any significant changes to the financial plan.
· Has any multiplier funding has been obtained? If so, please summarise here and provide information broken down by partner in the financial annex.

· The pattern of expenditure by quarter and the reasons for any significant periodic concentrations of expenditure and significant under or overspends.

· The effectiveness of Consortium Advisory Group/Centre Advisory and Review Group.
· Where DFID provided comments on the Inception Report on issues that need addressing in the first year of the programme, include a summary of progress here. 
Annexes

1.
Logical Framework. 

If any changes are being proposed this should be flagged in the main body of the report and all changes clearly marked in the logical framework. If there are no changes then the original logframe should be supplied for reference. 

2.
Financial summary for the research programme’s year (i.e. annually from the start date of the programme). This should include detail of any multiplier funding received.

3.
Risk assessment matrix and comments highlighting changes made during the year. DFID requires an annual assessment of risks to be supplied every year.  Refer to Annex 8.
4.
Communication strategy highlighting any changes made during the year. If there are no changes then this should be stated and the original communications plan, which was agreed after the inception phase, does not need to be supplied.

5.
Products and Publications

This should give details of key communication products produced and their target audiences.

The list should be broken down by theme (where appropriate):
· Peer reviewed publications for the year

· Publication in press or submitted

· Books or book chapters

· Policy Briefs

· Publicity material

· Website links

· Research programme reports

· Dissemination events. 

· Other products

6.
Capacity Development
Summarise the achievements and main challenges in implementing the programme’s strategy/plan for capacity development.
Annex 4: Annual Report Summary sheet for R4D

DFID-contracted Research Programmes must complete the Annual Report Summary for R4D. The annual report (minus financial information) will be made available for download from R4D or the research programme’s website. 
1. Background Information

	Title of research programme:
	

	Reference Number:
	

	Period covered by report:
	

	Name of lead institution and Director:
	

	Key partners:
	

	
	

	
	

	Countries covered by research:
	

	
	

	
	

	Start Date for research programme:
	

	End Date for research programme:
	


2. One page summary

This section should highlight: 

· How far have intended outputs as listed in the logframe been achieved? 

· What is the impact of the research programme so far? 

3. Products and Publications

Provide a list of products and publications. The list should be broken down by theme (where appropriate):
· Peer reviewed publications for the year

· Publication in press or submitted

· Books or book chapters

· Policy Briefs

· Publicity material

· Website links

· Research programme reports

· Dissemination events 

· Other products

Annex 5: CRD Generic Terms of Reference for Mid-Term Reviews 

Terms of reference for Mid-Term Reviews of DFID-contracted Research Programmes
Background

DFID-contracted Research Programmes are centres of specialisation around a particular research and policy theme.  They are groups of researchers from a number of institutions which may include NGOs, civil society organisations, academic and commercial organisations.  Funding is provided for five years.  The Central Research Department (CRD) provides support for the research programmes through the Human Development, Growth & Livelihoods and Social, Political and Environmental change teams
.  

It is a DFID requirement that all programmes are subject to regular reporting and monitoring processes.  CRD’s agreement with research programmes provides for an external mid-term review (MTR) of each programme.  MTRs will be held after two years of operation of each research programme, to enable the research programmes to gain the maximum benefit from the review.  Each programme has a statement of Purpose and a number of Outputs (deliverables) agreed by DFID and the relevant institution(s), which are set out in the programme’s Logical Framework, together with indicators of achievement.

Benefits of the mid-term review to research programmes
· Encourage ownership and participation; 

· Ensuring continuous learning and quality control;
· Ensure funds are used effectively and efficiently to deliver outputs/outcomes;
· An opportunity to engage with CRD and DFID advisers.
Benefits of the mid-term review to DFID

· Part of the ongoing monitoring and review of research programmes;
· An opportunity to work closely with research programme members and external reviewers;
· An opportunity to discuss lessons learned by research programmes in some detail;
· MTRs of programmes are a key process in the programme management cycle, comparing actual progress against targets and value for money (VFM);
· To review the risk analysis of the programme.
Objectives

The purpose of the MTR is to measure and report on performance to date and to indicate adjustments that may need to be made to ensure the success of the research programmes. The MTR should be used by all of the research programme partners and management to inform their future work.  

The MTR should include an analysis of the following areas:

1. Review of Purpose

· The degree to which the purpose is relevant to decision-makers in policy and practice in developing countries.

· The likelihood of achieving the purpose during the grant period. Use the scoring system outlined below***. 
· The likelihood of further progress in achieving the purpose after the grant period (this captures the issue of influence continuing after the 5 years, especially if the programme has built sustainable partnerships.  It allows for the slowness of some influencing processes).

· Value for money (VFM) (The score provided for the review of purpose is used by DFID internal systems for a calculation on value for money for the CRD and DFID as a whole.  In the absence of benchmarks for the VFM of impact of research on policy and practice, it is worth looking at the degree to which changes in policy and practice can be attributed to the programme, as assessed by reviewers who are familiar with that particular policy environment, e.g. by interviewing target decision makers. This could lay the foundation for a retrospective review of VFM when the benchmarks are clearer). 

