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Foreword

	These standards apply to all OED evaluation reports, and should be shared with all team leaders and team members at the time of briefing on the evaluation report. At the moment of uploading the final report onto the OED website and in FPMIS, the OED monitoring system manager will verify that the report complies with the standards below. If not, s/he will inform the Evaluation Manager about adjustments to be made.

The document is structured in the sequence and formatting that will have to be followed. Formatting rules apply also to Terms of Reference and insofar as appropriate, to Annexes. The formatting rules are summarized at the end of this document. 

The average length of a project/programme evaluation report is 15-18,000 words, excluding executive summary and annexes.

Please use this document as a template. This section should be deleted, keeping only the section break at the top of this page. After the cover page and the second page with contact information and disclaimer, the acknowledgements will be the next section.




Notes on the first and second pages

	Cover page
All reports must use the cover shown on the first page, containing: 
· The type of report: Evaluation Report or Management Response;
· The report title: 
i. in the case of a project evaluation, this should be the project name and code
ii. in the case of other evaluations, use the evaluation title;
· The month and year in which it was issued; and
· In the case of a draft report, it should be labelled as such.

The cover page is not numbered and does not have a header.

Contact information and disclaimer
The second page contains one text box and text at the bottom, as shown. The second page is not numbered, and does not have a header. 




Summary of formatting rules for all evaluation reports

	Page layout
	

	Page margins
	Microsoft Office ‘normal’ (2.54cm all sides)

	Text alignment
	Justified

	Page numbers
	Positioned at centre-bottom of page 
Roman numerals (i, ii, iii, etc): from Table of Contents to end of Executive Summary
Arabic numbers (1, 2, 3, etc): from first chapter onwards

	Cover page
	Use the OED official evaluation cover page. This should only be used for the actual report, not for annexes that are sent out separately to the main report. 

	Headings
	

	Heading alignment
	Left-aligned (use the automatic styles)

	Levels
	Four levels are defined as follows (accessible from the ‘styles’ menu):
Heading 1: For chapter headings
Heading 2: For sub-headings in chapters
Heading 3: For sub-headings in chapters
Heading 4: For annex headings
Headings 1, 2 and 4 must translate into the ToC. If the team does not want Heading 3 to also translate into the ToC, then headings at this level must be manually formatted (i.e. not using the automatic style). 

	Chapters
	The first chapter should start on a new page after the Executive Summary. Thereafter, it is optional whether chapters start on a new page or continue from the previous page (in case of the latter, an appropriate space must be left above the chapter heading).

	Text
	

	Font
	Times New Roman, 12pt (except for tables, boxes and figures)

	Paragraphs
	Paragraphs are numbered, with a one-line space between paragraphs. 

	Bullet points
	Where necessary, text may be formatted into bullets using the standard bullet symbol (●); or lower-case alphabet (a, b, c, etc); or lower-case Roman numerals (i, ii, iii, etc). 

	Recommendations
	Recommendations have to be all listed in the Executive Summary. The team will decide whether to include them throughout the report and/or at its end. In any case, they will have to be formatted as per the examples shown in this template. 

	Referencing
	When referencing a source, use footnotes, not end-notes. 

	Representing data
	

	Tables
	The edges of the table must align at the left and right with the rest of the text. 
Caption: Inserted using the ‘caption’ function, Times New Roman, 10pt, bold
Text: Times New Roman, 10pt, regular
Source: Times New Roman, 9pt, italics

	Boxes
	A box is created using a one-celled table. The edges of the box must align at the left and right with the rest of the text. The inner margins of the cell should be 0.2cm all round – use ‘Table Properties’ and then ‘Options’ to do this.
Caption: Inserted using the ‘caption’ function, Times New Roman, 10pt, bold
Text: Times New Roman, 10pt, regular, justified
Source: Times New Roman, 9pt, italics

	Figures
	A figure may be created by inserting a picture or chart (e.g. a jpeg file).
Caption: Inserted using the ‘caption’ function, Times New Roman, 10pt, bold
Text: Times New Roman, 10pt, regular
Source: Times New Roman, 9pt, italics

	Cross-referencing
	All tables, boxes and figures must be correctly cross-referenced in the text, using the ‘cross-reference’ function found under the ‘references’ menu. This will ensure that table/box/figure numbers are updated automatically in the text should a table/box/ figure be added or deleted at a later date.

	Writing style
	Please refer to the FAO House Style Guide.[footnoteRef:2] [2: 	ftp://ftp.fao.org/docrep/fao/004/ac339e/ac339e00.pdf] 





OED standard report format

iv
Third page/section: Acknowledgements and Composition of the Evaluation Team
	The third page contains the acknowledgments and the names of team members, OED staff contributing, and expert panel members (if any). These two headings do not translate into the Table of Contents (next page).

