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Executive Summary

Cras pharetra sit amet eros eu congue. Maetenas mauris lacus, gravida a
slementum in, efficitr ac sem. Maurls libero dolor, finlbus Id purus eget,

# interdum diam. Morbi . Duis uitricies malesuada lea,
vitae faueibus defor interdum id,

Question 1: To what extent did the program enroll
veterans?
Findings

Kulla rhaneus, erat quis cursus mallis, neque ligula tempor est, quis findbus
Pegue Arcy id neque, Cum socis natoque penatibes et magnis dis partusient
montes, nascetur ridiculus mus. In lacinda risus dul, a tempor odio facilisis
vestibulum, Nunc lobortis justo non justo mollis semper. Integer accumsan,
mi sallicitudin accumsan malesuada, purus odio faucius purus, quis
malesuada sugue runc quis nunc. Phasellus interdum, wma sed convailis
laculis, anim maurls phanetra lorem, eget scelerisque mi e id odio.

Conclusions
L [ dolor sit amet, ! g el non sem dul.
Nam quis feugiat lectus. PhaseSus scelerisque lorem eget sapien bibendum
vestibubum, Proin elefend nulla in porta semper, Fusce scelerisque ultricies
purus, tempor blandit mi dictum eget. Ut consectetur magna nan turpls
tempus maximus. Proin vel intardum dolor. Nullam ormare vulputate
ultricies. Praesent pharetra ligula non arcu consectetur consectetur.
Praesent vel pulvinae felis. Cras scdales nisi ord, in ultrices massa sodales et

Recommendations
Cras @ erat quis lacus posuere accumsan ey quis ante. Nunc bibendum, enim quis
accumsan sagittis, ex bectus auctor purus, nec aliquet ercs metus in ligula,
. lestie diam, ésl. Invel suscipit
Juste, maximus mallis sem. Donec nan justo purus. Aenean gravida ac elit a
aliquam.

Front Matter

Final Evaluation of the ‘Table of Contents

Evalustion Methods

Evalustion Rrwsits Recommensations

evalu-ate.org

12/14/2016




WEBINAR

Anatomy of a User-Friendly Evaluation Report

Report Body

Project Background

Context

Lorem Ipsum dolor sit amat, consectetur adipiscing elit. Integer
non sem dui, Nam quis feugiat lectus, Phasellus scelerisque lorem
eget saplen bibendum vestibulum. Proin eleifend nulla in porta
semper.

Rationale and Purpose

Cras a erat quis lacus posuere accumsan eu quis ante. Nunc
bibendum, enim quis accumsan sagittis, ex lectus auctor purus,
nec aliquet eros metus in ligula.

Description

Nullam sit amet est tempus, hendrerit libere eu, varius quam.
Vivamus id diam erat. Morbi dui erat, vulputate id est a, scelerisque
sollicitudin orci. Phasellus vel sem consectetur, pharetra dul sed,
mattis nulla.

Ll | i el

Mattis Nulla. Amet Vulputate Pharetra

Evaluation Background

Purpose and Intended Use

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Integer non
sem dui. Nam quis feugiat lectus. Phasellus scelerisque lorem eget
sapien bibendum vestibulum.

Scope

Nulla rhoncus, erat quis cursus mollis, neque ligula tempor est, quis
finibus neque arcu id neque. Cum sociis natoque penatibus et magnis
dis parturient montes, nascetur ridiculus mus.

Stakeholder Engagement

Cras a erat quis lacus posuere accumsan eu quis ante. Nunc
bibendum, enim quis accumsan sagittis, ex lectus auctor purus, nec
aliguet eros metus in ligula. Donec &t molestie diam, eget pharetra
erat. Nunc lebortis justo nen justo mollis semper.

Budget

Cras pharetra sit amet eros eu congue. Maecenas mauris lacus,
gravida a elementum In, efficitur ac sem. Mauris libero dolor, finlbus
id purus eget, scelerisque interdum diam.

Evaluation Team Positioning

Nullam sit amet est tempus, hendrerit libero eu, varius quam.
Vivamas id diam erat. Morbi dui erat, vulputate id est a, scelerisque
sollicitudin orcl.

Conflict of Interest

Nunc lobortis justo non justo mellis semper. Integer accumsan, mi
sollicitudin accumsan malesuada, purus odio fauclbus purus, quis
malesuada augue nunc quis nunc.

Report Body
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Report Body

Evaluation Methods
Approach

Loremn ipsum dolor sit amet, consectetur adiplscing elit. Integer
non sem dul. Nam quis feugiat lectus, Phasellus scelerisque lorem
eget sapien bibendum vestibulum. Proin eleifend nulla in porta
semper. Fusce scelerisque ultricies purus, tempor blandit mi
dictum eget. Ut consectetur magna non turpis tempus maximus,
Proin vel interdum dolor.

