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Jason

By the end of the webinar, you will

1. Know the key elements of an evaluation report and 
how to organize them effectively

2. Understand the new NSF requirements for Annual, 
Final, and Outcomes reporting

3. Know how to integrate your evaluation results into 
those reports

4.   Be able to identify ways your evaluation can bring 

additional value to your projects

Objectives

Part 1: Elements of an Effective Evaluation Report

Question Break

Part 2: NSF Reporting Requirements

Question Break

Part 3: Beyond Reporting

Question Break

Closing Remarks & Evaluation Survey

Introductions & Housekeeping 
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Elements of an
Effective ATE
Evaluation Report

Krystin

Krystin

Common pitfalls in evaluation reporting

Components and organization of an evaluation 
report

Characteristics of a good evaluation report

Discussion Topics
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Krystin

Common Pitfalls

in evaluation reporting

Krystin

Common Pitfalls

Not providing 
sufficient resolutions 
to an evaluation 
question/objective

Presenting every 
data point

Organizing by 
data source
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Krystin

Title page

Acknowledgements

Table of contents

Lists of figures

List of tables

Report Components

FRONT MATTER

EXECUTIVE SUMMARY

INTRODUCTION

EVALUATION QUESTIONS

METHODOLOGY

FINDINGS

CONCLUSIONS

LIMITATIONS

RECOMMENDATIONS

REFERENCES

APPENDICES

Krystin

Succinct report summary (1‐2 pages)
Context of project and evaluation
Organize by evaluation questions
Answer each evaluation question
Most important recommendations 
Most important limitations

Report Components

FRONT MATTER

EXECUTIVE SUMMARY

INTRODUCTION

EVALUATION QUESTIONS

METHODOLOGY

FINDINGS

CONCLUSIONS

LIMITATIONS

RECOMMENDATIONS

REFERENCES

APPENDICES
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Krystin

Background of evaluation team

Context of the ATE project or center 

Main audience for evaluation

Report Components

FRONT MATTER

EXECUTIVE SUMMARY

INTRODUCTION

EVALUATION QUESTIONS

METHODOLOGY

FINDINGS

CONCLUSIONS

LIMITATIONS

RECOMMENDATIONS

REFERENCES

APPENDICES

Krystin

Report Components

FRONT MATTER

EXECUTIVE SUMMARY

INTRODUCTION

EVALUATION QUESTIONS

METHODOLOGY

FINDINGS

CONCLUSIONS

LIMITATIONS

RECOMMENDATIONS

REFERENCES

APPENDICES

About a project’s 
reach, quality, 
and effectiveness

Example
To what extent has the 
project increased interdis‐
ciplinary collaboration 
among faculty?

Typically require 
multiple data 
sources and 
methods to 
answer

Example
How effectively has 
engaged underrepresented 
minority students? 
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Krystin

