Tool 5 - Documentation Review 

Documentation review or content analysis is a way to examine information that already exists or has been collected. Items that can be analyzed using this method include meeting minutes, program reports, proposals, publications, registration forms, or other similar documents. The documentation review can produce qualitative summaries of information such as major topics that were discussed in a program meeting. Quantitative information such as number of meetings held on a particular issue is available.  Utilizing the checklist below will assist in completing the documentation review.
· Decide which type of documentation is appropriate for answering the specific evaluation question(s).
· Compile and order materials by date and type (e.g., minutes, reports).
· Become familiar with content of materials to be used.
· Decide on topics or categories to be summarized (i.e., strengths and weaknesses of an activity, decisions made at meetings, accomplishment of major goals).
· Create a coding or organizing system for categories (particularly useful for large amounts of information).
· Read through the materials again carefully looking for information on chosen themes or categories, coding them as they are found.
· Organize and separate all content that is alike.
· Consolidate and interpret the results of the content analysis through written explanations or graphing.
