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Workshop Agenda

8:30am
8:40am

9:00am

9:15am

9:35am

9:50am

Welcome and Introduction

Small Group Session #1:
Project Management

Full Group Discussion #1
e Share out from small groups
* Hear about EDC team experiences

Small Group Session #2:
Budgeting

Full Group Discussion #2
e Share out from small groups
* Hear about EDC team experiences

Wrap Up and Final Thoughts
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Workshop Introduction

Goal: provide space to workshop common
components of evaluation planning with a focus
on project management and budgeting.

Approach: small groups to review resources and
offer peer-level feedback and discussion of
strategies and tools to help manage this work.
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Small Group #1 Instructions:
P r'oj ect Mana geme nt B e

Project Management for Evaluation

* Review handouts

@ Fuatuarion sy main rote

Somelsmes managing evaluations can Teel ke herding caks. Despile your best efforts al nailing Getting Everyone on the
down methods, lmelines, and oiher evalualion requirements, plans tend to change, especially P Py 2P
aan't paying atlentian.

* Work through these strategies and discuss: | i

as for Evale takeholder Communication

tound there's no one size fits-all project management sohstion for managing cvasations.

Based on my experiences and as a self-prodiamed process geek. I've acoumulated my (op pro
management tocls and strategies o help keep your evalusbon projects on irack and ersure thi
meet your stakehakders neods.

* Have you used these strategies before? B et

Cammunication

BEFORE EVALUATION BEGINS
Prepare questions to ask duaring the first meating
Acknowledge the mportanos of bo

8

*  Were they helpful?

8

avaluation and projact experhse

& 2 cammunication pan up front ises Communcation Flan Checkiist at

Present evaluation optoes in a budget menu

.

.,

Organize evaluaton det
Data Matrix Template at

What were the biggest challenges?

Inamatnx by evaluation guesbons |see Evalabon

Cammmuniation
THROUGHOUT EVALUATION

«  Summar

*  What do you need to do implement these
strategies?

}an pian in a one-page cheat sheet |see biog on creating

@aps in communication

Y

o

.

Share preliminary resuks as soon and &5 often as possible

Farst, there are project management 1ools — syslems and processes thal you can use to keep y
EVAANONS 0N IMe and on budget Communication
AT THE END OF EVALUATION

COtviasn chena ingadt on dradt report cutin

* What other tools/resources would you suggest?

-
-
-
-

R A
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Small Group #2 Instructions:

Evaluation and Evaluating Evaluation Budgets
Checklist
Project Jerry Horn

u
I n This checklist is designed to assist evaluators and others think through the many is:
that should be considered when develaping an evaluatisn budg This instrument is

sues
divided into several categories of typical cost items for conducting evaluations, and
questions or statements are used as prompts for users ta consider. In some cases, an item
on the checklist may not be applicable. Full consideration should be given to the following
two Program Evaluation Standards (Joint Committee, 1994) in all cases

F3-Cost Effectiveness The evaluation should be efficient and produce information of
sufficient value, so that the resources expended can be justified

P8-Fiscal Responsibility The evaluator’s zllocation and expenditure of resources should
reflect sound accountability procedures and otherwise be prudent and ethically
responsible, so that expenditures are accounted for and appropriate.

° Revi ew h an d outs W EVAL wrommeron reorie mesousces o | 1, Basic Considerations

- In developing a budget, basic considerations or information will guide the form and nature of your
work Therefora, tha issuas should be known hefore attempting to construct either a praliminary or final

budget.
[ . . m} e of agreement for the Wil this evaluation be funded by a grant, contract, or cooperative
*  Work through the checklist and tips an How to spot common budgeting %" 22
H [0 Condition of payment Will payment be on the basis of cost reimbursement or a fixed price?
pitfalls.
[ Funding source Is the funding source a governmant agency, private foundation, private

sector business/ind or nonprofit entity?

.
(] atEcu carec:
. Funding period Overwhat period of time will the budget be applicable? Does this

include more than one fiscal year?

This amlicle is 1ated as: _ . L
[ Budget cantact Who are the designated contacts for budget matters in the funding
organization and in the proposer’s organization?

L1 Budget limits Has a limit for the evaluation budget been established, such as
percentage of tatal budget or maximum amount?

* Does the checklist cover everything?

Evaluations of any size tend 1o need 1o aohere (o buggets, whether for inancial of iuman resour
are: certan pitalls il can quickly derd your budget. Where possibie, it's important to clarity thes

*  What is missing?
ping (check out our aricle here). This arlicle will guide you through some of the most common H i Jerry Horn
. you plan and sspport you 1o stey on budget inroughoul your evaksation The Evaluation Center Western Michigan University - 2001
Frequent meetings.

*  Which pieces of budget development are the Most | i oo o

galhering or sharing informabian. Howewer, meelings, especially over 3 long period of ime can quickly eal away 3 your
DUGGAL S0 NoW CaN you 1l if you need 10 budget More Money oF Iime for Mectings? Typically, e eay SIages of an
evaluation for 3 smple project will need 246 meelings to set up ihe evaluation and develop dala collechion kools, hen
meetings. 5o, whal dues suggest thal meetngs might ke up more of your

.
C h E! | | e n I n ? often mankhly of quarterty louch bas

. budige!? Some hings 10 watch out for incluge:
« Many people of organizabions mvolved

* Can you relate to any of the common budgeting R

= O thase with loks of detail o context

el his pirtall

. + Projects thal conlinue over a long period of lme
It a S p - Meelings ihal focus on ihe minutia, where Iots of
. QISCUSSION |5 Fequined, OMan go o FAck. THiS i5 not
necessanly a bad thing, but if you nolice 2 team likes

lo delve into deep discussions n meetngs, hey
might take more lme of you might need more

* What other budgeting pitfalls have you
experienced?

fundling be provc
dditianal mertngs
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Wrap Up

* Final Thoughts
* Key takeaways?

e  Other comments?

* Resources

* Handout: Additional project management and budgeting
resources

* ECBC Resources: https://agep-ecbc.edc.org/resources/

* Next Up:

* 15-minute break

* Research on Effective Communication with Alliances

Evaluation Nuts and Bolts | edc.org


https://agep-ecbc.edc.org/resources/

Education
E D C Development
Center

hvd

THANK YOU

Contact the AGEP ECBC team any time.
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mailto:Jmalyn-smith@edc.org
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