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While you wait, use the poll box to guess 
the height of the world’s smallest dog. 

Introductions
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Behind the Scenes

This material is based upon work supported by 
the National Science Foundation under grant 
number 1600992. 

Any opinions, findings, and conclusions or 
recommendations expressed in this material are 
those of the presenters and do not necessarily 
reflect the views of NSF.

Disclaimer
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Slides RecordingChecklist

evalu‐ate.org/webinars

Materials

Evaluation 
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Question Break2

Anatomy of a User‐Friendly 
Evaluation Report1

Checklist Overview
3

Question Break

Question Break

Practical Tips

Anatomy of a User-Friendly 
Evaluation Report

1



5

WEBINAR

Anatomy of a User‐Friendly Evaluation Report 12/14/2016

evalu‐ate.org

―Government Accountability Office

. . . available information 
is not organized and 
communicated effectively.

““
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Front Matter

Front Matter
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Front Matter

Front Matter
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Report Body

Report Body
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Report Body

Report Body
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Report Body

End Matter
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End Matter

End Matter
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Feasibility

UsefulnessAccuracy

Accountability

Readability

Transparency

Credibility

Identify Competing Demands

Brevity

Organize Based on Interest
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Who is the audience?

 How familiar is the audience with the project?

 How involved has the audience been in 

planning the evaluation? 

 How much detail is needed for the report to be 

credible to the audience? 







Identify Interests



Traditional Alternative

Organize Sections Based on Interest
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Front Matter

Report Body
Most relevant 
information

50 Pages25 X

Organize Details Based on Interest

50 Pages
End Matter

Less relevant details 
in appendices

Appendices
75 X

TL = Too long
DR = Didn’t read
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Minimize Report Length

10%

5%

15%

65%

5%

Project Background
1‐3 pages

Evaluation Background
1 page

Evaluation Methods
1‐4 page

Evaluation Results
1‐5 pages per question

Recommendations
1 page
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Balance demands

Organize based on audience interest

Minimize report length

Summary







Pratical Tips 

2
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Easy to Find

Easy to Understand
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Use Plain Language

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. 

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.  

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. 
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Simplify Messages

Do not use long 
sentences in reports 
because readers find 
them distracting. 

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 Headings
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Heading Level 1

Heading  Level 2

Heading Level 3

Use Callouts
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Bulleted Lists
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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.

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.

Tables
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Evaluation Question Conclusion Findings

1. To what extent did the 
intervention impact 
enrollment rates? 

The program led to a 
moderate increase in 
enrollment rates. 

Enrollment

• 2015‐16:  856 students

• 2014‐15:  773 students

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

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

Graduation Rate

• 2015‐16:  82% 

• 2014‐15:  78%
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Charts

Figure 1. Enrollment of Veterans, Latinos, 
and Women

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

34

170
169

266

115 124

2014 2015

Veterans

Women

Latinos

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. 
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Images

ImagesInspiring 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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Summary

Use plain language

Use short sentences

Simplify messages

Use headings

Use call‐outs

Use alternatives to running text













Checklist Overview 

3
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Checklist Features

 Quick reference 

 Content list

 Explanation of  content

 Suggestions for application

 Recommended resources











Checklist Features
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How is this Checklist Different?

Assist in Writing Process
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All Experience Levels

Dual Focus
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Suggestions, not requirements

Always follow sponsor guidelines
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Share Sample Reports
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Call to Action

Thank You


