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DM&E Data Collection Template:
Small Projects


	PART I: Summary of Project

	Program Name:

	Project Name:
	Project Code:

	Account Code:
	Sub Code(optional):

	Project Type


	□ Infrastructure       
	□ Income Generation
	□ Water/Sanitation
	□ Civil Society       

	□ Conflict Resolution       
	□ Youth
	□ Other_____________
	

	Field Office:
	Province:

	Community (list each):
	District:

	Local Partner(s):
	Partner contact info:

	Expected Start Date:
	Expected Completion Date:

	Total Project Budget:
	MC Budget Contribution:                     

	Other (Match) Budget Contributions  

Contributor (community, gov., etc.)
Description of Contribution

Value of Contribution (in US$)

Total:


	Total Estimated Direct Beneficiaries:
	Total Estimated Indirect Beneficiaries:

	Total Women:                           
	Total Youth:
	Total Other______:  
	

	Cash/food for work?:    □ Yes   □ No       If yes, please fill table:

# of person-days employment generated
Costs
Task

# of Workers

Unskilled
Skilled
Highly Skilled
Total Wages 
Other Costs


	Construction plan?:     □ Yes   □ No
	Maintenance plan?:    □ Yes   □ No  

	Brief project background/justification:



	Project objectives & main activities:  




	PART II:  Expected and Actual Results Indicators and Benchmarks


	Expected Results (list all indicators this project will measure and/or contribute to):  
Description of Indicator (for example: km road, # people trained, # wells built, #/type of items distributed, etc.)
Number Targeted

Number Achieved

Explanation


	Benchmarks Established
#

Description

Estimated completion date

Actual completion date

Explanation
1

2

3

4

5

6

7

8

9

10



	Other implementation notes (including changes to budget, scope, timeframe, beneficiaries, etc.):  



	PART III:  Project Completion and Evaluation Information

	Actual Start Date:
	Actual Completion Date:

	Actual Total Budget:
	Actual Total Beneficiaries:

	Actual Youth Beneficiaries:
	Actual Women Beneficiaries:

	Evaluation and other information (project quality, outcome/effects indicators, qualitative info, etc.):  



	PART IV:  Internal Management

	Completed/Updated by:
Received/Approved by:
Data entered electronically by:
Name
Date
Name
Date
Name
Date



Adaptation Notes for DM&E Data Collection Template:  Small Projects
This data collection template has been adapted from several field examples.  It is meant to be a starting point only; a minimum-content approach that projects can revise and adjust to fit their individual needs for tracking trainings, meetings, and other events.  It is only an example and is not meant to cover all needs of all projects.  

Therefore, please DO NOT simply apply this template without making the necessary changes to reflect your project.  Instead, analyze your project data needs, and adapt the template to fit those needs.  This may include deleting entire sections, or simply changing the content or format of existing sections, to reflect your context.  

In particular, be sure to consider the following:  

· Adjustments to PART I:  Summary of Project.  Adjust the form to fit the types of small projects in your program.  If there is other information relating to small projects, such as those particular to cash for work projects or sub-grants, that need to be tracked and are not currently in the form, make sure to insert them somewhere.  This may include additional or different financial information, or adjusting geographical or partners fields.  

· Adjustments to PART II:  Expected Results Indicators and Benchmarks.  Look in the logframe to confirm the indicators you need to track, and list those that the particular small project will contribute to, as well as additional indicators or expected results associated with the project.  Establishing benchmarks according to a timetable for completion is a good way to track progress, please adjust this table to fit your own needs (some may prefer to attach a more detailed workplan instead).  
· Adjustments to PART IV:  Internal Management.  Projects have diverse structures and data management protocols.  This section should be adapted to fit your particular process and systems.  

· Adjust the form and/or your project M&E database to be sure they are congruent and poised for easy and efficient electronic data entry.   Also be sure to have a protocol for this, reflected in the Internal Management section.  
· Pilot-test the tool and then re-adapt according to lessons learned.  After field-testing, you may find you are collecting too little or too much data.  Continually revise based on usefulness of information in analysis and reporting.  

· Create a new form or adapt the above to capture project completion data.  Often our estimates and targets are different from actual figures in terms of budgets, indicators, etc.  Before entering into the M&E database or reporting on such figures, be sure to check back upon completion of the project to see what the actual numbers are.  Most field programs choose to include separate forms for final project completion and evaluation data.  

Other field examples of small projects data collection forms may be present in the Tools folder of the Design, Monitoring and Evaluation section on the Mercy Corps Digital Library and in the DM&E Community of Practice space on Clearspace.  You may find it useful to review these to see if there is a form that may be more relevant to your particular project context and data needs, or has a style that better fits your personal preferences.  
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