	Partner Assessment and Engagement Planning Grid Template

	Partner Name
(Organization)
	Partner Knowledge/ Skills/ Abilities/ Resources
	Interest or Perspective on Evaluation
	Existing or Potential Role in the Evaluation
	History or Rationale for Recruitment/ Engagement*
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	Evaluation Partner Roles and Responsibilities

	Title or Role
	Responsibilities
	Individual(s) or Organization(s)

	Administrative Leadership
	· Articulate a clear vision for change in the population and how the evaluation will assess the changes
· Oversee the scientific rigor of the design, planning, and implementation of the evaluation
· Identify, recruit, and foster regular communication with partners
· Establish agreements or principles to maintain a fair and balanced collaborative effort
· Serve as liaison to other individuals, organizations, and partnerships (e.g., elected or appointed officials, funding agencies)
· Build trust and leverage support for the evaluation in the population of interest through “deep” connections to community leaders and representatives
· Set meeting agendas and coordinate and facilitate partner meetings
· Manage day-to-day operations of the partnership, including oversight of staff, finances, and operations
· Support passionate, committed, culturally competent, and trusted staff
· Enforce timelines and due dates
· Assure the quality of data collection, analysis, reporting, and dissemination products
	

	Financial Management
	· Develop a budget for the evaluation
· Track accounts payable (bills and expenses)
· Track accounts receivable (invoices and revenue)
· Produce financial reports for partners and funders as needed
	

	Data Collection
	
	

	Data Analysis
	
	

	Dissemination
	
	






	Data Collection Activities, Person(s) Responsible, and Due Dates

	Evaluation
Question
	Data Collection Method
	Data Collection Activities
	Person(s) Responsible
	Due Date
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	Data Analysis Activities, Person(s) Responsible, and Due Dates

	Evaluation
Question
	Analysis to Be Performed
	Data to Be Analyzed and Summarized
	Person(s) Responsible
	Due Date
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	Partners, Communication Purpose(s), Format(s), and Dates*

	Purpose of Communication
	Audiences
	Possible Formats
	Person(s) Responsible
	 Due Date
	Notes

	Decide on evaluation design/ activities
(consensus building)
	Partners
	Meeting agenda
	
	
	

	Upcoming evaluation activities (recruit)
	Population of interest
	Advertisements
	
	
	

	Progress of the evaluation (report)
	Funders
	Progress report
	
	
	

	Present initial/interim findings (influence)
	Policy- and decision-makers
	Policy brief
	
	
	

	Present complete/final findings (recommend)
	All
	Infographics, Summary report
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	







Gantt Chart and Timeline of Evaluation Activities

	Evaluation Activities
	Month Year
	Month Year
	Month Year
	Month Year
	Month Year
	Month Year
	Month Year
	Month Year
	Month Year
	Month Year
	Month Year
	Month Year

	Evaluation Planning

	Team Meetings
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	Partner Engagement

	Team Meetings
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	Data Collection
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	Data Analysis

	Team Meetings
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	Dissemination
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