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Detailed Evaluation Report Format
	Title Page 

	This page includes report title, organization preparing report, organization’s address, and date report is published.

	

	Acknowledgments/Disclaimer Page

	This page includes acknowledgment of those individuals and organizations that conducted/supported the evaluation and a disclaimer statement reflecting that findings do not represent an official DA position.

	

	Table of Contents Page(s)

	This includes page numbers for sections of the main body of the report and for appendices.

	

	Main Body of Report:

	     Executive Summary – This includes page numbers for sections of the main body of the report and for appendices.

	     Evaluation Purpose – This can come straight from the evaluation plan.

	     Background – From the evaluation plan.

	     Scope – From the evaluation plan.

	     Objectives/Essential Elements of Analysis – These can come from the evaluation plan. List EEAs under the objective (s) they support.

	     Methods – This can come from the evaluation plan, but you many need to rewrite it if you did not implement the methodology as you planned.

	     Findings – You should present these under the evaluation objectives to which they pertain and possibly under the EEAs that they answer.

	     Conclusions – Summarize significant findings and use them to develop and support the conclusions. Base the conclusions entirely on the data presented in the report.

	     Recommendations – Examine any problems addressed in the conclusions of the report and make recommendations for solutions to these problems.

	

	Appendices

This section will include such things as the Evaluation Plan, Data Collection Instruments, Data Summaries, Individuals/Unit Sampled, Report Distribution, etc.)
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