Page numbering will start from this page as page iii in the centre-bottom of the page. It also has the title of the report, or an abbreviated version as appropriate, included in a header. 

The header maintains the same format from this page onward throughout the report. The page numbers re-start in Arabic format at the Introduction section.
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Fourth page/section: Table of Contents
	The fourth section contains the Table of Contents (ToC) and the list of Annexes. In this ToC, Chapter 4 represents all substantive chapters of an evaluation report.

Chapter and section headings must be formatted as in this template, so as to allow automatic translation into the ToC. The level of detail of the ToC will be decided by the Team Leader and the Evaluation Manager, depending on the structure of the report. A possible structure is shown below. 

The titles for Chapters 1, 2, 3 and 5 should be the same in all evaluation reports. The title of Chapter 4 must be edited as appropriate for each report; and the contents may be spread over more than one chapter. 

The ToC also includes the Annexes, listed by title. Annexes 1 to 4 are mandatory for all evaluation reports. The team will decide whether to report the full name and/or the function of the people who were interviewed in the list of institutions and stakeholders met during the evaluation process. Additional Annexes may be added as required. 

Annex 5 of this template shows a summary of general formatting rules for all evaluation reports. 




Table of Contents


Acronyms	v
Executive Summary	vi
1	Introduction	1
1.1	Evaluation background	1
1.1.1	Heading 3	1
1.2	Structure of the report	2
1.2.1	Heading 3	2
2	Evaluation purpose and scope	3
2.1	Purpose	3
2.1.1	Heading 3	3
2.2	Scope	3
2.2.1	Heading 3	3
3	Evaluation methodology	4
3.1	Heading 2	4
3.1.1	Heading 3	4
3.2	Heading 2	4
3.2.1	Heading 3	4
4	Description of the programme/activity, findings, etc	5
4.1	Heading 2	5
4.1.1	Heading 3	5
4.2	Heading 2	5
4.2.1	Heading 3	5
5	Conclusions and recommendations	6
5.1	Conclusions	6
5.2	Recommendations	6
Annex 1.	Evaluation terms of reference	1
Annex 2.	Profile of team members	2
Annex 3.	List of documents reviewed	3
Annex 4.	List of institutions and stakeholders met during the evaluation process	4


Fifth page/section: Acronyms
	The ToC is followed by the list of acronyms. For guidance on the use of acronyms in the report, please refer to the FAO House Style Guide[footnoteRef:3]. The Executive Summary should avoid acronyms in so far as possible. [3:  ftp://ftp.fao.org/docrep/fao/004/ac339e/ac339e00.pdf. ] 


The title ‘Acronyms’ uses the style Heading 5, so that it translates into the ToC.




[bookmark: _Toc305412495][bookmark: _Toc305412895][bookmark: _Toc305419509][bookmark: _Toc305670542][bookmark: _Toc306863229]Acronyms

FPMIS	Field Programme Management Information System
OED	FAO Office of Evaluation
PC	Programme Committee
ToC	Table of Contents
etc.


Sixth page/section: Executive Summary
	The Executive Summary follows the list of acronyms. It should:
Be equivalent in length to approximately 10-15 per cent of the main report (excluding annexes);
Provide key information on the evaluation process and methodology;
Illustrate key findings and conclusions; and
List all recommendations, with the same number that they have in the main report, to facilitate the drafting of the FAO Management Response.

The title ‘Executive Summary’ uses the style Heading 5. Sub-headings do not use a pre-defined style, as they should not translate into the ToC. Sub-headings should be formatted manually in bold, italic text as shown in the example below. Paragraphs in the Executive Summary should be numbered using the format ‘ES1, ES2, ES3’ etc, with a one line space between each paragraph. The paragraphs showing the recommendations are not numbered, although the recommendations are (auto-numbering). Recommendations may be addressed to a particular audience. 

An example of appropriately formatted paragraphs is shown below, along with some suggested headings. The text in these paragraphs is for example purposes only, and should not be used verbatim in evaluation reports. 


[bookmark: _Toc305412496][bookmark: _Toc305412896][bookmark: _Toc305419510][bookmark: _Toc305670543]

[bookmark: _Toc306863230]Executive Summary

[bookmark: _Toc305412497][bookmark: _Toc305412897]Information about the evaluation

The Evaluation of [title] was requested by the FAO Programme Committee in [date] to take place in [date]. Etc.

The Evaluation assesses FAO’s performance during the period [date] to [date]. It covers the areas of [x, y, z] at [national/regional/global] level. Etc.

Next paragraph. Etc.

[bookmark: _Toc305412498][bookmark: _Toc305412898]Key findings 

Next paragraph. Etc.



