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M&E Plan Purpose & Compliance

· An M&E Plan is a table that builds upon a project/program’s logframe to detail key M&E requirements for each indicator and assumption. It allows program staff at the field level to track progress towards specific targets for better transparency and accountability within and outside the IFRC.
· This IFRC M&E Plan  is to be used all Secretariat-funded projects/programs at the field level, and is to inform other indicator planning formats within the Secretariat and the larger IFRC community as appropriate. 

· The M&E Plan should be completed during the planning stage of a project/program and by those who will be using it. This allows the project/program team to crosscheck the logframe and indicators before project/program implementation (ensuring they are realistic to field realities and team capacities). Team involvement is essential because the M&E Plan requires their detailed knowledge of the project/program context, and their involvement reinforces their understanding of what data they are to collect and how they will collect them.
The remainder of this document includes:

1. M&E Plan (table) Template

2. M&E Plan Instructions

3. M&E Plan Example
	“Project/program Name” M&E Plan

	Indicator
	Indicator Definition

(& unit of measurement)
	Data Collection

Methods/Sources
	Frequency & Schedule
	Responsibilities
	Information 

Use/Audience

	GOAL: 

	Indicator G.a
	
	
	
	
	

	Assumption G.a
	
	
	
	
	

	OUTCOME 1: 

	Indicator 1.a 
	
	
	
	
	

	Indicator 1.b 
	
	
	
	
	

	Assumption 1.a
	
	
	
	
	

	OUTPUT 1.1: 

	Indicator 1.1a      
	
	
	
	
	

	Assumption 1.1a
	
	
	
	
	

	OUTPUT 1.2: 

	Indicator 1.2a 
	
	
	
	
	

	Assumption 1.2a
	
	
	
	
	

	OUTCOME 2: 

	Indicator 2.a 
	 
	 
	 
	 
	 

	Assumption 2a
	
	
	
	
	

	OUTPUT 2.1: 

	Indicator 2.1a 
	 
	 
	 
	 
	 

	Assumption 1.1a
	
	
	
	
	

	OUTPUT 2. 2: 

	Indicator 2.2a
	 
	 
	 
	 
	 

	Assumption 2.2a
	
	
	
	
	

	*Continue adding objectives and indicators according to project/program logframe. 


M&E Plan Instructions 

Drawing upon the above example, following is an explanation of each column in an M&E plan: 
1. The indicator column provides an indicator statement of the precise information needed to assess whether intended changes have occurred. Indicators can be either quantitative (numeric) or qualitative (descriptive observations). Indicators are typically taken directly from the logframe, but should be checked in the process to ensure they are SMART (specific, measurable, achievable, relevant, and time-bound).
 Often, the indicator may need to be revised upon closer examination and according to field realities. If this is the case, be sure any revisions are approved by key stakeholders, e.g. donors. 
2. The definition column defines any key terms in the indicator that need further detail for precise and reliable measurement. It should also explain precisely how the indicator will be calculated, such as the numerator and denominator of a percent measure. This column should also note if the indicator is to be disaggregated by sex, age, ethnicity, or some other variable.

Our example illustrates two terms that needed clarification. The definition of “schools” clarifies that data should be collected from kindergartens through grade 12, (not higher level university or professional schools). The definition of “success” tells us the specific criteria needed for a school to be successful in its disaster drill – otherwise, “success” could be interpreted in different ways and lead to inconsistent and unreliable data. 

3. The methods/sources column identifies sources of information and data collection methods and tools, such as the use of secondary data, regular monitoring or periodic evaluation, baseline or endline surveys, and interviews. While the “Means of Verification” column in a logframe may list a data source or method, e.g., “household survey,” the M&E plan provides more detail, such as the sampling method, survey type, etc. This column should also indicate whether data collection tools (e.g. questionnaires, checklists) are pre-existing or will need to be developed. 

Our example has two primary methods, (observation of and focus group discussions about the disaster drills), and two tools, (a disaster drill checklist and FGD questionnaire). Both methods illustrate that the data source is often implicit in the method description, in this case the school population. 

