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What is the Scope of Work (SoW) checklist?
· This SoW checklist is a step-by-step guide to writing an SoW for commissioning final evaluations.
· SoWs are a crucial component in ensuring that evaluations answer the questions you need to ask about your program, comply with important rules and procedures and are well- planned, budgeted and executed.
· In order to write a strong SoW, it is important to include key information about the intervention, the questions you need answering and the expectations you have about the work you are commissioning. The SoW must be precise, comprehensive, well-structured and concise.
· By providing an easy-to-follow, step-by-step process, this checklist is designed to ensure that your SoW meets all of these objectives. 
How to use this SoW checklist
· This SoW checklist is divided into five sections: Overview, Evaluation Details, Deliverables, Annex and Additional Comments. 
· Within each section, the checklist suggests an order of different elements that need to be included, though you are free to choose an order that is most appropriate to your SoW.
· As you work through the checklist, track your progress by specifying ‘Yes’, ‘No’ or (where applicable) ‘Partial’ in the right-most column.  Note: the checklist prompt (each subsection number) must be fully met for the user to enter ‘Yes’ as the status. When the result is “P ”(Partial), add a comment to explain what is missing.
· The checklist is designed to be flexible and caters to a range of programmatic needs. In the comments provided, you will sometimes see ‘either/or’ options, together with guidance to help you choose the best course of action.
Notes to consider
· The term ‘Scope of Work’ (SoW) -  used in this document - is interchangeable with ‘Terms of Reference’ (ToR); both are narrative descriptions of a work requirement. In this instance, the work requirement is a final evaluation.
· “Evaluation team” refers to the team of evaluators that will carry out the evaluation.
· The term “Grant” can be substituted with “Contract”. “Program” can be substituted with "Project.”

List of acronyms 
	DAP
	Data Analysis Plan

	FE
	Final Evaluation

	IPTT
	Internal Performance Tracking Table

	LOE
	Level of Efforts

	LOP
	Life of Program

	MC
	Mercy Corps

	PoC
	Point of Contact

	RF
	Results Framework[footnoteRef:2] [2:  At Mercy Corps, the Results Framework (RF) is used as a general term for logic models, logframes and even Theory of Change (ToC).  The RF is preferred at Mercy Corps because it is less complex than a program’s ToC and it is how we label and organize our Indicator Performance Tracking Tables (IPTT). ] 


	RMD
	Raw Mean Difference

	ROI
	Return on Investment

	SoW
	Scope of Work

	SROI
	Social Return on Investment

	ToR
	Terms of Reference



SECTION 1. OVERVIEW OF THE PROGRAM
	[bookmark: _Hlk179884351]Sub-section #
	Checklist prompt (questions)
	Status

	1.1
	At-a-glance Summary Information of the Program
	Y/N/P

	1.1.1
	SoW specifies program name (grant title) and acronym (if there is one)?
	

	1.1.2
	The sector(s) addressed by this program are easily identified in the SOW? 
	

	1.1.3
	SoW specifies donor(s), contract/grant agreement/ID number?
	

	1.1.4
	SoW specifies country/ies and specific location(s) within the country/ies where program is directly implemented? It should also (a) describe how that changed over the LOP (if it changed) or (b) state that this has not changed during the LOP.
	

	1.1.5
	SoW specifies original start/end date and dates of extension(s) if applicable? 
	

	1.1.6
	SoW specifies Mercy Corps’ point of contact (PoC) for the evaluation?
	

	1.1.7	Comment by Guidance/Tip: 1.1.7 ‘Key partners’ are public or private agencies or companies that provide substantial involvement and without whom expected outcomes will not likely be achieved.
Recipients of micro and small -grants SHOULD NOT be listed individually.  There are other stakeholders that might be listed if they will be interviewed for the evaluation. 
These may include (but are not limited to):  National and sub-national public sector entities
 For-profit organizations;  Non-profit organizations;  Volunteer entities (key partners should be clearly distinguished from other stakeholders in the SOW)
	SoW lists sub-contractors and key partners?
	