2. Review of outputs

· Degree to which the outputs have been achieved and likelihood of achieving them by the end of the grant period. Use the scoring system outlined below***. 
· Relevance, sufficiency and scientific rigour of knowledge outputs (whether or not these are specified in the output indicators).

· Relevance, sufficiency and quality of communication outputs (whether or not specified in the indicators).

3. Capacity development

· Degree to which the research programme has developed the capacity of research programme members in research and persuasive, targeted communication (whether or not these are specified as separate outputs).
4. Partnership Management and Effectiveness

· Degree to which all research programme partners have been involved in research and communications, as envisaged in their proposals and inception reports. 

· Effectiveness of the research programme’s inter-partner management systems (e.g. steering committees, working groups, communications). 

· Effectiveness and influence of the CAG (Consortium Advisory Group)/CARG (Centre Advisory and Review Group) in decision making.

· Degree to which a consortium approach adds value to research and persuasive communications, compared with a non-consortium approach.

· Effectiveness of the research programme’s M&E systems, including the quality of internal systems and annual reports.

· Lessons learned on effective research programme working.

· Effectiveness of the division of funding between the different partners, and any recommendations about any changes in the relative amounts of funding for each partner.
· Recommendations about how any future extra funding could be disbursed between developing country partners for maximum benefit for the research.

5. Links with DFID

· Degree to which CRD meets the research programme’s needs in terms of management and administration.

· Degree to which the research programme has access to DFID advisers for reasons related to achievement of its outputs and purpose.

· Degree to which DFID advisers have access to the research programme, for similar reasons.

6. Miscellaneous

· Utility of links with related research or influencing programmes or institutions that would increase the probability of the Research Programme meeting its objectives, or missed opportunities for links.

· Risk assessment of the research programme, using the DFID risk assessment processes (annex 1).

*** Please use the following scoring system

1. = Likely to be completely achieved. The outputs /purpose are well on the way to completion (or completed)

2. = Likely to be largely achieved. There is good progress towards purpose completion and most outputs have been achieved, particularly the most important ones.

3. = Likely to be partly achieved. Only partial achievement of the purpose is likely and/or achievement of some outputs.

4. = Only likely to be achieved to a very limited extent. Purpose unlikely to be achieved but a few outputs likely to be achieved.
5. = Unlikely to be achieved. No progress on outputs or purpose

Outputs from the Review
The MTR team will produce a report (no more than 15 pages plus appendices) that includes:

· A one page summary (which will be put on DFID’s R4D – www.research4development.info);
· A full list of recommendations that makes reference to evidence contained within the main body of the report;
· A DFID ‘Project Scoring Summary Report’ in accordance with DFID PRISM guidelines (for an example see MTR Annex 2);
· Recommendations about any revisions required to the logical framework; 

· A recommendation that programme:

a) Continues as is
b) Continues with modification or,

c) Does not continue.
The same MTR team maybe involved in MTRs of a number of research programmes. In this case there is an extra requirement of the review team to provide a synthesis report. This report should address common issues across the research programmes being reviewed. The report should be no more than 15 pages plus appendices and should: 

· Draw out common lessons emerging from individual reviews;
· Identify and explore common themes and cross cutting issues; 

· Make recommendations about how DFID might:

i. better manage programmes
ii. better link research outputs to policy making and,

iii. improve research programme links to DFID

· Refer to CRD’s performance indicators to identify if these are useful and whether the research programmes are aligned with them.

Methodology

The MTR team may comprise DFID CRD staff, independent consultants and other DFID staff (e.g. link advisers) as appropriate.  One of the independent consultants will be the designated Team Leader. Consultants may be subject area specialists, research/policy specialists or organisational management specialists. The exact composition of the MTR team will be decided in negotiation with CRD.  

Where the same MTR team will undertake more than one review, it is proposed that a Review Team Coordinator be appointed who will have an overview of all the different areas of work. External reviewers should be identified from developing countries wherever possible.
Process

· DFID will recruit the MTR team and organise key dates and deadlines for the review process for each research programme.
· Each MTR team meets and holds a briefing session with DFID to agree the overall review methodology and flag any other issues e.g. any concerns known in advance.
The consultation and review process should include: 

· Interviews with the research programmes’ partner institutions to collect information on outputs to date, achievements to date and management aspects of work;
· Interviews with key stakeholders and users of the research programmes work, to include questions on the degree to which programmes have met their outputs and intended impact; what are the gaps; and what could have been done differently or better?;
· Interviews with DFID Departments to ascertain the degree to which the research work has permeated their thinking and decisions;
· Research programmes/DFID provides the MTR team with key documents, as outlined below.

· Hold a formal MTR meeting with the review team, DFID and relevant research programme staff to discuss findings so far;
· Write-up findings of the MTR as per expected outputs;
· Where a team/organisation has been involved in more than one review, hold a final meeting of whole review team to discuss findings and reports in order to pull together common themes, cross cutting issues and lessons learned;
· Submit and finalise reports based on DFID comments;
Documents to include in the MTR
· Project bid document;
· Inception phase report;
· Research programme annual reports;
· Documents containing research programme’s response to any written questions from the MTR team;
· Key communication successes which should keep the focus on upstream activities, not academic, peer-reviewed papers publications.  These items should be identified by the research programme and focus on examples of the most persuasive communications, with an explanation of why the research programme thinks it is important.  This could include anecdotes of decisions having been taken, policies or programmes that have changed or communication material that may have an impact on decision making. 
· Documentation from the research programmes, which identifies lesson learning from successes and challenges;
· Other documents as negotiated with the MTR team, DFID and research programmes.
Timing

The start date and date for receipt of final report will be negotiated with DFID, the MTR team and the research programmes.
Where a team is involved in more than one review, then a date for receipt of the Synthesis Report will be negotiated between the team and DFID.