[bookmark: _Toc305412499][bookmark: _Toc305412899]Conclusions

Next paragraph. Etc.

[bookmark: _Toc305412500][bookmark: _Toc305412900]Recommendations

[bookmark: _Toc306203255]To FAO Senior Management, on a policy for [x]. 
FAO should elaborate a corporate policy on [x]. Etc.

[bookmark: _Toc306203256]To the [x] Division, on [y].
FAO should xxxx



viii

Seventh page/section: Main report
	The main report begins after the Executive Summary, and should consist of the chapters outlined below. Suggested sub-headings are also shown for some of these chapters. 

The format of the page number should change from Roman to Arabic and start again from 1. Numbering of the paragraphs restarts using standard numbering (1, 2, 3, etc), with a one line space between each paragraph. Examples of appropriately formatted paragraphs are shown below. The text in these paragraphs is for example purposes only, and should not be used verbatim in evaluation reports.

Examples are also given for the appropriate formatting of tables, boxes and figures (see also ‘Summary of formatting rules for all evaluation reports’).

Introduction
The section ‘Evaluation background’ could include, for example, the Programme Committee decision, how countries to visit were selected, whether there was a project mid-term, etc. It should also include the period of implementation of the evaluation.
The section ‘Structure of the report’ is optional, and could include a short illustration of the key features of the report, e.g. number and location of recommendations, role of the Annexes, etc.




[bookmark: _Toc305412501][bookmark: _Toc305412901][bookmark: _Toc305419511][bookmark: _Toc305670544][bookmark: _Toc305683346][bookmark: _Toc305683613][bookmark: _Toc306203258][bookmark: _Toc306863231]Introduction

[bookmark: _Toc305412502][bookmark: _Toc305412902][bookmark: _Toc305419512][bookmark: _Toc305670545][bookmark: _Toc305683347][bookmark: _Toc305683614][bookmark: _Toc306203259][bookmark: _Toc306863232]Evaluation background

The FAO Programme Committee (PC) at its [x]th session in [year], commenting on proposed evaluations for [year], noted that... Etc. 

The Evaluation assesses FAO’s performance during the period [date] to [date]. It covers the areas of [x, y, z] at [national/regional/global] level. Etc.



As shown in Table 1 below... Etc.

xxx
	Heading
	Heading
	Heading
	Heading

	Text
	Text
	Text
	Text

	Text
	Text
	Text
	Text


Source: xxx

Next paragraph. Etc.  
1. Etc.
1. Etc.


[bookmark: _Toc305683348][bookmark: _Toc305683615][bookmark: _Toc306203260][bookmark: _Toc306863233]Heading 3

As shown in Box 1 below... Etc. 



xxx
	[Note that a Box is created using a one-celled Table. The inner margins of the cell should be 0.2cm all round. This can be done by selecting the Box, clicking ‘Table Properties’ and clicking ‘Options’. Text in the box must be justified]
Text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text.


Source: xxx

Next paragraph. Etc.  


[bookmark: _Toc305412504][bookmark: _Toc305412904][bookmark: _Toc305419514][bookmark: _Toc305670547][bookmark: _Toc305683349][bookmark: _Toc305683616][bookmark: _Toc306203261][bookmark: _Toc306863234]Structure of the report

As shown in Figure 1 below... Etc. 

xxx

Source: xxx

Next paragraph. Etc.

[bookmark: _Toc305683350][bookmark: _Toc305683617][bookmark: _Toc306203262][bookmark: _Toc306863235]Heading 3

Next paragraph. Etc. 

Next paragraph. Etc. 









[bookmark: _Toc305412505][bookmark: _Toc305412905][bookmark: _Toc305419516][bookmark: _Toc305670549][bookmark: _Toc305683351][bookmark: _Toc305683618][bookmark: _Toc306203263][bookmark: _Toc306863236]Evaluation purpose and scope

[bookmark: _Toc305412506][bookmark: _Toc305412906][bookmark: _Toc305419517][bookmark: _Toc305670550][bookmark: _Toc305683352][bookmark: _Toc305683619][bookmark: _Toc306203264][bookmark: _Toc306863237]Purpose

The Terms of Reference (ToR) established that this Evaluation would analyse FAO’s past performance with the aim of being forward-looking and striving to be a useful and timely tool to inform decision makers in their planning role. The main purposes were formulated as follows:
Etc.
Etc.
Etc.

Next paragraph. Etc. 

[bookmark: _Toc305683353][bookmark: _Toc305683620][bookmark: _Toc306203265][bookmark: _Toc306863238]Heading 3

Next paragraph. Etc. 


