PROJECT MONITORING AND EVALUATION TEMPLATE
By Chris Ogbonna
Guidance Note
This template equips you, Nigerian civil society actors and aspiring project managers, with the
tools to effectively monitor and evaluate your projects. Monitoring allows you to track progress,
while evaluation assesses the project's impact and effectiveness.

1. Setting Benchmarks and Indicators

e Define SMART Objectives: Revisit your project objectives and ensure they are SMART
(Specific, Measurable, Achievable, Relevant, and Time-bound).

e Develop Benchmarks: For each objective, set clear benchmarks — quantifiable targets that
represent progress towards achieving that objective. (e.g., Increase school enrollment rate
for girls by 10% within one year).

¢ Identify Indicators: Choose relevant indicators — metrics that will be used to measure your
progress towards the benchmarks. Indicators should be specific, measurable, achievable,
relevant, and time-bound (SMART) as well. (e.g., Number of girls enrolled in school).

2. Data Collection Methods

e Select Appropriate Methods: Choose data collection methods that are best suited to your
project context, budget, and indicators. Here are some common methods:

I.  Surveys: Gather information from a large sample size through questionnaires. (e.g.,
Online surveys, paper-based surveys).
ii. Interviews: Gain in-depth insights from individuals through one-on-one

conversations. (e.g., In-person interviews, phone interviews).



Note:

iii.  Focus Groups: Facilitate discussions with a small group to explore ideas and
experiences. (e.g., Community focus groups with beneficiaries).
Iv.  Project Documentation: Review project documents like meeting minutes and
reports to track activities and progress.
Data Analysis and Reporting
Organize and Analyze Data: Organize your collected data using spreadsheets or data
analysis software. Analyze the data to identify trends, patterns, and any deviations from
benchmarks.
Prepare Reports: Create clear and concise reports presenting your findings. Use
visualizations like charts and graphs to effectively communicate the data.
Highlight Key Points: Focus on key findings and how they relate to project objectives.
Explain any challenges encountered and lessons learned.
Project Adaptation
Utilize Findings: Use your monitoring and evaluation results to inform project decisions.
Adapt Activities: If your evaluation reveals some activities are not yielding desired results,
adapt or adjust them to improve project eftfectiveness.
Resource Allocation: Based on findings, you may need to adjust resource allocation to

optimize project impact.

Ongoing Monitoring: Integrate monitoring throughout the project lifecycle, not just at the

end. Regularly collect data to track progress and identify potential issues early on.



e Cost-Effective Data Collection: Explore low-cost or free data collection tools and
techniques suitable for your context. Consider mobile phone surveys, online platforms, or
paper-based data collection in areas with limited internet access.

e Stakeholder Engagement: Present your findings to stakeholders in a way that is clear,
informative, and actionable. Highlight project successes and areas for improvement.

Remember: Monitoring and evaluation are essential tools for ensuring your project stays on track,

achieves its goals, and delivers positive outcomes for your beneficiaries.



