Inception Report Form


Inception Report

1. COMPLIANCE WITH TOR 

In this section of the Inception report, the Consultant should describe the details of the conceptual framework developed by him/her to fulfill the project-related assessments, analyses, and final evaluations in compliance with the the scope and purposes, which are specified in the ToR. 
The conceptual framework should be consistent with the ECO’s results-based project orientation and therefore meet the criteria adhered by the ECO, which, in turn, are aligned with those of the UN, notably, Results-Based Performance, input Efficiency, output Effectiveness, and Sustainability as well as the obtaining of project’s results in its impact area (beneficiaries). 
The main source of Questionnaires to result from consultation/s with the project-coordinating Directorate will be the questions that the Member States would answer. For each of the criteria, the Consultant should include several specific evaluation questions based on his/her expertise and competence in the subject area. 

2. EVALUATION METHODOLOGY 

In this section, the Consultant should describe the details of data collection methodology, concrete methods to be used in the project analyses and implementation, data sources, sampling and indicators that will support the evaluation Questionnaires. Therefore, it is necessary that, in this particular section, the Inception report should include the Evaluation Question Matrix (EQM).

It is also required in this section, to check that the methods are clearly defined on: subjective and objective sources of data, to ensure the balancing effect throughout the project’s reports. 

It is obligatory that the Methodology should propose the measures being taken by Consultant to ensure how the project’s contribution to the policy-related analyses, notably in regard of all components of Environmental Cooperation and LandCare, will prove effective. 
The Methodology should include examining the project Theory of Change and/or design, in the light of the intervention strategy and approaches, including identified risks and assumptions, the Logical connect between levels of results and how the desired change should be attained through the project. 

Any meetings/discussions/consultations planned for data collection, interview/s or discussion/s between Consultant and project-coordinating Directorate should also be reflected in the Inception report. 

3. WORK PLAN
The Inception report should contain a work plan, which indicates the phases or stages of assessments/analyses/final evaluations, the timing, key deliverables and milestones. For this purpose, Consultant may use the Work Plan reflected in the ToR or may as well adjust the timeline. He/she should produce the Gantt Chart or standard work process flow chart to relate it to the ECO Secretariat for inclusion of the latter in the project monitoring system. This helps in communicating the Work Plan and timelines as well as in keeping track of the project’s implementation progress. Any changes in the timelines proposed in the Inception report should be formally communicated and agreed upon by Consultant and ECO Secretariat through the coordinating Directorate. 

4. MATRIX OF EVALUATION QUESTIONS AND DATA SOURCES
Inception report is a chance to take a closer view of Questionnaires, adjust them, if needed, or modify them accordingly based on the initial review of available materials and information by the Consultant. 

Consultant should also identify the evaluation questions in Questionnaires templates in line with the scope of the assessments/analyses/evaluations of the project.

The questions should be organised in the form of the Evaluation Question Matrix (EQM) and presented to the ECO Secretariat as part of the Inception report. 
EQM should organize the analyses/assessments/evaluations’ questions and plan for collecting the information to answered by Member States by means of appropriate data collection techniques. 
The EQM matrix should therefore help to plan the implementation of the project throughout the conceptualization, stakeholder identification, fieldwork, data analysis and report writing processes of the project. The following points are critical for the inception of the project: 
 1. Approval of the Inception report by the project coordinating Directorate will mean the acceptance by ECO of the future results to be generated through the proposed methodology. 
2. Therefore, EQM should clearly indicate its core components.

3. The evaluation Questions to be posted to Member States: the Consultant may decide to break down the questions into sub-questions to better address the overall objectives of the project’s assessment, analyses, and evaluation process. 

4. EQM should reflect how judgment will be formed (how frequently the input indicators be collected and reviewed);
5. EQM should reflect the data sources and the data collection instruments; 
6. EQM should reflect the key stakeholders (Member States and/or other stakeholders) to engage with to gather the information needed; 
7. EQM should explain how the analysis of the data will be carried out. 

5. ADHERENCE TO TOR in regard of formatting requirements 
The forms contain guidance to Consultant in submitting the reports on the project, interaction with focal points, and exchange of correspondences and information with coordinating Directorate and among Member States. The Inception report also indicates the concurrence by Consultant with the work plan and timelines for implementation of the project as indicated in the ToR. It also provides additional guarantee of adherence to Consultant to implement the project in line with the TOR.
The Inception report should include the consultant’s acknowledgement of the formatting requirements, especially with regard to:

· Formulating and presenting the project’s Recommendations;
· Formulating and presenting the project’s reports, documents, notices and other documents;

· Identifying and presenting ‘lessons learned’, and filling in the appropriate templates; and

· Identifying and presenting the recommended actions (PoAs, roadmaps, design framework/s), and filling in the relevant templates.
The project coordinating Directorate should discuss the Inception report with the Consultant and issue a notice that all project templates, reporting forms, data questionnaires relating to the project have been endorsed thus incepted.  
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