	1.1.8
	SoW provides glossary of acronyms/abbreviations?
	

	1.2
	Background Information
	Y/N/P

	1.2.1	Comment by Guidance/Tip: 1.2.1 For the purposes of this field, ‘location’ means the country and the region/province. 

Specify how long Mercy Corps has been operational in the location and briefly describe Mercy Corps’ current active projects
	SoW includes brief description of Mercy Corps’ history working in the location(s)?
	

	1.2.2	Comment by Guidance/Tip: 1.2.2 For example, in a cash transfer program, project participants may spend the cash they received in neighboring areas and indirectly benefit non direct participants. Another example is your program works with truckers at the border in country A but reaches truckers and their families that live in border country B.
	SoW includes the total estimated population size and description of the locations where the program is directly implemented. Also, it specifies locations outside where the program is directly implemented if the program expects to reach people indirectly there.  
	

	1.2.3
	SoW describes problem(s) that the program is addressing?
	

	1.2.4
	SoW describes assumptions and dependencies on which the program is based?
	

	1.2.5	Comment by Guidance/Tip: 1.2.5 example of a profile is “women farmers 18-60 yrs old that cultivate < 0.3 hectares and have no other employment”.  If this were the only group of direct participants, then all women that meet these criteria that live in your programs intervention location(s) are “eligible”; it is rare that a program can reach 100% of all eligible direct participants unless it is a pilot or small program. 
-Consider summarizing direct  participants by any relevant disaggregations used, such as sex, age, geographic location. 
-> For Mercy Corps users, use your most recent participant count  
	SoW clearly describes each of the different program’s direct participants (profile) and estimated population size of eligible, direct participants and number actually reached?
	

	1.2.6	Comment by Guidance/Tip: 1.2.6 Ensure that you use your Results Framework (RF)/Logframe (LF).  
-> For Mercy Corps, the RF/LF is NOT as detailed as the Theory of Change. (ToC)  (i.e. if your program has both a RF/LF and a ToC, put the RF/LF in the SOW. You can, if desired, put theToC in an annex. Also For Mercy Corps, you can generate your Results Framework from TolaData 
	SoW contains image (preferred) or table displaying program’s Results Framework (RF)?  
	

	1.2.7	Comment by Guidance/Tip: 1.2.7 “Key intervention” implies any of the following:
-The intervention is critical to the program’s   desired outcomes 
-The intervention accounts for substantial LOE
-The intervention accounts for substantial budgetary resources (> 10% of the program’s annual budget)
-The intervention could be evaluated independently from other interventions in the same program
-> For Mercy Corps, limit the number of key interventions to 10 for short duration programs and to 15 for long duration programs
	SoW describes the program’s key interventions and key tools/approaches?
	

	1.2.8
	SoW describes internal indicators being tracked. Internal indicators can be performance indicators and/or context variables (or SOW includes a statement that no internal indicators are being tracked)?
	

	1.2.9	Comment by Guidance/Tip: 1.2.9 Major shifts are changes to the program strategy, such as shifting from a direct-participant intervention to a market-system one. Programmatic changes, such as using different technology solutions to deliver the same outcome, would not be considered “major”

Include the date (MM/YYYY) when each change started
	SoW describes all major changes/shifts to the program intervention package, or states that there were no major changes/shifts at all?  
	



2. EVALUATION DETAILS
	[bookmark: _Hlk179884439]Sub-section #
	Checklist prompt (questions)
	Status

	2.1
	Overall Purpose of the Evaluation
	Y/N/P

	2.1.1	Comment by Guidance/Tip: 2.1.1 Evaluators need this information so that they can tailor how they communicate their findings according to who the intended audience is and what kind of decisions the results will inform. 
	SoW describes intended audience(s) of the evaluation and a brief description of how each audience will use the results of the evaluation?
	

	2.1.2
	SoW states if a) Mercy Corps will be responsible for obtaining that institutional review board (IRB) and/or ethics committee approval or (b) states that consultant/firm must be responsible for that?
	