Questions, Criteria, and Data Collection Methods

Nulla rhoncus, erat quis cursus mellis, neque ligula tempor est,
quis finlbus negue arcu id neque. Cum socils natoque penatibus et
magnis dis parturient montes, nascetur ridiculus mus. In lacinia
risus dui, a tempor odio facilisis vestibulum.

Cras a erat quis lacus posuereé AcCumsan eu quis amte, Nunc
bibendum, enim quis accumsan sagittis, ex lectus auctor purus,
nec aliquet eros metus in ligula. Donec et molestie diam, eget
pharetra erat, Ut eu vehicula nisi. In vel suscipit justo, maximus.
Fusce scelerisque wltricies purus, tempor blandit mi dictum eget.

Tabia of Contunts

Data Soureas &
Questions Criteria Indicators ol Mhathods

1. Mam Eget . gy
vestibulum,
Intrdom morgi | Mauris ki molls | Mauris interdum | Nam magna
non, efficitur

Multam ut cursus | Integer lacus ks anta orel
2. Nam augue, | O mauris Praesent tristigue | Pellantesque lacus.
tempus sed ord [ i e et Interdum nibh Nam aug
non, efficitur
lobortis sugue? | Nullam ut cursus | Integer lacus Mawurls bd crcl

Evaluation Results

Question 1: To what extent did the intervention
impact enrollment rates?
The number of students enrolled increased from 773

students in the 2014-2015 academic year to 856 in
2015-2016.

m—) Findings

Cras pharetra sit amet eros eu congue. Maecenas mauris
lacus, gravida a elementum in, efficitur ac sem. Mauris lbero
dolor, finibus id purus eget, scelerisque interdum diam, Morbi
ac vestibulum wvelit. Cras a erat quis lacus posuere accumsan
#u quis ante, Nunc bibendum, enim quis accumsan sagittis,
e lectus auctor purus, nec aliquet eros metus in liguls, Donec
&t molestie diam, eget pharetra erat.

) (Conclusions

Cras pharetra sit amet eros eu congue. Maecenas maurts
kacus, gravida a elementum in, efficitur ac sem. Mauris libero
dolor, finibus id purus eget, scelerisque interdum diam. Morbi
ac wvestibulum velit. Duis ultricies malesuada leo, vitae
faucibus dolor interdum
Question 2: To what extent did the intervention
impact graduation rates?
Graduate rates increase from 78% in the 2014-2015
academic year to 82% in 2015-2016.
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Report Body

Recommendations

Project
HNulla rhoncus, erat quis cursus mellis, neque lgula tempor est,
quis finibus neque arcu id neque.

= Lorem ipsum dolor sit amet, consectetur adipiscing elit.
Integer non sem dui.

.

Nam quis feugiat lectus, Phasellus scelerisque lorem eget
saplen bibendum vestibulum. Proin eleifend nulla in porta
semper,

Fusce scelerisque ultricies purus, tempor blandit mi dictum
eget. Ut consecteétur magna non turpis tempus maximus.
Proin vel interdum dolor.

.

Donec et molestie diam, eget pharetra erat, Ut eu vehicula
nist. In vel suscipit justo, maximus mollis sem. Donec non
justo purus. Aenean gravida ac elit a aliquam, Nullam
aliquam, urna ac congue varius, sapien torter vehicula elit,
quis pellentesque velit leo scelerisque lectus.

Future Evaluation

Cras pharetra sit amet eros eu congue, Maecenas mauris lacus,
gravida a elementum in, efficitur ac sem.

+ Cras pharetra sit amet eros eu congue, Mascenas mauris
lacus, gravida a elementum In, efficitur ac sem. Mauris libero
dalor, finibus id purus eget, scelerisque interdum diam. Morbi
ac vestibulum velit.

« Duls ultricies malesuada leo, vitae faucibus dolor interdum id.
Maecenas aliquet qUam NUNC, 8u viverra risus rutrum vel,

= Nullam mollis bibendum justo finlbus vestibulum. Morbi et
ipsum pellentesque, bibendum risus eu, mollis quam.

1

Acknowledgements

Cras pharetra sit amet eros eu congue. Maecenss mauris lacus, gravida a
elementum in, efficitur ac sem. Mauris libero doler, finibus i purus eget,
scelerisque interdum diam. Morbi ac vestibulum velit. Duls ultricies malesuada
lea, vitae faucibus dolor interdum id. Maecenas aliquet quam nune, eu vherma
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Techmtsan Prigeas

Appendices

Appendix A. Evaluation Plan or Scope of Work

Mulla rhoncus, erst quis cursus malliz, neque ligula tempor est, quis finibus neque
arcu ki neque. Cum sodis natoque penatibus et magnis dis parturient monies,
nascetur ridiculus mus.