[bookmark: _Toc305412508][bookmark: _Toc305412908][bookmark: _Toc305419519][bookmark: _Toc305670552][bookmark: _Toc305683354][bookmark: _Toc305683621][bookmark: _Toc306203266][bookmark: _Toc306863239]Scope

Next paragraph. Etc. 

[bookmark: _Toc305683355][bookmark: _Toc305683622][bookmark: _Toc306203267][bookmark: _Toc306863240]Heading 3

Next paragraph. Etc. 














	Evaluation methodology
This section should illustrate the methodology followed and the constraints faced. If tools and methods used require a detailed description, this can be included in an Annex.



[bookmark: _Toc305419521][bookmark: _Toc305670554][bookmark: _Toc305683356][bookmark: _Toc305683623][bookmark: _Toc306203268][bookmark: _Toc306863241]Evaluation methodology

[bookmark: _Toc305419522][bookmark: _Toc305670555][bookmark: _Toc305683357][bookmark: _Toc305683624][bookmark: _Toc306203269][bookmark: _Toc306863242]Heading 2

Next paragraph. Etc.

[bookmark: _Toc305419523][bookmark: _Toc305670556][bookmark: _Toc305683358][bookmark: _Toc305683625][bookmark: _Toc306203270][bookmark: _Toc306863243]Heading 3

Next paragraph. Etc.

[bookmark: _Toc305683359][bookmark: _Toc305683626][bookmark: _Toc306203271][bookmark: _Toc306863244]Heading 2

Next paragraph. Etc.

[bookmark: _Toc305683360][bookmark: _Toc305683627][bookmark: _Toc306203272][bookmark: _Toc306863245]Heading 3

Next paragraph. Etc.



[bookmark: _Toc305419526][bookmark: _Toc305670559][bookmark: _Toc305683361][bookmark: _Toc305683628][bookmark: _Toc306203273][bookmark: _Toc306863246]
Description of the programme/activity, findings, etc

[bookmark: _Toc305683362][bookmark: _Toc305683629][bookmark: _Toc306203274][bookmark: _Toc306863247]Heading 2

Next paragraph. Etc.

[bookmark: _Toc305683363][bookmark: _Toc305683630][bookmark: _Toc306203275][bookmark: _Toc306863248]Heading 3

Next paragraph. Etc.

[bookmark: _Toc305683364][bookmark: _Toc305683631][bookmark: _Toc306203276][bookmark: _Toc306863249]Heading 2

Next paragraph. Etc.

[bookmark: _Toc305683365][bookmark: _Toc305683632][bookmark: _Toc306203277][bookmark: _Toc306863250]Heading 3

Next paragraph. Etc.











	Conclusions and recommendations
Each team will decide how it will be more appropriate to integrate conclusions and recommendations in an evaluation report. Still, recommendations must be numbered sequentially as they appear in the main body of the report and should be made easily visible through formatting. 




[bookmark: _Toc305419531][bookmark: _Toc305670564][bookmark: _Toc305683366][bookmark: _Toc305683633][bookmark: _Toc306203278][bookmark: _Toc306863251]Conclusions and recommendations

[bookmark: _Toc305670565][bookmark: _Toc305683367][bookmark: _Toc305683634][bookmark: _Toc306203279][bookmark: _Toc306863252]Conclusions

Next paragraph. Etc.

Next paragraph. Etc.


[bookmark: _Toc305683368][bookmark: _Toc305683635][bookmark: _Toc306203280][bookmark: _Toc306863253]Recommendations


To FAO Senior Management, on a policy for [x]. 
	FAO should elaborate a corporate policy on [x]. Etc.




To FAO Senior Management, on a policy for [x]. 
	FAO should elaborate a corporate policy on [x]. Etc.








1

	Annexes
The heading of each annex uses the style Heading 4, which allows for the automatic numbering of annexes. Generally, only the heading of the annex should translate into the ToC. The team will decide whether annexes will be separate files from the report.




[bookmark: _Toc305670569][bookmark: _Toc306203281][bookmark: _Toc306863254]Evaluation terms of reference





[bookmark: _Toc305670570][bookmark: _Toc306203282][bookmark: _Toc306863255]
Profile of team members



[bookmark: _Toc305670571][bookmark: _Toc306203283][bookmark: _Toc306863256]
List of documents reviewed





[bookmark: _Toc305670572][bookmark: _Toc306203284][bookmark: _Toc306863257]
List of institutions and stakeholders met during the evaluation process


East	1st Qtr	2nd Qtr	3rd Qtr	4th Qtr	20.399999999999999	27.4	90	20.399999999999999	West	1st Qtr	2nd Qtr	3rd Qtr	4th Qtr	30.6	38.6	34.6	31.6	North	1st Qtr	2nd Qtr	3rd Qtr	4th Qtr	45.9	46.9	45	43.9	
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