MTR Annex 1: Managing risk for DFID Research Programmes 

See Annex 8 in this Guidance Note.

MTR Annex 2: Example of DFID’s Project Scoring Annual Review Report Format
The following provides an example of how DFID scores and assesses DFID funded projects and programmes on an annual basis. This form is completed by DFID, not the Research Programmes. It is provided here to illustrate to Research Programmes how DFID scores and monitors projects and programmes as part of its performance management system (for more details see http://www.dfid.gov.uk/aboutdfid/performance.asp).
Part A - Project Data

	Project Short Title
	


	Benefiting Country / Region
	
	MIS code
	

	Current Project Officer Name
	
	Approved Commitment
	

	Actual Start Date (dd/mm/yyyy)
	
	Spend To Date
	

	Planned End Date (dd/mm/yyyy)
	
	Date of Review 
	


Part B - Recommendations

	Summary of Recommendations
	Responsibility

	1. 
	(the name of the person who will action the recommendations)

	2. 
	

	3. (add more rows if necessary)
	


Part C – Project Scoring Assessment

	Goal Statement
	Objectively Verifiable Indicators (OVIs)

	Type in the description of the goal form the Logical Framework
	Type in the Objectively Verifiable Indicators, which can be found in the logical framework, that are linked to the Goal Statement.


	Purpose Statement
	Objectively Verifiable Indicators (OVIs ) *
	Progress
	Recommendations/Comments

	
	
	
	


	Purpose to Goal 

	


	Project Purpose Rating - General / Overall progress assessment 
	

	Justification 

	Type in the reasons for the rating/score you have selected ie) the number of outputs on track, strong project management, supportive external/enabling environment etc. What is the likelihood at the moment that the purpose of the activity will be fulfilled at the end of the project?


	State how far the project has helped to deliver the objectives of the Country Assistance Plan (where appropriate)

	


	Outputs
	Objectively Verifiable Indicators (OVIs)
	Progress
	Recommendations/

Comments
	Score

	1. 
	
	
	
	

	2. 
	
	
	
	

	3. (add more rows if necessary)
	
	
	
	


	Project Outputs Rating - General / Overall progress assessment 
	

	Justification 

	


	Purpose Attribution 

	State how far achievement of project purpose can be attributed to delivery of the project outputs.


Part D – Risk Management

 The risk level for the project should be reassessed during Annual Reviews. 

	Risk Category
	

	Has the Risk Category changed since the last review? If so explain why.

	

	New risks identified

	

	Action being taken to monitor / manage risks

	

	Recommended changes to plans or management strategies in respect of project associated risks

	


	Does the Logframe Require Revision? 

	


	Do the PIMS Markers Require Revision? [Mandatory for projects approved prior to 01/04/1998] 

	Type in here if the review team agrees to amend the Project Information Management System markers, if so you will need to complete a revised Project Header Sheet that needs to be approved at the appropriate level.


	Method of Scoring – state the team composition, the methods used to conduct the review, how the scoring was agreed upon, and whether partners and stakeholders were involved. 

	


Part E – Lessons Learned

You can no longer input general lessons learned. You need to specify at least one of the categories of lessons learned in sections 1, 2 and 3 below.

	Lessons learned, and suggested dissemination. The objective of this is to capture important practical lessons that can be applied and shared for future programme and project management.


	1. Working with Partners
	Working with Partners: Objective is to capture practical lessons on effective/efficient ways of working with partners

	2. Best Practice / Innovation
	Best Practice / Innovation: Objective is to capture best practice/ innovative aspects of the project that can be replicated by other programmes - including implementing cross-cutting issues and policy

	3. Project / Programme Management
	Project / Programme Management: Objective is to capture lessons that will lead to continuous improvement of our management practice for DFID 'Blue Book' procedures and project cycle management.


	Key Issues / Points of information

	


	If appropriate, please comment on the effectiveness of the institutional relationships involved with the project (e.g. comment on processes and how relationships have evolved).

	


	What key documentary evidence is available to support the conclusions of this report? List any supporting documents annexed to this report.

	


Notes for completion

Where ratings are required please consider the following:

1 = Likely to be completely achieved. The outputs /purpose are well on the way to completion (or completed)

2 = Likely to be largely achieved. There is good progress towards purpose completion and most outputs have been achieved, particularly the most important ones.

3 = Likely to be partly achieved. Only partial achievement of the purpose is likely and/or achievement of some outputs.

4 = Only likely to be achieved to a very limited extent. Purpose unlikely to be achieved but a few outputs likely to be achieved.