	2.2	Comment by Guidance/Tip: 2.2 
-> For Mercy Corps, the evaluation Objectives (2.2.1 - 2.2.14) are mandatory objectives for all final evaluations and should be copy directly into the SoW. If the donor insists on using another format (e.g. list as learning questions and not as objectives), you should  assure that each of these (2.2.1-2.2.14) is covered somewhere (e.g. in those learning questions). Use the ‘partial’ rating to indicate where an objective - as written here - is not comprehensive.
	Evaluation Objectives include: (identified within the SOW as ‘objectives’, ‘goals’ or ‘questions’)
	Y/N/P

	2.2.1
	Document the extent to which the program followed & completed approved work plans. 
	

	2.2.2
	Document if grant/contract-required deliverables were delivered in a timely manner.
	

	2.2.3	Comment by Guidance/Tip: 2.2.3 Unexpected deliverables are those that were not required as part of the grant/contract but felt to be useful or useable by other programs 
	Document any unexpected deliverables produced by the program
	

	2.2.4
	Document the extent to which Mercy Corps’ staff/personnel, staffing structure, management or procurement practices positively or negatively affected program implementation and spending.
	

	2.2.5
	Document the extent to which work plans were consistent with the logic model/RF and any evidence-based learning that the program used to develop or modify strategies, interventions and work plans.

	

	
	
	Y/N/P

	2.2.6
	Document the extent to which gender equity & diversity was addressed through the program’s work plans, strategy and in the analysis of data used during implementation 
	

	2.2.7	Comment by Guidance/Tip: 2.2.7 if not Mercy Corps, see here for the OECD’s overview of localization in development, and here for the European Commission’s overview of localization in humanitarian aid
-> Mercy Corps’ definition of localization can be found here: https://library.mercycorps.org/record/39303?ln=en
	Document the extent to which localization was addressed in the program?
	

	2.2.8
	Document the extent to which the program’s performance targets were met (i.e. not been met, met or exceeded) grouped per the results framework and program interventions
	

	2.2.9
	Document if the assumptions were appropriate and if they were held (or not) throughout program duration. For each that did not hold, what was the effect on program implementation and outcomes?
	

	2.2.10
	Document any key contextual changes that have occurred and suggest how this has affected program implementation, outputs, and outcomes and by what magnitude (low, medium, high).
	

	2.2.11
	Document if there was any evidence (using quantitative or qualitative data) that the program’s outputs contributed to measured changes in outcome indicators
	

	2.2.12
	Document any unintended outcomes (positive or negative) of the program
	

	2.2.13
	Document the extent to which learning events were used for adaptive management (i.e. was evidence used to modify/improve the program’s interventions, strategy, targeting, or management.  
	

	2.2.14
	Document, to the extent possible, what changes should be made to the program’s interventions, strategy, targeting or management if you receive money to extend the program.
	

	2.2.15	Comment by Guidance/Tip: 2.2.15 
-> For Mercy Corps, if the program is for humanitarian aid for < 24 months, you need NOT address sustainability
	Identify which key interventions show signs of sustainability, and which do not 
	

	2.2.16	Comment by Guidance/Tip: 2.2.16 reviewers do NOT have to do a comprehensive (total) comparison of the objectives and learning questions (if both are presented in the SOW). If you find, during your “scan” that there are duplications or infeasible questions, document a few (only) as examples.
-Regarding feasibility, the SoW may also request that the firm/consultant comments on the feasibility of answering the (additional learning) questions in the proposal or in the inception report.
-> For Mercy Corps, if there are additional objectives or learning questions, avoid the following terms: “benefit”, “cost-effective”, “effective”, “efficient”, “impact”, “relevant”, “results”, “objectives”, “success”, “sustainable” and limit the number to < 10 (because we have these fixed objectives).  Avoid using the OECD-DEC criteria because they are not (all) always appropriate and vaguely defined. 
	If there are evaluation learning questions in the SOW - that are not already encompassed in 2.2.1-2.2.15 objectives in this checklist: (a) they do not duplicate these objectives and (b) they are feasible given the evaluation design and data available
	

