Tool 10 - The Written Report
After the data has been collected, organized, and analyzed, the results need to be communicated. Since the report can take on several different forms, consider the audience for which the report is being written. The key behind any report is to tell a story. The following outline is an example of what should be included in a formal written report of an evaluation program.

· 1. Title Page: 

The title page should include the name of the project, the agency or organization conducting the evaluation, the funding source for the program and other sponsors, as well as the project leader.
· 2. Abstract: 

This provides an overview of the report’s contents.
· 3. Table of Contents: 

This section lists where to find specific information within the document.
· 4. Introduction: 

The introduction includes the purpose of the report, an overview of the evaluation project, and how to best use the report.
· 5. Background Information: 

This gives the reader a description of the project to be evaluated.
· 6. Evaluation Methodology: 

This section usually states the need for the project, identifies the groups involved, lists the objectives of the evaluation, and describes the types of data collected and how they were used. A description of the data collection techniques and procedures used for data analysis can be used here.
· 7. Results: 

The actual results of the project are reported in this section. This describes the impact of the findings and how they can used in future programs or strategies. 
· 8. Summary and Recommendations: 
This is the conclusion of the report. It should highlight the findings of the project and provide recommendations for future studies.
· 9. Appendix: 
Appendices can be used to include information not presented in the main part of the report such as survey instruments used.