5 = Unlikely to be achieved. No progress on outputs or purpose

X = It is impossible to say whether there has been any progress towards the final achievement of outputs or purpose. This score should not be used unless they meet at least one of the following criteria:

· Project is postponed because of conflict

· External Constraints

· Recruitment delays

· Other reasons:  contact PRISM support

Note for subsequent annual reviews you should not be using X unless you can justify using this X rating, it is unusual for projects running for 3 years or more to be scored X.
Annex 6: Final Report Format
This format must be used by all DFID-contracted research programmes, which are funded by CRD. This format replaces any previous guidance and forms part of the standard reporting requirements.
Why? Final Reports are required as a formal document that illustrates the achievements of a research programme. The Final Report should document successes of the research programme and the main lessons learnt. 

Final Reports are both a learning and management tool for DFID, CRD and other stakeholders. Selected information feeds into central DFID systems and contributes to reporting on overall DFID performance to the DFID Management Board. It is essential that all information requested is supplied, and that any issues (programme or external) that affected overall performance of the programme are recorded. 

Final Reports help CRD to:

· Track important lessons coming out of DFID funded research;
· Track successes, challenges and innovation;
· Understand the processes through which research has had impact.

The Final Report is also extremely important for follow-up evaluation and impact assessment after the research programme has ended. 

The information in the Final Report is also used to identify case studies and research successes for use in DFID, but also for wider dissemination through Research4Development (www.research4development.info). The Final Report (minus Section 6) plus annexes 1 and 4 will be uploaded onto Research4Development. Section 6 and annexes 2 and 3 will not be uploaded to R4D and is therefore the appropriate place to deal with any sensitive issues. 

How? An electronic copy in Microsoft Word (not adobe acrobat format) should be submitted by email to the relevant Deputy Programme Manager liaising on your programme. CRD does not require a hard copy. A font not less than 11 points should be used. The Final Report, excluding annexes, should be no more than 50 pages.

When? The report will be due on the final date of your programme. 

What? The remainder of this guidance note sets out what information is required and in what format under seven sections plus annexes.

1. Background Information

2. Summary

3. Highlights of the Research Programme

4. Achievement of programme outputs and purpose

5. Lessons Learnt

6. Programme Management

7. Long-term sustainability of the research

· Annexes

The Final Report 

1. Background Information
	Title of Research Programme:
	

	Reference Number:
	

	Period covered by report:
	

	Name of lead institution and Director:
	

	Key partners:
	

	
	

	Countries covered by research:
	

	
	


	
	Planned
	Actual

	Start Date:
	
	

	End Date:
	
	

	Total Cost:
	
	


2. Summary [maximum 3 pages]

This section should provide a brief summary of what the research programme intended to achieve (a brief summary of the programme’s purpose, outputs and activities) and what was actually achieved (what were the outputs/results of the research programme, who benefited and how?). It should also indicate how the research programme relates to country/regional strategies and plans.
3. Highlights of the research
This section should detail the main achievements of the research in more detail than the Summary. This should not be a description of activities, but should detail in narrative form, the main successes (achievement of outputs and purpose) of the research. 


4. Achievements: Research Outputs and Purpose

There are two levels at which CRD must monitor and evaluate progress and achievements in research programmes:

(i) What are the research outputs?
(ii) Where are the research impacts?

Outputs in this context means what the research programme has produced, such as products and services and delivered to users. These may also include the changes resulting from the programme’s outputs that are needed to achieve the impact at the purpose level.

Impact refers to the medium to long-term effects of these outputs (i.e. achievement at the purpose level of the logframe), both good and bad, intended and unintended.

This section of the Final Report should include a short evidence based narrative to answer each of the questions listed below. Use of direct quotes and reference to communication outputs that provide evidence would be useful. 

What are the research outputs?

Comment on:

· What programme outputs were achieved?

· Who benefited as a result of these outputs?

For this section the narrative should be accompanied by a summary in tabular form, based on the logframe. This table will be inputted directly into DFID’s performance management system

	Outputs
	OVIs
	Progress
	Recommendations/Comments

	As listed in the research programme logframe
	As listed in the research programme logframe
	A judgement statement on progress so far with evidence to support this
	Any recommendations for key changes to ensure better achievement of output and/or comments that help to explain progress. These can then be discussed with CRD staff to agree actions.


Where are the research impacts?

Comment on:

· Was the programme’s purpose achieved? If not, what is the current progress towards achieving the purpose?

· What is, or is likely to be the programme’s impact on poverty?

· What is, or is likely to be the programme’s impact on the wider environment (i.e. at national, international level beyond those directly involved in the research)?
This should also be presented in tabular form:
	Purpose
	OVIs
	Progress
	Recommendations/Comments

	As listed in the research programme logframe
	As listed in the research programme logframe
	A judgement statement on progress so far with evidence to support this
	Any recommendations for key changes to ensure better achievement of output and/or comments that help to explain progress. These can then be discussed with CRD staff to agree actions.


Comment on:

· The effectiveness of the delivery of the communication strategy and how it supported the achievements of the programme purpose and outputs;
· What evidence is there that policy makers and stakeholders have increased awareness of your research findings and that has this led to changed attitudes and practice?

· What progress was made on capacity development?
· How did the research contribute to and impact on the wider environments at national and international levels? 

