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The purpose of this guide is to support your review by highlighting key report components that most commonly require improvement. In addition to highlighting the strength of the report, please use this guide to ensure your feedback addresses these critical areas and helps make reports clear, complete, and actionable.

1. Verify Completeness and Accuracy
All required elements 
· Confirm each section contains all required elements
· E.g., Required elements of FER 
· Cover Page: Check for inclusion of ‘recommended citation’ (frequently omitted) 
· Abstract: Includes a concise description of background/need, activities, key findings/results, and recommendations
· Aim and Outcome: Clearly state whether objectives were fully or partially met 
· Appendix: Includes blank copies of all data collection instruments
Accuracy of information
· Consistency across the report
· Ensure consistent use of terms (e.g., POS, PIS) and expressions across the report 
· E.g., Does the objective stated in the abstract align with the rest of the report? 
· Check the narrative matches the data presented in table/figure/chart 
· Check for errors and inappropriate content 
· Ensure the report is free of typos or errors
· Verify that text from a different report has not been mistakenly copied and pasted 
· Evaluation type and design
· E.g., Does the measure (process vs outcome) align with the objectives? 
· Policy adoption objective requires process measures only
2. Confirm Flow and Structure  
Logical cohesion
· Ensure the report reads cohesively and follow a logical flow 
· Problem/need->activities->results->conclusion/recommendation
· Verify the connection between the project’s aim, objectives, and indicators 
Data placement 
· Verify each figure/table/chart is presented in the most appropriate and near the relevant section 
3. Check Details and Context 
Move beyond listing 
· Confirm interpretation and analysis of the data are provided 
· Avoid listing raw results or activities only
· Check specific context and details 
· Check for essential information: ‘Who, what, when, where’ regarding for progress and results 
· Apply the ‘What, Activities, How, and Utility (WAHU)’ for detail
· Cultural competency details 
· Verify the report describes tailored strategies to engage diverse communities
Data-driven evidence 
· Confirm relevant evidence is included to support rationales of the project
· Utilize pre-existing data (Before the contract or in application), CX indicator process document, etc. 
Figure/Table/Chart 
· Check that titles/headlines clearly describe the content 
· Confirm the narrative provides a brief description of what figure/table/chart shows
· Ensure actual numbers/data points are reported rather than abstract description
· E.g., Number of samples, specific year (e.g., Year 1  Spring 2022)
Linkages and communication
· Confirm activities are clearly linked to next steps
· Connect evaluation activity results to next activities/interventions 
· Link lessons learned or impactful strategies to the recommendations 
· Check for statements on how findings were shared with others
4. Ensure Clear Recap and Actionable Conclusion 
Clear recap in conclusion 
· Confirm the conclusion clearly restates the objectives and outcomes
· Ensure no new information is introduced that was not discussed earlier in the report 
· Verify the conclusion includes a discussion of the effectiveness of strategies and activities
· Include thoughtful recommendations for themselves and others
5. Balance with Positive Comments 
Encourage authors 
· Highlight key learnings that may include both success and challenges 
· Use recommendation-style feedback rather than direct corrections
· “It would be helpful to…” “I recommend…” “You may consider…” 
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