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Tool 4: FIPR Filing Structure
 This is a suggested filing structure as a guide for you, and you may need to modify it by adding folders and sub-folders to meet your program's needs to organize the FIPR process deliverables.

· Notes in Red are guidance 
· (Numbers 1-10) refers to folders
· (Numbers 1.1…10.1, 10.2 refers to subfolders)
· Use shortcuts from original program folders, if not available, upload them 

FIPR xxx (Program name) Folder (Program Period) MM/YYYY- MM/YYYY

1. Folder FIPR Setup and Planning
1.1. (Subfolder) FIPR SOW
1.2. (Subfolder) SOWs (For team involved in the process, including consultants and NDA)

2. FIPR Implementation
2.1. Kick off and Orientation
2.1.1. Kick off (Internal)
· Participants list 
· FIPR Kick off Slides (PPT)
· FIPR Kick off MOM
2.1.2. FIPR Orientation (External)
· Participants list 
· FIPR Orientation Slides (PPT)
· FIPR Orientation MOM 
3. [bookmark: Documents_Review]Evidence Review (OR Documents Review) (Program documentation) add as needed
3.1.  Evidence Review Tool (Example link here)
3.2. (Subfolder) Shortcut to program work plans versions
3.3. (Subfolder) Shortcut to Results Framework versions
3.4. (Subfolder) Shortcut to Indicator Plan and IPTT
3.5. (Subfolder) Shortcut to TOC
3.6. (Subfolder) Secondary data (Baseline, Midterm, assessments, etc.) (if this option conducted)
3.7. (Subfolder) Sustainability plan and exit strategy 
3.8. (Subfolder) Value for Money (if this option conducted)  
4. Learning Workshops
4.1. Workshop preparations (suggested contents are below)
· Plan
· Agenda
· Participants list
· Materials
· PPT or (any presentation tool/interactive platform i.e.: Miro board)
4.2. MOM of workshops

5.  KIIs and Group Discussions (With Program team and key partners)
5.1. KIIs
5.1.1. KIIs participants list
5.1.2. KIIs Tools
5.1.3. KIIs schedule
5.1.4. KIIs Notes
5.2. Group Discussions
5.2.1. Participants list
5.2.2. Tools
5.2.3. Schedule
5.2.4. Group Discussions Notes
6. FIPR deliverables
6.1. Inception report
6.2. Results validation presentation
6.3. 1st FIPR Draft report
6.4. FIPR Internal Report (Approved for internal use and dissemination)
6.5. FIPR External Report (Approved for External use and dissemination)
Here, you need to document challenges or recommendations for future reference, you can use any format you want.
7. [bookmark: Feedback]FIPR Process Feedback
7.1. Anonymous feedback form
8. Other
9. Archived drafts (do not put draft documents/files in the folders listed above; put them here if you wish to save them)
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