5. Lessons learnt

Summarise, using the headings below, any lessons arising from the research programme: 

· Working with Partners

· Good Practice/Innovation

· Project/programme Management

· Communication

This section is required because there is a new emphasis within DFID on lesson learning. There is dedicated space on DFID’s internal performance management system for reporting on lessons learnt from each funded programme (whether it is research, projects or budget support). These lessons are accessible to all DFID staff and are invaluable for future programme design. Lessons are also summarised for DFID senior management. CRD will share lessons across research programmes. 

6. Programme Management

This section should cover both overall and financial management issues and should be no more than three pages. 

Comment on:

· How researchable problems/themes were defined and prioritised.

· Explain what mechanisms were in place for partners to contribute to programme management.

· Provide information if there have been any changes to the programme during the reporting period and how these changes address gaps between achievements, outputs and purpose (this refers to both management structures changes and research theme changes).

· Did any key assumptions (as detailed in the programme’s logframe) change, which led to a re-assessment of risks? If so, please ensure details are included in the risk assessment annex.

Comment on:

· Progress of expenditure and steps taken to ensure the research budget was fully spent. 
· Identify any particular problem areas and any significant changes to the financial plan. 
· Has any multiplier funding been obtained? If so, please summarise here and provide information broken down by partner in the financial annex.

7. Long-term sustainability of the Research

Comment on:

· How will the research be promoted once research programme funding ends?

· How will people access the research products once the research programme’s funding ends?

· Have any follow-on research programmes been agreed, which build on the outputs from this research programme? If so, please give details.
Annexes

1.
Logical Framework. 

The current logframe should be supplied for reference. 

2.
Financial summary for the completed programme. This should include details of any multiplier funding received.

3.
Risk assessment matrix and comments highlighting changes made during the last year.

4.
The Communication strategy highlighting any changes made during the year (this will be uploaded to R4D). If there are no changes then this should be stated.

5.
Products and Publications

This should give details of communication products produced with an indication of the audience for each product. Cross reference should be made to the communication strategy where appropriate (i.e. to indicate achievements in the communication strategy).

The list should be broken down by theme (where appropriate):
· Peer reviewed publications

· Publication in press or submitted

· Books or book chapters

· Policy Briefs

· Publicity material

· Website links

· Research programme reports

· Dissemination events 

· Other relevant products

6.
Capacity Development 

Summarise the achievements and main challenges in implementing the programme’s strategy/plan for capacity development. 

Annex 7: Final Report Summary Sheet for R4D
Research programmes must complete the Final Report Summary for R4D. The Final report (minus financial information) will be made available for download from R4D or the research programme’s website. 

1.
Background Information

	Title of research programme:
	

	Reference Number:
	

	Period covered by report:
	

	Name of lead institution and Director:
	

	Key partners:
	

	
	

	
	

	Countries covered by research:
	

	
	

	
	

	Start Date for research programme:
	

	End Date for research programme:
	


2.
One page summary

This section should highlight: 

· How far have intended outputs as listed in the logframe been achieved? 

· What impact has the research programme had? 

3.
Products and Publications

Provide a list of products and publications. The list should be broken down by theme (where appropriate) :
· Peer reviewed publications
· Publication in press or submitted

· Books or book chapters

· Policy Briefs

· Publicity material

· Website links

· research programme reports

· Dissemination events
· Other products
Annex 8: Managing Risk for DFID Research Programmes 

Risk is uncertainty, whether positive or negative, that will affect the outcome of an activity or intervention.

Risk analysis involves the identification and systematic evaluation of all risks to achieving the purpose and outputs.  Risk analysis is carried out during the planning stage and at key points in the life cycle of the activity.

Once identified and assessed, risk can be managed.  Risk management is about identifying and implementing ways to ensure that the risks identified do not prevent the activity, and it should be carried out continuously.  DFID considers that risk management is integral to good management, not a separate activity.  

Risk appetite is the amount of risk to which the organisation is prepared to be exposed.  DFID has a high risk appetite, if taking risks will help to achieve key targets.  It is expected that an increasing proportion of DFID’s work will be rated as high risk.

· DFID is increasingly ready to allocate financial resources to activities which have a high risk of not achieving their objectives provided that the potential benefits to success are proportionally high and that the risks are managed sensibly.

· DFID is keen to encourage innovation and experimentation.

· It is important that if high risk activities are undertaken that there is capacity to rigorously assess and manage risks.
Types of risk

There are three principal types of risk

1. Risk that arise from factors actually or potentially under your control (e.g. poor design, ineffective management systems, poor performance by contractors).
2. Risk that arise from factors in the wider policy and institutional environments and controllable by decision makers elsewhere (e.g. poor policy environment, lack of political will, institutional weaknesses).
3. Risk that are uncontrollable (e.g. natural disasters, political instability, world markets).
Risk will be affected by a range of factors, depending on the country, policy, institutional context etc. in which the research programme is operating.  Relative risk may be a more useful measure than absolute risk, for a range of projects within a programme of work.  Projects in more difficult, less predictable environments are likely to be higher risk.  Risk is also affected by how ambitious and innovative the project is.  Risk timing must also be considered – that is as risks are better understood and managed they may be downgraded.  Towards the end of a project as objectives and outcomes are delivered the risk may also reduce.