Note – Annex X of the IFRC M&E Guide, there provides a summary of key methods/tools with links to key resources for further guidance.
4. The frequency/schedules column states how often the data for each indicator will be collected, such as weekly, monthly, quarterly, annually, etc. It also states any key dates to schedule, such as start-up and end dates for collection or deadlines for tool development. When planning for data collection, it is important to consider factors that can affect data collection timing, such as seasonal variations, school schedules, holidays, and religious observances (e.g., Ramadan).

In our example, in addition to noting the frequency of data collection on the disaster drill checklists (quarterly) and the focus group discussions (every 6 months), two key dates in the schedule are noted: the start date of date collection, as well as the completion date to develop the disaster drill checklist. 

5. The person/s responsible column lists the people responsible and accountable for the data collection and analysis, e.g., community volunteers, field staff, project/program managers, local partner/s, and external consultants. In addition to specific people’s names, use the position title to ensure clarity in case of personnel changes. This column is also useful in assessing and planning for capacity building for the M&E system (Section 2.5.5).

6. The information use/audience column identifies the primary use of the information, and its intended audience. This column can also state ways that the findings will be formatted (e.g., tables, graphs, maps, histograms, and narrative reports) and disseminated (e.g., internet websites, briefings, community meetings, listservs, and mass media). If an assessment has been done of M&E stakeholders (Section 2.1.3), this would be useful to refer to when completing this column.
Oftentimes some indicators will have the same information use/audience. Some examples of information use for indicators include:
· Monitoring project/program implementation for decision making
· Evaluating impact to justify intervention
· Identify lessons for organizational learning and knowledge sharing
· Assessing compliance with donor or legal requirements
· Reporting to senior management, policy makers or donors for strategic planning
· Accountability to beneficiaries, donors, and partners
· Advocacy and resource mobilization
The same principles for completing the columns for an indicator apply when completing them for an assumption. However, the information use/audience for an assumption is generally going to be the same for all assumptions: we monitor assumptions for the informed implementation and achievement of the project/program objective/s – (the assumptions need to hold 
M&E Plan Example 

	Indicators

(& Assumptions)
	Indicator Definition

(& unit of measurement)
	Data Collection

Methods/Sources
	Frequency & Schedule
	Person/s Responsible
	Information 

Use/Audience

	Example

Indicator

Outcome 1a. 

% of target schools that successfully conduct a minimum of one disaster drill (scenario) per quarter.  
	1. Schools refers to K-12 schools in Matara District. 

2. Success determined by unannounced drill through early warning system; response time under 20 minutes; school members report to designated area per the School Crisis Response Plan; school disaster response team (DRT) assembles and are properly equipped.

3. Numerator: # of schools with successful scenario per quarter 

4. Denominator: total # of targeted schools
	1. Pre-arranged site visits to observe disaster drill and complete disaster drill checklist. Checklist needs to be developed.

2. School focus group discussions (teachers, students, administration). Focus group questionnaire needs to be developed.
	1. Disaster drill checklist data collected quarterly.

2. FGD: every 6 months.

3. Begin data collection on 4/15/06

4. Disaster drill checklist completed by 3/8/06


	School Field Officer (SFO): Shantha Mande 


	1. Project monitoring and learning with School Disaster Committees.

2. Quarterly management reports for strategic planning to headquarters.

3. Impact evaluation to justify intervention to Ministry of Disaster Relief, donors, etc.

4. Accountability to donors and public through community meetings, website posting, and local newspaper reports.

	Assumption 1a: 
Civil unrest does not prevent program implementation in target communities. 
	Civil unrest refers to the previous history of “faction A” fighting with “faction B.” 
	In field monitoring by program team with community partners.
Media monitoring of national newspapers and TV/radio broadcasting.
	Ongoing monitoring during duration of program.
	Field monitoring: Program team.
Media monitoring: program manager.
	Monitor risks for informed implementation and achievement of the project objective/s.


� SMART and other guidance for indicator development is addressed in more detail in the IFRC Project/Programme Planning Guidance Manual (IFRC PPP, 2010: p. 35).





2 | Page