Cras in pharetra odio: Xvil = VIXX

Irteger accumnsan: XX, 000

In kacinla risus dul, a tempor odio faclisis vestibulum, Nunc lobortis juste non justo
mollis semper. Integer accumsan, mi sollicitudin sccumsan malesuada, purus odo
faucibus purus, quis malesuada augue nunc quis nunc. Phaselius interdum, urna
sed convallis laculls, enim mauris pharetra lorem, eget scelerisque mi lea id odia,

Donec condimentum ante eget arcu posuere consectetur in sc massa. Cras in
d purus, Duis pat in akigquet

dalor tincidunt malesuada. Donec id tellus luctus, mollls tellus quis, sagittis quam.

Kulla rhencus, erat quis cursus mollis, neque ligula tempor est, quis finibus neque
arcu i neque. Cum sodis natogue penatibus et magnis dis parturient montes,
nascetur ridiculus mus. i dui, 8 tempar odio facilisis Nune
Iobartis juste non justo mollls semper. Integer accumsan, mi sallicitudin accumsan
malesuada, purus odio faucibus purus, quis malesuads augue nunc quis nunc.
Fhasellus interdum, urna sed convallis iaculis, anim mauris pharetra lorem, aget
scelerisque mi leo id odio.

Proin eheifend rulla in porta semper. Fusce scelerisque ultricies purus, tempor
blandit mi dictum eget. Ut consectetur magna non turpis tempus maximus. Proin

i Invbarduin dsbor. Null

pubvinar fells, Cras sodales nisi orcl, in
ultrices massa sodales et

Cras a erat quis lacus posuere accumsan eu quis ante. Nune bibendum, enim quis
accumsan sagittis, ex lectus auctor purus, nec aliquet eros metus in ligula, Donec et

5
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Identify Interests
™ Who is the audience?
™ How familiar is the audience with the project?

™ How involved has the audience been in
planning the evaluation?

M How much detail is needed for the report to be
credible to the audience?

Organize Sections Based on Interest

Traditional Alternative
Recommendations Project Background
Project. Comest i
Evaluation Results r Evaluation Background Ce
Gton 312 i it

Evaluation Methods <4 -

Apprascn

Evaluation Methods

bpprsacn praes =

Evaluation Background

Puunpons wa iatendes Lse

Recommendations
Project.

{
WY ¥ IO |

Evaluation Results -

e 1

i

s ke, wmin gy P
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Organize Details Based on Interest

Front Matter |- =

Most relevant
2530 Pages
] Appendices
7523 Pages
End Matter Less relevant details

in appendices

TL = Too long

. : ) d
DR = Didn’t rea
.=
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Minimize Report Length

Project Background 10%
1-3 pages

Evaluation Background

%
1 page

Evaluation Methods

15%
1-4 page

Evaluation Results

0,
1-5 pages per question e

I U-I

Recommendations

[v)
1 page e
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™ Balance demands
EfOrganize based on audience interest

™ Minimize report length
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Easy to Find

Easy to Understand
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Use Plain Language

E@TE

The primary intended
uses of the evaluation
include instrumental uses
for formative purposes;
conceptual uses for
capacity development;
and symbolic uses for
persuasive purposes.

The evaluation is intended
to be used to improve the
project, enhance staff
understanding of the
project, and demonstrate
that the organization
values accountability.

Long sentences are
problematic in reports
because, even if they are
punctuated correctly,
they can be hard to read
since readers often want
to pause, and writers
need to be aware this
may be distracting to
readers.

Use Short Sentences

Long sentences are
problematic in reports.

Even if they are
punctuated correctly,
they do not allow for
proper pauses.

Thus, writers need to be

aware that long
sentences may be
distracting to readers.

evalu-ate.org
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Simplify Messages

Long sentences are Do not use long
problematic in reports sentences in reports
because, even if they are because readers find
punctuated correctly, them distracting.

they can be hard to read
since readers often want
to pause, and writers
need to be aware this
may be distracting to
readers.

Use Headings

E@TE evalu-ate.org 19
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Heading Level 1 ——— Project Background

.- Context

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Integer
nen sem dul. Nam quis feugiat lectus. Phasellus scelerisque lorem
eget sapien bibendum vestibulum. Proin eleifend nulla in porta
semper,

Rationale and Purpose

Cras a erat quis lacus posuerg accumsan eu quis ante, Nunc
bibendum, enim quis accumsan sagittis, ex lectus auctor purus,
nec aliquet eros metus in ligula.