There may be complex interactions between risks, so that a seemingly ‘small’ risk may give rise to several effects.  It must be borne in mind that the overall impact of risks may be greater than the sum of the individual risks.


Risks can be categorised into:

· External

· Financial

· Activity

· Human resources

Examples of risks under the four headings are given in the table in Risk Annex 2.  The table includes risk that may be sources of risk to the project, or risk that are effects of the project. 

Risks can arise from within (internal) or from outside (external) the programme/project. 

	
	Internal
	External

	Source
	A risk arises because of circumstances within the organisation.  There is a high likelihood of ability to exert appropriate control to limit the risk being realised
	A risk arises because of circumstances or events outside the organisation.  The ability to exert control may be limited to planning for a  contingency response

	Effect
	A realised risk has an impact within the organisation.  These impacts are likely to be easier than external impacts to contain and manage
	A realised risk has an impact outside the organisation.  Regulatory or policy frameworks are responses to these types of risk.


Responding to risk

Not all risks will matter and some risks can be safely identified and left.  There are four ways to respond to risk:

1. Transfer.  This might be done by conventional insurance, or be supporting a third party to take the risk in another way.

2. Tolerate. The ability to do anything about some risks may be very limited, or the cost of taking action may be disproportionate to the potential benefits gained.   

3. Treat. The greatest number of risks are probably treated, which may result in containing the risk at an acceptable level, rather than being able to obviate it.

4. Terminate.  Do things differently thus removing the risk if it is feasible to do so.

Risk assessments should be carried out regularly (at least annually) and the following questions are a useful starting point:

· What are the key external and internal risks to our objectives?

· What is the impact and probability of each risk?

· Who is the risk owner (see below) for each risk?

· How much of this risk can be tolerated?

· Have we a clear way to report on the risk especially if it starts to escalate?

· Have new risks emerged that should be added to the risk matrix and added to the logframe?

· Has the probability of the risk occurring changed?

· Has the likely impact of the risk on the project altered?

· Should any changes be made to plans or management strategies to address the risk?

· Should the risk category of the project be altered?

Once the risks have been identified their potential impact and probability should be estimated by the research programme team and the results of the assessment presented in a risk assessment matrix.

Impact should be scored as follows:

	Low
	Risk factor may lead to tolerable delay in the achievement of objectives or minor reduction in quality/quantity and/or an increase in cost.

	Medium
	Risk factor may lead to some delay, and/or loss of quality/quantity and/or increase in cost.

	High
	Risk factor may cause some or all aspects of objectives in relation to time, quality/quantity not being achieved to an acceptable standard or to an acceptable cost.


Probability should be scored as follows:

	Low
	Unlikely to occur or the risk is fully manageable by the research programme.

	Medium
	Could go either way. The research programme can have some influence in managing the risk but can not control it completely.

	High
	Very likely to occur. The research programme’s ability to actively manage the risk is limited.


All of the different risks identified should then be entered into the Risk Assessment Matrix below:

Risk Assessment Matrix
	
	
	Probability

	
	
	Low
	Medium
	High

	Impact
	High
	High impact

Low probability
	High impact 

Medium probability
	High impact

High probability



	
	Medium
	Medium impact

Low probability
	Medium impact

Medium probability
	Medium impact 

High probability



	
	Low
	Low impact

Low probability
	Low impact

Medium probability
	Low impact

High probability




If two or more risks fall into the darkest squares the project should be rated as high risk

If one or no risks fall into the darkest squares but one or more fall into the light grey squares the project should be rated as medium risk

If all the risks are concentrated in the white squares the project should be rated as low risk

Once the risks have been entered into the matrix the research programme will have an idea of hierarchy or the risks.  The research programme can then give consideration on how to best respond to the risk identified and define counter measures, or contingency plans, for the risks that are most likely to impede success.

All risks evaluated as high probability and high impact must be addressed.  These are ‘killer risks’ which are very likely to occur and will have a significant effect on outcomes and cost.  

Each risk can be assigned a risk owner, who should take prime responsibility for ensuring that risks are being tracked and managed and for reporting on its impact.

Risk Annex 1
Principles of good risk management
· Risk management is an integral part of performance and delivery management and is part of planning, implementation and review.

· Managing risk follows a cycle of risk identification, evaluation, response and review.

· All levels of operation carry risks and these must be explicitly recognised and assessed.

· Risks should be set against key objectives (they are the factors that will stop you delivering on these).
· A judgement is needed at each level to determine when a risk can be taken, how it will be tracked and managed, and when a venture is too risky and should be discussed further. The response to the risk should be proportional to the risk.

· Key risks at each level should have a risk owner who takes responsibility for the management of these risks.

· The amount of risk and responsibility that staff can take at each level is limited.  A balanced judgement is needed by each team as to when risks should be passed to a higher level of responsibility.

· The risk portfolio should balance challenge with delivery.

Good practice checklist

1.
Identification and evaluation of risk

· Identify the risk you are or expect to encounter.

· Break the risks into different categories (such as external, financial, activity, human resources and also internal and external) which can make them easier to conceptualise and rank.

· Set the risks into a risk matrix.  

· Set the risks in a context of opportunity so costs and benefits or payoffs can be examined together.