	2.2.17
	The objectives (and learning questions if applicable) in the SOW are cross-referenced to data source(s) and relevant documents
	

	2.3	Comment by Guidance/Tip: 2.3: for 2.3.1 - 2.3.4, the SOW should (a) specify the design/methods the firm/contractor should use .OR. (b) state that the firm/contractor is to propose the design/methods.
-If you choose (a) to specify/prescribe the design and methods, we suggest that you include the statement “if the offerer feels there is a better design and/or methods, they can propose this with an explanation for why it is better than that proposed by Mercy Corps.”
NOTE: Unless you are certain of the appropriate methodology, it is advisable that you request the firm/consultant to propose it. 
	Methodology and Tools: (data collection and sampling, data analysis, data management and compliance)
	Y/N/P


	2.3.1
	SoW contains (a) a description and justification of the overall evaluation design or (b) states that consultant/firm must propose this)
	

	2.3.2
	SoW contains (a) a description and justification of the sampling method, for example; following the baseline sampling method and sharing it, or (b) states that the consultant/firm must propose this?
	

	2.3.3
	SoW contains (a) data collection methods and tools (including software) or (b) states that consultant/firm must propose this?
	

	2.3.4
	SoW contains (a) data analysis methods and tools (including software) or (b) states that consultant/firm must propose this?
	

	2.3.5	Comment by Guidance/Tip: 2.3.5 Data management pertains to how the data is handled, stored, and communicated. This includes (but is not limited to):
-Compliance with data security guidelines
-Software used to store and handle data (such as SharePoint)
-Deletion and archiving
The SoW should either specify the data management methods and tools themselves or explicitly request the evaluation team to do so.
	SoW contains (a) data management methods and tools (including software) or (b) states that consultant/firm must propose this?
	

	2.3.6.	Comment by Guidance/Tip: 2.3.6 only applies if the external consultant/firm is being hired to do the evaluation (internal Mercy Corps teams will already comply with all necessary requirements)Examples of organizational policies include: data security, data quality, safeguarding, conflict of interest
	SoW lists compliance requirements 
(Mark “Na” unless hiring an external consultant/firm)
	

	2.4
	Evaluation Team Composition
	Y/N/P

	2.4.1	Comment by Guidance/Tip: 2.4.1 The SoW should either (a) specify all team members’ profiles or (b) specify only the team leader’s profile and require the firm/consultant to propose the rest of the team composition (profiles). 

Note: If you have specified (dictated) the methodology, including sample sizes, and you are certain of the best team requirements, you may use option (a) above; otherwise we suggest using option (b).  
	SoW provides details on evaluation team composition?
	

	2.4.2	Comment by Guidance/Tip: 2.4.2 Donors will sometimes require evaluation teams to include specific team members; examples include, (but are not limited to): 

-specific team positions, such as a gender expert or a community engagement specialist
-nationals of the country in which the evaluation is taking place
-members of implementing partners of the project to be evaluated 
-project participants themselves 

	SoW specifies whether certain positions, implementing partners, national counterparts or project participants should be included in the evaluation team?
	

	2.5
	Proposal Submission - mark “NA” to 2.5.1 - 2.5.4 if NOT using this SoW to solicit proposals (i.e. you are doing evaluation internally) 
	Y/N/P

	2.5.1
	SoW clearly explains how, where and when technical proposal is to be submitted?
	

	2.5.2
	SoW clearly explains how, where and when cost proposal is to be submitted?
	

	2.5.3	Comment by Guidance/Tip: 2.5.3 Provide details on how and when the consultant/firm will be paid: paying attention to any donor or organizational regulations. 

For Mercy Corps, we suggest linking payments to deliverables as much as possible
	SoW specifies payment terms and conditions?
	