Heading Level 2

- Description
Nullam sit amet est tempus, hendrerit libero eu, varius quam,
Vivamus id diam erat. Morbi dul erat, vulputate id est a, scelerisque
sollicitudin orci. Phasellus vel sem consectetur, pharetra dul sed,
mattis nulla,

.- Professional Development

Proin eleifend nulla in porta semper. Fusce scelerisque
ultricies purus, tempor blandit mi dictum eget. Ut consectetur
magna non turpis tempus maximus. Proin vel interdum dolor,
Mauris in nunc lectus. Aenean commodo efficitur pharetra,
Sed efficitur leo odio, nec bibendum dul lacinia ac. Mauris
commodo nisl eget lacinia commodo.

Heading Level 3

- Student Recruitment
Suspendisse commodo tempus. Nam augue mi, tempus sed
orci non, efficitur lobortis augue. Sed ut quam ut urna
volutpat. potenti, Donec sagittis
mallis elit, in ultrices lectus scelerisgue blandit. Aliquam eget
bectus maximus, tempor nisi a, dapibus ipsum. Sed cursus,
ipsum eget pretium maximus, ligula leo consequat nulla, sit
amet porttitor nunc leo id magna. Fusce lacinia arcu mauris,
sed tristique dignissim.

El

Use Callouts

The number of students enrolled increased from 773
students in the 2014-2015 academic year to 856 in
2015-2016.

Performance: Moderate increase

Graduate rates Increase from 78% in the 2014-2015
academic year to 82% in 2015-2016.

Performance: Substantial increase

evalu-ate.org

12/14/2016
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Recommendations

The program should continue to
offer scholarships for veterans
and Latinos. Also consider trying
to identify barriers to women'’s
entry in the program and develop
strategies to address these
barriers. Further, faculty and
administrators should continue to
discuss how diversity improves
the field with students in the
program. Additionally, it would be
a good ideas to continue to fund
the cost for high school students
to visit the college.

Recommendations

Continue to offer scholarships
for veterans and individuals
from underrepresented racial
and ethnic groups.

Identify barriers to women’s
entry in the program and
develop strategies to address
these barriers.

Continue to have administers
and faculty discuss how
diversity improves the field
with students.

Continue funding the cost for
high school students to visit
the college.

evalu-ate.org

!
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Evaluation Methods

Approach

Lorem ipsum daolor sit amet, consectetur adipiscing elit. Integer
non sem dul. Nam quis feuglat lectus. Phasellus scelerisque lorem
eget sapien bibendum vestibulum. Proin eleifend nulla in porta
semper. Fusce scelerisque ultricies purus, tempor blandit mi
dictum eget. Ut consectetur magna non turpis tempus maximus.
Proin vel interdum dolor,

Questions

Suspendisse commodo tempus. Nam augue mi, tempus sed orci
non, efficitur lobortis asgue. Sed ut quam ut urna consectetur
volutpat. Suspendisse potenti. Donec sagittis mollis elit, in ultrices
lectus scelerisque blandit. Aliguam eget lectus maximus, tempor
nisi a, dapibus ipsum,

Criteria

Nullam consequat est arcu, vitae gravida orci congue sed. Sed elit
a metus scelerisque accumsan. Fusce lacinia arcu mauris, sed
tristique dignissim.

Indicators

Mauris in nunc lectus. Aenean commodo efficitur pharetra. Sed
efficitur leo odio, nec bibendum dui lacinia ac. Mauris commodo nisl
eget lacinia commaodo.

Data Sources

Sed porta, mauris eget elementum suscipit, turpis est congue
ligula, eget rutrum juste ante a dui. Integer lacus tellus,
pellentesque nec ultricies id, congue vitae est.

Data Collection Methods

Vestibulum laoreet ultrices velit, non consequat augue scelerisque
ac. Nam sollicitudin ullamcorper felis, quis suscipit nisi egestas in.

Evaluation Methods

Approach

Loremn ipsum dolor sit amet, consectetur adipiscing elit. Integer
non sem dul, Nam quis feuglat lectus, Phasellus scelerisque lorem
eget sapien bibendum vestibulum. Proin eleifend nulla in porta
semper. Fusce scelerisque ultricies purus, tempor blandit mi
dictum eget. Ut consectetur magna non turpis tempus maximus.
Proin vel interdum dolor,

Questions, Criteria, and Data Collection Methods

Nulla rhoncus, erat quis cursus mollis, neque ligula tempor est,
quis finibus neque arcu id neque. Cum sociis natoque penatibus et
magnis dis parturient montes, nascetur ridiculus mus. In lacinia
risus dul, a tempor odio facilisis vestibulum.