· Sort the risks according to their importance (criticality).

· Evaluate the risks to establish 1) the probability of those risks occurring, 2) their potential impact and 3) your attitude to those risks in terms of willingness to accept them or not.

2.
Response to risk

For each risk decide whether to:

· Transfer some aspect of risk (insurance etc.)

· Tolerate the risk, because nothing can be done at a reasonable cost to mitigate it.  This course of action is common for large external risks, but they must continue to be tracked.  Tolerance levels determining how much risk can be taken need to be set out and should inform the decisions made.

· Treat the risk by taking action to control it in some way often by taking action at the next level that will reduce the risk.

· Terminate the risk by doing things differently thus removing the risk where it is feasible to do so.

Also

All risks evaluated as high probability and high impact should be addressed.

· Check the balance of your whole risk portfolio against your objectives to evaluate the aggregate levels of risk you are facing.  Some risks will be interdependent.

· Risks will be passed up and down the corporate chain as issues change in priority and as risks become more or less likely to occur.  High-level risks may have to pass to a higher level of responsibility, whereas other risks may translate into activities designed to mitigate them.  Decide what criteria will result in the risk being passed up the corporate management system.

3.
Communication 

· Information on risk management needs to flow within the research programme, to DFID and other interested parties.  Communication is key to all stakeholders, whether internal or external.

· Ensure that all involved are aware, informed and understand their part in managing risk.

4.
Review and quality assurance 

· Risk will change over time so there is a need for continuous assessing of risks, and the risk matrix regularly.

· Establish quality assurance arrangements to ensure that risk management reflects current good practice.

Terms of reference for risk owners at research programme director level.
· Identify the key risks that will prevent the research programme from reaching its objectives.
· Evaluate the impact and probability of the risks including identifying areas of high and low risk where more (or less) management input will be needed.

· Set the acceptable levels of risk that the research programme can tolerate for each high level risk and clarify areas where risks can be taken wand where they cannot.

· Check the balance of the portfolio of challenge and risk. This will include tracking project risks (i.e. checking that all projects are not high or low risk).

· Identify and implement suitable responses to risk, including identifying pathways for risk management should the risk situation escalate and supporting work in areas that will mitigate research programme-wide risks.

· Regular checking of key interdependent risks that may cross research programme theme boundaries.

· Regular review the research programme risk strategy to assess the effectiveness of the management of risk processes and to ensure that the challenge and risk levels of the research programme are a well judged view of ambition and delivery.

Terms of reference for risk owners at project level.
· Identify the risks that will prevent projects from reaching their purpose and each of their outputs (part of the project logframe).

· Evaluate each of the risks to establish their impact and probability.

· Use evaluation data to risk score the project according to the guidance in this note.

· Manage the risks if and when they occur, including passing escalating risks up to research programme director when appropriate.

· Regularly review the risk strategy to assess the effectiveness of the management of risk processes and review the risk scoring of the project.

Risk Annex 2 – examples of types of risk

	Category
	Risk at source
	Risk as an effect

	External
	
	

	Infrastructure
	Infrastructure failure prevents normal functioning (e.g. health centre can not function if staff and patients can not get there easily)
	Actions have adverse effects on infrastructure (e.g. demand may overload distributions systems)

	Economic
	Interest rates etc. can adversely affect plans
	Actions can generate adverse effect on economic systems

	Legal and regulatory
	Laws or regulations can limit scope to act
	Inappropriate constraint through regulation may be imposed

	Environment
	Environmental constraints limit possible actions
	Actions have damaging effect on environment

	Political
	Political change causes change in objectives
	Actions give rise to need for political change

	Market
	Market development adversely affect plans 
	Actions have an effect on relevant markets

	Act of God
	Natural disaster prevents actions
	Contingency plans against disaster inadequate

	Financial 
	
	

	Budgetary 
	Lack of resources to carry out all actions
	Inability to control or direct resources

	Fraud or theft
	Resources not available to carry out all actions
	Resources lost

	Insurable
	Insurance not obtained
	Failure to insure leads to loss

	Capital investment
	Poor investment limits scope for future
	Inappropriate investment decisions

	Liability
	Others actions can effect organisation
	Third party acquires right to damages

	Activity
	
	

	Policy
	Policies are based on flawed information
	Inappropriate policies pursued

	Operational
	Unachievable/impractical objectives
	Objectives inadequately or not achieved

	Information
	Decisions made with insufficient information
	Information lacks integrity and is not reliable

	Reputation
	Reputation may limit scope to act
	Development of poor reputation

	Transferable
	Risks which could be transferred are retained or transferred at wrong price
	Cost of transferring risks outweighs the risk transferred

	Technological
	Technology failure prohibits operations as plans
	Need to improve/replace technology to maintain effectiveness

	Project
	Projects are embarked upon without adequate risk assessment
	Projects fail to deliver 

	Innovation
	New approaches embarked upon without adequate risk assessment
	Opportunities to gain from innovation are missed

	Human Resources
	
	

	Personnel
	Lack of suitable personnel limits ability to act
	Personnel adversely affected

	Health and safety
	People unable to perform responsibilities due to health issues
	Damage to physical or psychological well being of people


Annex 9: CRD template for Case Studies and Research Successes
This is a template for providing information to DFID/CRD on case studies and research successes. DFID/CRD uses this information in a variety of ways. For example, case studies are written for the intranet and the DFID website (www.dfid.gov.uk/casestudies/), for R4D (www.research4development.info) and for publications (such as DFID’s Departmental Report, and a new publication ‘Development Works’ – see http://www.dfid.gov.uk/pubs/ ).
Note: if the section is not applicable please write in the box ‘not applicable’. If the information is not available please write ‘no information’. The word limits are a guideline. If you feel it’s necessary to add fewer or more words, please do so.

