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DM&E Data Collection Template:
Trainings/Meetings/Events 

	PART I:  Summary of Event        

	Topic of Event: 

	Name of Program/Project: 

	Location of Event:  


	Event Field Office:  

	Provider (institution):
	Facilitator/Trainer: 

	Start date:
	End date: 

	Duration of event (hours/days):

	PART II: Type, Purpose and Results of Event

	Type of Event

· Training/Workshop      
· Meeting

· Conference/Forum

· Field site visit

· Other_______________



	Purpose of Event  
· Technical assistance (agricultural, etc.)

· Business Development and Value Chain

· Communication and Conflict Resolution

· Design, Monitoring and Evaluation

· Community Mobilization

· Management and Reporting

· Program Implementation Methodology

· Logistics

· Finance        
· Emergency Preparedness

· Other______________

______________________


	Other issues discussed/decisions taken/remarks:  


	PART III:  Participants

	Total Number of Participants:  

	Total women:
	Total youth:

	Total Participants by other key groups/types:  

Community action 

group:  
Farmers association:  
Local government:  
Health committee:
Youth association:  
Mercy Corps staff:  
Partners:  
Other__________:  



	PART IV:  Internal Management

	Completed by:   
	Date:  

	Received by:      
	Date:                

	Data entered electronically by:
	Date:


	PART V:  Attendance List

	Name
Group/Organization
Age
M/F
Signature



Adaptation Notes for DM&E Data Collection Template:
Trainings/Meetings/Events 

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:  

· Adapt to reflect project indicators.  If there are indicators regarding trainings or other events that need to be tracked and are not currently in the form, make sure to insert them somewhere.  This may include changing the types of groups to be tracked, the types of trainings or events that are occurring, attendance by particular individuals, etc.  Look in the logframe to confirm the indicators you need to track.  

· Adjustments to PART I:  Summary of Event.  You may need to add or adjust fields to include key information, such as regions, clusters, partner organizations, etc.  
· Adjustments to PART II:  Type, Purpose and Results of Event.  Edit the Type of Event and Purpose of Event tick box options to reflect the types of trainings or events that will occur in the project, or delete them all together if it is not needed.  Or, provide more room for text responses instead of tick boxes if the types/purpose of trainings or other events change often.  
· Adjustments to PART III:  Participants.  Different projects have different kinds of participants and other stakeholders; please adjust the groups listed in this form to fit those of your project.  Be sure to include all disaggregations of key sub-groups that your project is responsible for tracking; in addition to male/female and youth, these could include:

· IDPs or Returnees, 
· People Living With HIV/AIDS, 
· People With Disabilities, etc.  
· 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.  

· Attendance sheet:  This is optional.  Many programs choose not to track the names of individuals, since they are only responsible for total numbers – often broken down into key groups – in their tracking and reporting systems.  However, it is included for your convenience if you do prefer to obtain the names of individuals at events such as meetings and trainings.  Please revise this section to fit your particular needs and preferences.  
· 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.  
Other field examples of meeting/training/events data collection forms can be found in the Tools folder of the Design, Monitoring and Evaluation section of the Mercy Corps Digital Library.  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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