






This sample structure provides guidance for organisations wishing to evaluate their project funded by the German Federal Ministry for Economic Cooperation and Development (BMZ) under the private executing agency guidelines – or to award a corresponding contract.[bookmark: _GoBack]Sample structure for an evaluations’ Terms of Reference (TOR)




Evaluation title
1. Background and Rationale
· Briefly describe the (present) situation in the country/region/sector, together with the development measures and the impact matrix, including history and, if applicable, planned continuation;
· Present the context of the evaluation (concrete reason and need); if applicable, present the results of preliminary work/preliminary analysis to which the evaluation is linked;
· If applicable, the evaluation may be embedded in a larger evaluation project.

2. Purpose, Objectives and Use
· Describe, in as precise terms as possible, the objectives of the evaluation with regard to the use and benefits of the evaluation results; specific beneficiaries should be named;
· If applicable, make reference to specific activities into which the results of the evaluation are to be fed.

3. Scope of Work
· Time frame and geographic scope of the evaluation, (sub-)measures requiring particular scrutiny;
· Key evaluation questions and criteria and, where applicable, indicators to be addressed or answered;
· Methodological guidance.

4. Process
· Describe the phases of the evaluation, the (chronological) activities and the stakeholders to be involved.

5. Outputs and Deliverables
· List, with detailed explanation, all products and services to be provided by the contractor in the course of the evaluation;
· Specify the working and reporting language and indicate any need for translations.
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6. Expertise Profile of the Evaluation Team
· If a consultancy firm/organisation or institute has been engaged: State the terms of the engagement, and describe the technical, organisational and other capacities required;
· Outline the evaluator’s job profile;
· Describe the evaluation team and its composition; in the case of an individual contract, include a description of the various roles and tasks in the team, differentiated according to different phases of the evaluation, where applicable;
· Provide evidence of the evaluator’s independence.

7. Tentative Timetable
· State milestones and deadlines, from the start of activities to the end of the contract, including any interim results. Provide as much detail as possible.

8. Management of the Evaluation
· Briefly describe the respective roles and functions of those involved in the management of the evaluation and the stakeholders to be involved in the course of the evaluation.

9. Quantity Structure
· Provide a table of the various activities and the amount of workdays per evaluator.


Attachments

· Introductory documents and references
· Structure of the evaluation report
· Important documents from preparatory phases, if applicable
· TOR for the overall project in which the evaluation is embedded, if applicable
· Methodological guidelines, if applicable
· Separate TOR for individual members of the evaluation team, if applicable
· Assessment grid for the selection of the company/organisation or institute
· Optional: Evaluation matrix
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