Important questions that frame the 
evaluation

3 to 7 key questions

Questions lead to actionable answers

Questions are relevant to the 
information needs of the most 
important users

‐ E. Jane Davidson

Report Components

FRONT MATTER

EXECUTIVE SUMMARY

INTRODUCTION

EVALUATION QUESTIONS

METHODOLOGY

FINDINGS

CONCLUSIONS

LIMITATIONS

RECOMMENDATIONS

REFERENCES

APPENDICES

Krystin

Indicators

Data sources and methods

Data management and analysis

Interpretation

Report Components

FRONT MATTER

EXECUTIVE SUMMARY

INTRODUCTION

EVALUATION QUESTIONS

METHODOLOGY

FINDINGS

CONCLUSIONS

LIMITATIONS

RECOMMENDATIONS

REFERENCES

APPENDICES
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Krystin

Organize by key evaluation questions

Start each section with answers

Base findings on data/evidence

Use graphics

Combine evidence

Use reasoning  

‐ E. Jane Davidson 

Report Components

FRONT MATTER

EXECUTIVE SUMMARY

INTRODUCTION

EVALUATION QUESTIONS

METHODOLOGY

FINDINGS

CONCLUSIONS

LIMITATIONS

RECOMMENDATIONS

REFERENCES

APPENDICES

Krystin

Only include if a higher level 
synthesis of the findings has 
occurred

Report Components

FRONT MATTER

EXECUTIVE SUMMARY

INTRODUCTION

EVALUATION QUESTIONS

METHODOLOGY

FINDINGS

CONCLUSIONS

LIMITATIONS

RECOMMENDATIONS

REFERENCES

APPENDICES
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Krystin

State important limitations only

Report Components

FRONT MATTER

EXECUTIVE SUMMARY

INTRODUCTION

EVALUATION QUESTIONS

METHODOLOGY

FINDINGS

CONCLUSIONS

LIMITATIONS

RECOMMENDATIONS

REFERENCES

APPENDICES

Krystin

Ground in evidence

Forecast cost and difficulty

Report Components

FRONT MATTER

EXECUTIVE SUMMARY

INTRODUCTION

EVALUATION QUESTIONS

METHODOLOGY

FINDINGS

CONCLUSIONS

LIMITATIONS

RECOMMENDATIONS

REFERENCES

APPENDICES

Cost
Difficulty

Low Medium High

Low

Medium

High
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Krystin

Be sure to cite your sources
Canadian Health Services Research Foundation (2008) in 

Patton, M. Q. (2012). Essentials of utilization‐focused 
evaluation. Thousand Oaks, CA: Sage.

Davidson, E. J. (2005). Evaluation methodology basics: The 
nuts and bolts of sound evaluation. Thousand Oaks, CA: 
Sage.

Patton, M. Q. (2012). Essentials of utilization‐focused 
evaluation. Thousand Oaks, CA: Sage.

Report Components

FRONT MATTER

EXECUTIVE SUMMARY

INTRODUCTION

EVALUATION QUESTIONS

METHODOLOGY

FINDINGS

CONCLUSIONS

LIMITATIONS

RECOMMENDATIONS

REFERENCES

APPENDICES

Krystin

FRONT MATTER

EXECUTIVE SUMMARY

INTRODUCTION

EVALUATION QUESTIONS

METHODOLOGY

FINDINGS

CONCLUSIONS

LIMITATIONS

RECOMMENDATIONS

REFERENCES

APPENDICES

Report Components

Instruments 
(surveys, interview protocols, etc.)

Detailed results 
(can be organized by data method/source)

Further discussion of methodology 
(if desired and appropriate)
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Krystin

