
Terms of Reference for an 

Evaluation:

Structure & content

SESSION 9



ToR drafting: do a quick self-test !

Experience sharing exercise on drafting of 

ToR



Activity | Case study

Discuss the following aspects with your 

group

• Mistakes to avoid in drafting terms of 

reference for an evaluation?

• Best practices for draftingTOR; tips 

and tricks



Terms of Reference for an Evaluation: 
Session Outline

▪ Basic project / programme information

▪ Evaluation objectives and scope

▪ Issues to be addressed/ evaluation questions

▪ Methodology and approach

▪ Reporting requirements

▪ Workplan and timetable

Let’s explore the standard ToR template

about:blank


Provide basic information describing the 
project/programme

▪ Identification

✔ Full name of the project/programme

✔ Legal basis and commitment/decision underpinning EC support 

▪ Strategic components

✔ Overall objectives, purpose, outputs for the targeted groups/areas and activities 
(refer to the logical framework to be appended); any significant change to the 
original objective

✔ Origin of the project/programme, historical background, design and programming 
process, policies and strategies to which the project/programme contributes

✔ Evolution of the context – major trends – in the political, institutional, social and/or 
economic fields

These may be available in project documentation

Copy, Paste BUT Revise and Update





Provide basic information describing the 
project/programme

▪ Operational components

✔Components and key implementation arrangements
(management, contracts, monitoring, co-ordination, partnerships). 

✔Cost, funding modalities, co-financing, significant changes, if any.

✔Duration and schedule, significant changes, if any.

✔State of implementation, indicating any noticeable successes or 
problems. 



Define the evaluation objectives & scope
Objective & Scope

WHY ?

Main 
objectives
and purpose
(management, 
lessons learned, 
accountability)

FOR WHOM ?

Use and 
users of the 
evaluation

WHICH 
PERIOD?

Temporal 
limits 

WHAT 
SCALE?

Geographic
legal and 
administrative
dimensions 

WHAT 
FOCUS? 

Sector or 
theme or 
component to 
be evaluated 
(or issues to be 
studied) 

Key part of the ToR





Formulate the evaluation questions

If not comfortable drafting EQs, 

it’s fine to just identify key issues 

A synthesis of all answers to 

evaluation questions should 

allow an overall assessment 

of the project/programme

▪ Use or identify key issues to 

focus evaluation  

▪ Refer to evaluation criteria with 

respect to the phase of the 

intervention cycle (ex ante –

in itinere – ex post) 

▪ Formulate clear and precise

evaluation questions that are 

linkable to causal chains in 

the IL





Describe methodology and approach to be 
adopted 

▪ Describe the main methodological stages and products of the 

evaluation process 

▪ Specify the methodological approach if required

▪ Define particular tools to be used

▪ Define, if possible, the terms of interaction with the evaluators 

(seminar/workshop)

▪ Adapt methodology & approach to the type of intervention (flexibility 

and recognition of the evaluators’ expertise for project evaluation vs. 

standard and exhaustive sequence for strategic evaluation)





Describe in detail reporting requirements

Which reports 
are expected 
and when?

What
content, 
length & 
specific 

characteris-
tics?

Which format
for which 

recipient ?

Reports



Draw up the workplan & timetable

▪ Do a retro-planning of activities 

✔ Define when you need the report -> Plan backwards

▪ Foresee realistic time for feedback from EUD and RG 

✔ Use relative timing instead of fixed dates e.g 
Feedback on draft report: Delivery date + 10 days, 
instead of 28/7

▪ Include time buffer for unforeseen events, especially 
in the field phase



Example of workplan & timetable 
Evaluation process Notes and reports Dates Meetings

Desk phase

Inception
submission inception note/report

Reference group meeting

Finalisation submission desk report

Reference group meeting

Interviews with programme 

management, EC services, 

etc.

Field phase

Travel

Information collection in 

country

(De)briefing in country

(De)briefing  EC HQ 
Seminar material

Seminar (if appropriate)

Reference Group meeting

Synthesis phase

Finalization of evaluation 

report
Drafting provisional final report Reference group meeting

Final restitution (if 

appropriate)
Seminar material Seminar (if appropriate)

Final report
Presentation to final 

beneficiaries
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