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This simple evaluation template is used to record the results of an evaluation on your project.  We have kept it simple so that it can be easily completed while providing you with valuable information to help inform future projects.

The evaluation should review whether you achieved the anticipated outcomes, the quality of the product or service deliverables created, and the project management processes used during project delivery.  Oftentimes, the funder will request an independent evaluation of the project, particularly whether you achieved the outcome and the quality of the deliverables.  If so, these sections would be removed from the current document as required.>> 
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1 Introduction
1.1 Background
Copy the background from the Proposal that you created.
1.2 Project Overview
Cut and paste the project overview that you created for the Proposal. If there were any major changes in approach or the product or service during the project, ensure that those are reflected here.
2 Project Scope

2.1 Vision Statement
Copy this section from the Proposal that you created.  If there were any approved changes during the project, ensure that those are reflected here.
2.2 Outcomes
Copy this section from the Proposal that you created.  If there were any approved changes during the project, ensure that those are reflected here.
2.3 Scope Statement
Copy this section from the Proposal that you created.  If there were any approved changes during the project, ensure that those are reflected here.

3 Evaluation Methodology

At the beginning of the project, you should have developed a sense of how you were going to evaluate it.  You should briefly describe the steps that you followed to evaluate the project below.  You should also break them down according to the key areas (i.e., outcomes, product or service, project management) because the steps will likely be considerably different in each area.
3.1 Outcomes

3.2 Product or Service

3.3 Project Management
4 Outcomes Evaluation
	Outcome
	Result
	Comments

	<<list the outcomes>>
	<<Was the outcome successfully achieved or not?>>
	<<Add comments about the outcome.  This may be the reason it was not achieved or comments about its success>>


5 Product or Service Evaluation

	Product or Service
	Completed?
	Quality

	<<Identify the product or service, should match with your scope statement>>
	<<Was the product or service completed>>
	<<If the product was completed, what was the quality of it?  If it was not completed, why not?>> 


6 Project Management

	Key Area
	Lessons Learned

	Scope Management
	Strengths

· <<List the strengths of this project management area>>

Areas for Improvement

· <<identify areas that could be improved in the future>> 

	Cost Management
	Strengths

· <<List the strengths of this project management area>>

Areas for Improvement

· <<identify areas that could be improved in the future>> 

	<<Other areas>>
	


7 Summary and Key Recommendations
Provide your summary comments.  This is an area in which you might discuss how the product or service could be enhanced in a future project.  It is also an area in which you can discuss issues that do not appear elsewhere in this report and how they may be resolved in the future.
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