President of institution

Dean of college

Chair of department

Dissemination to others

FRONT MATTER

EXECUTIVE SUMMARY

INTRODUCTION

EVALUATION QUESTIONS

METHODOLOGY

FINDINGS

CONCLUSIONS

LIMITATIONS

RECOMMENDATIONS

REFERENCES

APPENDICES

Report Layers

Krystin

Project Staff

NSF Program Officer

Use in NSF reporting

Advocacy

New funding opportunities

FRONT MATTER

EXECUTIVE SUMMARY

INTRODUCTION

EVALUATION QUESTIONS

METHODOLOGY

FINDINGS

CONCLUSIONS

LIMITATIONS

RECOMMENDATIONS

REFERENCES

APPENDICES

Report Layers
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Krystin

Project Staff

Other like projects

NSF Program Officer

President of Institution

Dean of College

Chair of Department

Dissemination to others

FRONT MATTER

EXECUTIVE SUMMARY

INTRODUCTION

EVALUATION QUESTIONS

METHODOLOGY

FINDINGS

CONCLUSIONS

LIMITATIONS

RECOMMENDATIONS

REFERENCES

APPENDICES

Report Layers

Krystin

PI

Co‐PIs

Project staff

Doubters

FRONT MATTER

EXECUTIVE SUMMARY

INTRODUCTION

EVALUATION QUESTIONS

METHODOLOGY

FINDINGS

CONCLUSIONS

LIMITATIONS

RECOMMENDATIONS

REFERENCES

APPENDICES

Report Layers
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Krystin

FRONT MATTER 1 page per item

EXECUTIVE SUMMARY 1‐2 pages                  

INTRODUCTION 1‐2 pages              

EVALUATION QUESTIONS ½ ‐ 1 page             

METHODOLOGY 2‐5 pages              

FINDINGS 3‐9 pages              

CONCLUSIONS 0‐3 pages              

LIMITATIONS ½‐1 page             

RECOMMENDATIONS 0‐3 pages           

REFERENCES 1‐2 pages           

APPENDICES Whatever it takes  +

Report Layers

about 
10 to 35 
pages

Krystin

FRONT MATTER

EXECUTIVE SUMMARY

INTRODUCTION

EVALUATION QUESTIONS

METHODOLOGY

FINDINGS

CONCLUSIONS

LIMITATIONS

RECOMMENDATIONS

REFERENCES

APPENDICES

Report 
Characteristics

Well organized

Clear

Concise

Readable

Relevant to users

Credible and 
transparent
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NSF Annual and
Project Outcomes
Reports

Mike

Mike

− Project outcomes 
reports

− Conversion of reporting 
system to Research.gov

New NSF 
Reporting
Requirements

NIH Gallery Image
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Mike

Quiz
Which statement is correct?

A. Annual reports are due 
within 90 days prior to 
budget end date

B. Final reports are due on 
the award expiration date 
of the grant

C. Project Outcomes reports 
need to be approved by 
the Program Officer

D. All of the above

Mike

‒ Annual reports are due within 90 days prior to 
budget end period

‒ Final reports must be submitted within 90 
days following the expiration

‒ Annual reports individually address each 
reporting year

‒ Final report should only address the last year

NSF Requirements
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Mike

Grant Reporting

March 13, 
2013

Mike

Research.gov
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Mike

Research.gov

Mike

Research.gov



The Nuts and Bolts of ATE Evaluation Reporting 5/15/2013

©2013 www.evalu‐ate.org 19

Mike

Research.gov

Annual and final report components:

Goals
‒ Major Activities
‒ Specific Objectives
‒ Significant Results
‒ Key Outcomes

Mike

Research.gov

Annual and final report components:

– Key outcomes: the evaluation activities and 
report support this

– Evaluators can help PIs think in terms of 
outcomes

– An evaluation report can be appended here
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Mike

– The PI and evaluator 
can work together to 
create a section in 
the evaluation report 
that calls out key 
outcomes

– This will integrate 
directly into the PI’s 
report

Opportunity
Mike

Mike

Research.gov

Annual and final report components:

− This is the area to include goals 
associated with data management 
and access

− Typically the evaluator will be 
involved in the data management 
structure
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Mike

Research.gov

Annual and final report components:

− Refers to impact on 
the discipline or 
other disciplines

Mike

Research.gov

Annual and final report components:

– Changes in the approach and reasons for change
– Guidelines for changes
– Changes can impact timing and expenditure
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Mike

Research.gov

Annual and final report components:

‒ The reality is midpoint corrections happen
‒ A report is credible if you face problems and 
challenges head on

Mike

‒ The evaluator's input is critical here to help 
support the rationale and to identify 
unexpected outcomes

Changes/Problems
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Mike

‒ Inaccurate effort reporting

‒ Misallocation of costs

‒ Excessive cost transfers

‒ Unallowable costs

‒ Inadequate subrecipient
monitoring

‒ Delinquent reporting to sponsor 

Grant Management Tip: 
Federal Audit Identified 
Risk Areas

Mike

I missed a report deadline!

As a PI

‒ Automated notifications sent 
to my vice chancellor

‒ Co‐PIs were notified and 
prevented from seeking 
additional grants until report 
was submitted
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Mike

‒ Do not take the place of the annual or final 
project reports

‒ An overdue one will delay NSF actions on any 
other proposal or award related to the PI or 
co‐PIs

Project Outcomes 
Reports

Mike

‒ Brief summary (200‐800 words)

‒ Specifically for the public

‒ Describes project outcomes or 
findings that address the 
intellectual merit and broader 
impacts of the work

Project Outcomes 
Reports

Key outcomes emphasized in the 
evaluation report will totally support this
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Mike

Summary

‒ PI’s responsibility to know the reporting 
system

‒ PIs and evaluators can work together to create 
timely and credible reports

‒ Change happens

Beyond 
Reporting

Lori
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Lori

Evaluation Should 
add Value

$64,000,000 Awarded annually 
to ATE grantees

7%
Average percentage 
of budget spent on 
evaluation 

$4,480,000
Estimated amount 
spent on evaluation 
annually

Lori

Evaluation Uses 
Beyond Reporting

1. Improve 2. Redirect 3. Disseminate 4. Grow
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Lori

You don’t have to be bad to get better.

