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Funded by the 
European Union


Project Coordination Unit (PCU)
85 Regent Road, Hill Station, Freetown
Tel: +23275011112
Email: bafspcu11@gmail.com 

Date:
11/04/2022                               Mission Order No.
Mission order
Section I:
                     Mission schedule and purpose:
Activity: 1.8.1  Grant Monitoring: 

M&E TRAINING FOR MoA, GRANTEES & IPs STAFF IN BO

	Name of Staff:
	Alfred V. Gborie

	Designation:
	M&E Officer

	Mission Start:
	20/04/2022

	Mission End:
	23/04/2022

	Working days:
	MEO = 3 overnights stay

	Purpose of the mission:
	M&E TRAINING FOR MoA, GRANTEES & IPs STAFF. BO

	Mission agenda:
	The Agenda is Attached 

	Additional Staff:
	1 PCU Drivers + 16 MoA Staff 

	Transport
	PCU Vehicle 


Section II:
Mission approval:
We, the undersigned Isaac M. Bangura and Jonathan Lamboi herewith authorise the field mission for the BAFS Project staff according to the mission schedule described above.
   FREETOWN                                                      FREETOWN

 …………………………………………                                  …………………………………

Isaac M. Bangura                                             Jonathan Lamboi
Imprest Administrator                            Imprest Accounting Officer      
Training Agenda

[April 20, 21 & 22, 2022]
	Time
	Activity
	Facilitator

	DAY 1

	9.00- 9.30am 
	Registration 
	EU-BAFS

	9.30- 9.35 am
	Prayers
	

	9.35-10.15am 
	Opening Session

· Self-Introductions. 

· Purpose and Objectives of the Training 
	EU-BAFS

	10.15- 10.40
	· BREAK
	

	10. 40 am – 1.00 pm
	Introduction to M&E basic principles

1. What is Monitoring,

2. What is Evaluation,

3. M&E and the Project Management Cycle
	Facilitator

	1.00pm – 1.30pm
	LUNCH 
	EU-BAFS

	1.30am- 2.30pm
	M&E and the Project Management Cycle (Cont.)
	Facilitator

	2.30 pm - 3.00 pm
	Discussions
	Facilitator

	3.00 pm - 3.30 pm
	· BREAK
	

	3.30 pm- 5.00 pm
	Key steps of project M&E

1. Identify the purpose and scope of the M&E system

2. Planning for data collection and management
	Facilitator

	5pm 
	CLOSURE 


	EU-BAFS


	Time
	Activity
	Facilitator


	DAY 2

	9.00am- 9.30am
	Registration
	EU-BAFS

	9.30am- 9.35am
	Prayers
	

	9.35am- 9.50am
	Recap of Day 1 activities
	Facilitator

	9.50am- 11.00am
	Key steps of project M&E

3. Plan for data analysis

4. Plan for information reporting and utilization
	Facilitator

	11.00am- 11.25am
	Tea Break
	EU-BAFS

	11.25am- 1.00pm
	Group Practice Session 

To develop: 

a) M&E Plan

b) Reporting templates 
	Facilitator

	1.00pm- 1.30pm 
	· LUNCH
	EU-BAFS

	1.30 pm – 2.30 pm
	· Reporting and Discussion
	Facilitator

	2.30pm – 3.30pm
	Key steps of project M&E

1. Review and revise M&E plans based on progress
	Facilitator

	3.30 pm- 4.00 pm
	Tea Break
	EU-BAFS

	4.00pm – 4.30pm
	Key steps of project M&E

2. Agree on process of evaluation management
	Facilitator

	5.00pm 
	· CLOSURE 
	EU-BAFS


	Time
	Activity
	Facilitator

	DAY 3

	9.00- 9.30am 
	Registration 
	EU-BAFS



	9.30- 9.35 am
	Prayers
	

	9.35-10.00am 
	Recap From Day 2 
	Facilitator

	10.00am – 10.30 am
	Doing a Baseline Survey

1. What is a baseline? 

2. Why is baseline data important? 

3. Is a baseline study necessary, and if so what kind? 
	Facilitator

	10.30 am- 10.55 am
	· BREAK
	EU-BAFS

	10.55 am- 12.00am
	Doing a Baseline Survey  

4. When to conduct a baseline study? 

5. Who to conducts a baseline study? 

6. How to plan for a baseline study?

7. Reconstructing Baseline Data
	Facilitator

	12.05 am – 1.00 pm
	Group Practice Session 

· Develop a short baseline questionnaire

· Administer a baseline survey

· Analyses of baseline survey

· Develop a baseline reporting template

Enter survey data into baseline template  
	Facilitator

	1.00pm – 1.30pm
	LUNCH 
	EU-BAFS

	1.30pm – 2.30pm
	Group Practice Session (Cont.)

· Develop a short baseline 

· Administer a baseline survey

· Analyses of baseline survey

· Develop a baseline reporting template

· Enter survey data into baseline template
	Facilitator

	2.30am- 4.00pm
	Reporting and Discussions
	Facilitator

	4.00pm 
	CLOSURE 
	EU-BAFS
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