Please also note that this information will be used in the public domain (for example in DFID published documents, on the website, for speeches, etc.). 

	1. Title of Research Project
	

	2. Project No
	

	3. Summary of success 

[250 words]
	Brief summary of the research results and what the research achieved (i.e. through the research who benefited and how? What changed? What was the impact on peoples’ livelihoods). 

	4. “Killer” fact


	If possible, identify one statement that illustrates the actual or potential impact and importance of the research findings



	5. Country/ies
	Country/ies in which the research has been carried out and those to which the research findings and products have spread

	6. Description of the project and main findings

[250 words]
	Provide a short, concise description of the research objectives and the main findings (both positive and less positive experiences)

	7. Potential impact


	

	· Who has benefited already and how?

[100 words]
	What type and numbers of people benefited from the research? In what way did they benefit?

	· What is the actual or potential impact of the research?

[100 words]
	Is there evidence to suggest impact of the research? If so, what is the extent of the impact in terms of numbers and type of people, organisations, institutions, etc. who have benefited from the research. What is the potential reach and impact of the research over the long term?

Was there/is there any impact on policy processes, decision, practice?

	· Why is your research novel?

[100 words]
	What makes your research original/new/interesting/innovative?

	· What made your research successful?

[100 words]
	What are the main factors that led to success? What was the uptake route for your research?

	8. Human interest 

[250 words]
	What is the human interest element of your research? Please provide direct quote(s) from different stakeholders about the research successes. 

If available please provide anecdotes or scripts from interviews with beneficiaries of the research (add as an annex to this form)



	9. Names and countries of the Research Institute(s) and Organisations (s)
	Please provide details (organisation/institute name and country) of all partners involved in the research

	10. Lead Researchers Names and Organisations
	Name, title and organisation of the Lead Researchers

	11. DFID involvement
	

	· Research programme
	Specify which programme funded the research

	· Dates
	Start and end dates of the research

	· Financial spend to date
	The amount DFID has already spent on the research 

	· Future financial commitment
	The total amount committed by DFID to the research.

	· Follow-on project
	Does the work build-on previous research work funded by DFID? If yes, please provide details (project title and number) 

	· Name and extension no. of CRD contact person
	Leave blank 

	· Name and extension no. of RM or Advisor
	Leave blank

	12. Photographs
	If you have any photographs to illustrate aspects of the research, please submit at least 2 with this form (provide a caption and the photographers name/institution) and provide details on how others can be obtained.

	13. Further information
	Please provide sources for on-line information related to this research (web address only, please do not send paper copies of reports, brochures, other documents, etc).

Please also indicate where this research has already been published and is available in the public domain.


	Assumptions / Additional Information
Please add any assumptions you made when completing the above text boxes and add any further information you think is important for accurately reporting on this research story.



	Author:
	

	Date:
	


�








� For more information on evaluation in DFID see: Guidance on Evaluation and Review for DFID staff. Evaluation Department, July 2005. Available on-line from www.dfid.gov.uk


� Including PRISM the Performance Reporting Information System for Management to which all DFID staff have access. Regular summaries of DFID performance are gathered from this system for senior management.


� Adapted from IFAD M&E Guide, 2002 download the full version from http://www.ifad.org/evaluation/guide/index.htm .


� Source: RBM in UNDP:  technical note [source. http://www.undp.org/eo/methodologies.htm]


� CRD will complete the annual report summary form for R4D during 2006, 


� For more information see: DFID Tools For Development (especially section 5) � HYPERLINK "http://www.dfid.gov.uk/pubs/files/toolsfordevelopment.pdf" ��www.dfid.gov.uk/pubs/files/toolsfordevelopment.pdf�


IFAD M&E Guide, which contains a complete overview to good theory and practice in project and programme M&E � HYPERLINK "http://www.ifad.org/evaluation/guide" ��www.ifad.org/evaluation/guide�


� The Logical Framework Approach (LFA) is a methodology for planning, managing and evaluating programmes and projects, involving stakeholder analysis, problem analysis, analysis of objectives, analysis of strategies, preparation of the logframe matrix and activity and resource schedules. 





� This document is available for download from www.dfid.gov.uk/research.


� For more information about the management of research in DFID see: � HYPERLINK "http://www.dfid.gov.uk/research" ��www.dfid.gov.uk/research�


For details about DFID-contracted research programmes visit � HYPERLINK "http://www.research4development.info" ��www.research4development.info�


� Knowledge outputs are, in essence, the research findings or new technologies.  Communication outputs are the forms and methods used to communicate with, and influence, decision makers/research users/other identified stakeholders, on the basis of an explicit and systematic communication strategy.
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