―Candi McKay   

Improve

“

“

Lori

The most 
important  
purpose of 
evaluation is not 
to prove, but to 
improve.

―Daniel Stufflebeam

Improve

“

“
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Lori

− Adoption not 
required

− Should be 
carefully 
considered

Consider
Recommendations

Lori

Read Every Comment

(especially the less 
favorable ones) 
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Lori

Read Every Comment

“There could be more outreach to those 
preparing proposals.”

Lori

Read Every Comment

“I would like to get more email 
notifications about when recorded 
webinars are available.”
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Lori

Read Every Comment

PIs and project staff, ask yourselves:

− What resonates with your perceptions of the project 
or information from other sources?

− Are any comments suggestive of a “blind spot” that 
needs to be investigated?

Lori

Disaggregate
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Lori

Disaggregate

Is the program 
effective?

For what kinds of 
participants, in what 
ways, and under what 

conditions is the program 
most effective?

For whom is it 
least effective?

―Michael Quinn Pa on, U liza on‐Focused Evaluation, p, 541

Lori

Disaggregate

0% 10% 20% 30% 40% 50% 60% 70% 80% 90% 100%

Excellent

Very Good

Good

Fair

Poor
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Lori

Disaggregate

0% 10% 20% 30% 40% 50% 60% 70% 80% 90% 100%

Total

PI/Co‐PI

Evaluator

Other Projec staff

Grant writer

Other

Excellent

Very Good

Good

Fair

Poor

Other project staff

Grant writer

Lori

Make Time

− Put evaluation at the 
top of team meeting 
agendas 

and/or

− Set up special meetings 
to discuss and reflect on 
evaluation results
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Lori

Remember that 
significant changes 
in objectives and 
scope require prior 
approval of the 
agency.

Redirect
“

“

Lori

Describe any changes 
in approach during the 
reporting period and 
reasons for these 
changes.

Redirect

“ “
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Lori

Prioritize effectiveness 
over fidelity

Redirect

Lori

Redirect

Was the project 
implemented as 

planned?

What are the lessons 
learned about what 
works and doesn’t?

What significant 
changes are needed?
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Marketing

Advocacy

Publication

Disseminate

Lori

Intellectual Merit Is the evaluation likely to 
provide useful information 
to the project and others? 

Broader Impacts Will the project evaluation 
inform others through the 
communication of results? 

Disseminate

“ “

“ “
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Lori

Highlights reports

Journal articles

Press releases

Disseminate

Lori

Highlights Report
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Lori

Journal Articles

Publish findings 
in scholarly 
journals

Lori

Journal Articles

Recommended by ATE PI 
Linnea Fletcher

Life Sciences focus

− student engagement 

− efficacy of particular 
approaches to teaching
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Lori

Journal Articles

Recommended by 
ATE PI Edgar Troudt

− Evidence‐based teaching 
practices

− Peer review of teaching and 
learning

− Distance learning

− Diversity issues

− Designing cultures of learning

− Reflective learning

− Pedagogical theory

− Strategies to support and/or 
connect with first‐generation 
college students

“Wish List of Topic Areas”: 

Lori

exchange of ideas, research, 
and empirically tested 
educational innovations

Journal Articles

“ “
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Lori

Journal Articles

Lori

Journal Articles
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Lori

Journal Articles

Lori

Journal Articles
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Lori

− Identify the person on 
campus in charge of public  
relations

− Ask him or her for the 
protocol for generating 
press releases

Press Releases

Lori

Requests for funding 
to continue, expand

Grow
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Lori

“
Grow

The Project Description must begin with the 
subsection on Results of Prior Support…. 
This subsection must contain specific 
outcomes and results including metrics to 
demonstrate the impact of the activities 
undertaken including evidence of the 
quality and effectiveness of the 
project's deliverables.

—ATE Program Solicitation

“
www.evalu-ate.org

Resource Library

Evaluator Directory

Events (including past webinars)

Newsletters
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Thank You