Cras a erat quis lacus posuere accumsan eu quis ante. Nunc
bibendum, enim quis accumsan sagittis, ex lectus auctor purus,
nec aliquet ercs metus in ligula. Donec et molestie diam, eget
pharetra erat. Ut eu vehicula nisi. In vel suscipit justo, maximus.
Fusce scelerisque ultricies purus, tempor blandit mi dictum eget.

Data Sources &
Quastions Critaria Indicatars ol

AN Eget elementum | Tristique metus | Augue namu
o Mauris id mallis | Mauris interdum | Nam magna
Interdum marel
non, effidtur e uteursus | Integer lacus

e e Quis ante orcl

risus

2 Mam augue, | POt mauris Praesent tristique | Pellentesque lacus
tempus sed orel | pigyy yegtibulum | Interdum nibh Nam augue
non, efficitur
Iobortis augue? | Nullam ut cursus | Integer lacus Maurfs id arci

evalu-ate.org
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Findings

Cras pharetra sit amet earos eu congue. Maecenas mauris
lacus, gravida a elementum in, efficitur ac sem. Mauris libero
delor, finibus id purus eget, scelerisque interdum diam. Morbi
ac vestibulum velit. Cras a erat quis lacus posuere accumsan
eu quis ante. Nunc bibandum, enim quis accumsan sagittis,
ex lectus auctor purus, nec aliquet eros metus in ligula. Donec
et mokestie diam, eget pharetra erat.

Conclusions

Cras pharetra sit amet eros eu congue. Maecenas mauris
lacus, gravida a elementum in, efficitur ac sem. Mauris libera
dolor, finibus Id purus eget, scelerisque interdum diam. Morbi
ac wvestibulum velit. Duis ultricies malesuada leo, vitae
faucibus dolor interdum

Evaluation Question Conclusion

Findings

intervention impact
enrollment rates?

2. To what extent did the
intervention impact
graduation rates?

1. To what extent did the The program led to a

moderate increase in
enrollment rates.

The program led to an
increase in graduation
rates far above what was
expected.

Enroliment
e 2015-16: 856 students

e 2014-15: 773 students

Graduation Rate
2015-16: 82%

¢ 2014-15: 78%

evalu-ate.org

12/14/2016

24



WEBINAR

Anatomy of a User-Friendly Evaluation Report

Charts

In 2015, there were 266
veterans, as compared with
169 in 2014. In 2015, 170
individuals who identified as
Latino were enrolled, which is
an increase of 136 since 2014.
The number of enrolled
individuals who identified as
women in 2015 was 124, which
was a small increase from 115
women in 2014.

115

Enrollment of veterans and Latinos
increased from 2014 to 2015, while
enrollment for women remained
almost unchanged.

266 Veterans

169

170 Latinos
124 Women
34
2014 2015

Figure 1. Enrollment of Veterans, Latinos,
and Women
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Inspiring the Next Generation at
NSF’s Take Our Daughters and Sons
to Work Day

“Nearly 160 youngsters spent April 23,
2015, at the National Science
Foundation where they participated in
the agency’s Take Our Daughters and
Sons to Work Day . . . The afternoon was
devoted to hands-on science,
technology, engineering and
mathematics (STEM) educational
activities.”

Photo Credit: Kathryn Sullivan, NSF

Source: NSF Flickr Site
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A Use plain language
M Use short sentences
EfSimpIify messages
A Use headings

¥ Use call-outs

M Use alternatives to running text

Checklist Overview
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Checklist Features

i} Quick reference

@ Content list

v Explanation of content
& Suggestions for application

M/ Recommended resources

Checklist for Straightforward Evaluation Reports
iy N e o . gt | Wi .| D 2018

entirely in appendices.

In the main checklist, which begins on the
next page, a paperclip symbol appears nextto
items that could be addressed partially or

BITE s
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E@TE

How is this Checklist Different?

Assist In Writing Process
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All Experience Levels

Dual Focus

iy A o it .
..‘-, l : [f OUARTERS ONLYw—G “ *\ "
L ;:f;},——“ﬁiiw B e
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Suggestions, not requirements

Always follow sponsor guidelines

[ EARNING
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E@TE

Evaluation Menu
* Project Background

* Evaluation Background
« Methods

* Results

* Recommendations

* Appendices

Share Sample Reports
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Call to Action

. W
Ty something ™

Get report feedback

Share the checklist

Thank You

E @TE evalu-ate.org 33



