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How to write a 
monitoring & evaluation 
framework

Step 4: Identifying the data source, 
frequency, responsibility and reporting
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Data source

► Where will you find the data to measure the indicator? 

► Can be an existing source, or a new one.
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Number of parents of children in Grade 6 who helped their 
children read at home in the last week.

Percentage of Grade 6 students continuing on to Grade 7.

Indicator Data Source

Survey of parents

School enrolment records
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Frequency

► How often will it be measured?
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Number of parents of children in Grade 6 who helped their 
children read at home in the last week.

Percentage of Grade 6 students continuing on to Grade 7.

Indicator Frequency

Quarterly

Annual
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Responsibility
► Who will measure it?

► Activity and output indicators are often measured by program staff (monitoring)

► Outcome and goal indicators are often measured by evaluation consultants (but don’t have to be).
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Number of parents of children in Grade 6 who helped their 
children read at home in the last week.

Percentage of Grade 6 students continuing on to Grade 7.

Indicator Responsibility

Teachers

Program Manager
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Reporting
► Where will the results be reported?
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Number of parents of children in Grade 6 who helped their 
children read at home in the last week.

Percentage of Grade 6 students continuing on to Grade 7.

Indicator Reporting

Quarterly teacher reports and 
Annual program report

Annual program report
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Tips for completing these sections
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Make sure the data source is accurate and 

uses the same definition as your indicator

Example

► Definition: Total number of students who were present during morning roll call on at least 10 out 
of the 12 days of the camp.

► But the camp attendance records (data source) only contains the total number of students who were 
present on both the first and last day of the camp.
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Measure as frequently as possible, but not so 

frequently you annoy people

► Activity and output indicators are usually easier to measure 

frequently compared to outcome and goal indicators.

► The longer it takes people to complete a survey or do an 

interview, the less often they will want to complete it.
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If possible, don’t just measure the outcome 
and goal at the end of the program

► Many programs don’t measure the outcome or goal indicators 
until the end of the program. 

► This is a mistake. It means you don’t know if the program is on 
track while it is running, so you can’t improve it.

► You may be able to do a more simple (less accurate) measure 

during the program and then do the full measure at the end.
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Don’t make someone responsible for 
measurement if there is a conflict of interest

Example

A staff member is assigned to run an education session, and is also 

responsible for interviewing participants to get their feedback on the 

education session.
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Report the results frequently to decision 

makers

► The purpose of a M&E framework is to measure if the program 

is working.

► If the program is not working then it needs to be improved.

► This can only happen if the decision makers receive accurate 

results on all indicators frequently, not just at the end.

© 2017 tools4dev. All Rights Reserved.