	2.5.4	Comment by Guidance/Tip: 2.5.4 This information should be as comprehensive as possible; it is vital information for consultant/firms to make accurate project proposals and budgets. If, for, instance, fuel costs were covered by the contracting organization, this would mean the consultant/firm would not have to take this significant expense into account when formulating a budget

Examples may include (but are not limited to):
Logistics
Fuel
Vehicles
Office space
Responsibilities for approval/access letter for locations with limited access
Technical 
Software
Equipment
Personnel
Staff support
Administrative support
Services
Translation
Enumerators
Travel
Meals/per diem
Hotel booking
Flight booking
	SoW lists in detail Mercy Corps’ contributions to the evaluation?
	




3. DELIVERABLES
	Sub-section #
	Checklist prompt (questions)
	Status

	3.1
	Inception Report (while having an inception period and report is a MEL best practice, we realize that not all of Mercy Corps final evaluations have this, in which case mark “Na”)
	Y/N/P/NA

	3.1.1	Comment by Guidance/Tip: 3.1.1 Format may include (but is not limited to)
-Document format (Word, pdf etc)
-Font and size
-Spacing
-Branding
-Color palette
	SoW specifies an inception report with its’ required formatting (i.e. table of contents, language(s), min & max page count, etc.?
	

	3.1.2	Comment by Guidance/Tip: 3.1.2 If draft reports are required, it is important to describe the feedback/comments process in detail. You should specify how many draft submissions are expected, whether donor review is required, how comments will be provided on each draft and who will oversee/manage the process by consolidating all comments and feedback and returning them to the evaluation team.
	If draft inception reports are required, SoW specifies the number of draft report(s) required and details feedback/comments process? 
	

	3.2
	Final Report
	Y/N/P

	3.2.1	Comment by Guidance/Tip: 3.2.1 Format may include (but is not limited to)
-Document format (Word, pdf etc)
-Font and size
-Spacing
-Branding
-Color palette
	SoW specifies table of contents, language(s), min & max page account, and format requirements?
	

	3.2.2	Comment by Guidance/Tip: 3.2.2 It is important to describe the feedback/comments process in detail. You should specify how many draft submissions are expected, whether donor review is required, how comments will be provided on each draft and who will oversee/manage the process by consolidating all comments and feedback and returning them to the evaluation team.
	SoW specifies number of draft report(s) required and details feedback/comments process?
	

	3.3
	Data Analysis Plan (DAP) & Datasets Requirements
	Y/N/P

	3.3.1
	SoW details formatting requirements for the DAP (such as min & max page count and language(s)), and (a) specifies feedback/comments process or (b) states that consultant/firm must propose these details?
	

	3.3.2	Comment by Guidance/Tip: 3.3.2 Dataset types include, raw datasets, analytic datasets etc.
File format includes file types such as .csv, .xlsx, .dta and so on
Ensure that the SoW describes - or refers to documentation that describes - necessary rules and protocols when handling, storing, archiving, deleting and sharing data. This includes processes such as anonymization, password-protected sharing, and so on.
->For Mercy Corps, refer to the compliance requirements you may have outlined in section 2.3
	SoW specifies the quantitative datasets expected to be delivered to Mercy Corps at the end of the contract: whether they should be cleaned and/or raw, type(s), file format & data security, protection and sharing rules? (or states that consultant/firm must propose these)
	

	3.3.3
	SoW specifies how qualitative data is to be delivered to Mercy Corps at the end of the contract? (or states that consultant/firm must propose these)
	

	3.3.4	Comment by Guidance/Tip: 3.3.4 This includes any type of documentation which is needed to understand and re-create datasets and statistical analyses. This may include (but is not limited to): 

-Codebooks
-Syntax
-Do files 
-R and Python scripts
	SoW provides a list of written/descriptive documentation to accompany the datasets?
	

	3.4
	Timeline
	Y/N/P/NA

	3.4.1	Comment by Guidance/Tip: 3.4.1 For the purposes of this SoW, evaluation implementation starts at the kick-off meeting and ends at the submission of the final report
	SoW specifies a) expected duration of evaluation implementation (start to finish) or (b) states that consultant/firm must propose appropriate timeline or provide revised timeline?
	

	3.4.2
	SoW states whether work can be done remotely or must be done on-site (or a mixture of the two) and which team members can work remotely or in-person (or a mixture of the two)?
	

	3.4.3
	SoW includes (a) the suggested work plan activities with timing (i.e. the timeline) listed under 3.4.4 or (b) requests that firm/consultant propose the (feasible) timing for the activities listed under 3.4.4.?
	

	3.4.4	Comment by Guidance/Tip: 3.4.4 Aside from the activities in blue font - which are optional (sub)activities -  all of the activities under 3.4.4 should be included as standard in the timeline. 
It is the SOW developers decision if they wish to identify and add additional activities represented by the text blue font.
However, SoW timelines are usually only high-level (as shown) and more granular activities are included in the inception report . 
	The SoW includes the following elements in the timeline (with or without the timing? (see 3.4.3) 
	

	
	Kick-off meeting 
	

	
	Any other milestones/products between kick-off meeting and inception report are included?
	

	
	Inception Report delivery
	

	
	Evaluation team submits complete draft of inception report to Mercy Corps PoC	Comment by Guidance/Tip: 3.4.4 Submitting draft inception reports: If more than one draft inception reports are required, be sure to specify the timeline for each draft and its accompanying round of comments/feedback
	

	
	Mercy Corps PoC distributes inception report complete draft to all Mercy Corps reviewers (and all donor reviewers, if required), consolidates feedback and returns this to evaluation team
	

	
	Evaluation team submits final inception report to Mercy Corps’ PoC having addressed all feedback
	

	
	Any other milestones/products between inception report & Data Analysis Plan? 
	

	
	Data Analysis Plan (DAP) delivery
	

	
	Evaluation team submits complete draft of the DATA ANALYSIS PLAN (DAP) to Mercy Corps’ PoC
	

	
	Mercy Corps’ PoC distributes DAP complete draft to ALL Mercy Corps reviewers (and donor reviewers if, required), consolidates feedback and returns this to evaluation team
	

	
	Evaluation team submits FINAL DAP to Mercy Corps’ PoC having addressed consolidated all feedback
	

	
	Any other milestones /products between DAP and draft evaluation report?
	

	
	Final Report delivery and presentation 
	Y/N/P/NA

	
	Evaluation team submits complete first draft of final report to Mercy Corps’ PoC	Comment by Guidance/Tip: 3.4.4 Submitting draft evaluation reports: If more than one draft inception reports are required, be sure to specify the timeline for each draft and its accompanying round of comments/feedback
	

	
	Mercy Corps’ PoC distributes complete first ‘draft’ to ALL Mercy Corps reviewers, consolidates feedback consolidates feedback and returns this to evaluation team
	

	
	Evaluation team submits complete ‘final draft’ of FE report to MC’s PoC after addressing feedback
	

	
	Mercy Corps’ PoC distributes complete ‘final draft’ to all Mercy Corps reviewers (identical to draft reviewers) and to donor (if required), consolidates all feedback and returns this to evaluation team
	

	
	Evaluation team submits ‘final report’ to MC’s PoC after addressing consolidated feedback
	

	
	Evaluation team conducts a presentation of final evaluation results (if applicable)
	

	
	Datasets and documentation delivery
	

	
	All required datasets are submitted to Mercy Corps PoC
	

	
	All required code books are submitted to Mercy Corps PoC
	

	
	All syntax used for analytic datasets (using statistical software) are submitted to Mercy Corps PoC
	



4. ANNEX
	Sub-section #
	Checklist prompt (questions)
	Status

	4.1
	Annex
	Y/N/P/NA

	4.1.1	Comment by Guidance/Tip: 4.1.1 At a minimum, the IPTT and RF should be included in the annex. You SHOULD add all other items that are required for the firm/consultant to develop their technical and cost proposals.  
	If the Results Framework in the main body of the SoW (specified in 1.2.6) is abbreviated, the SoW annex includes the full Results Framework? 
	

	4.1.2
	The SoW annex includes the Internal Performance Tracking Table (IPTT)?
	

	4.1.3
	All annexed documents are clearly listed, numbered and either included or linked in the annex? 
	



5. ADDITIONAL NOTES BY REVIEWER 
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