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Final Evaluation Report 
The Final Evaluation Report is an opportunity for the In-Country Convenor to reflect and report on the project in retrospect and to share the learnings and hurdles with the International Secretariat. Its design is flexible to enable the In-Country Convenor to convey their story as best possible. 
The Final Evaluation Report should be at least 1000 words and submitted with attachments.
Recommended Structure
The recommended structure serves as a guide for each city to use and to build upon. The following headings and questions should be incorporated into the format of the Final Evaluation Report. This enables an initial framework and some level of consistency between the member cities. 
	Project Title and Description
	1. Project title and overall aim.

	Desired Objectives

	2. What were the desired objectives?

3. Were these achieved within their timeframes?

4. What was the main reason for not achieving the desired objectives?

	Difficulties Experienced
	1. Did you experience any difficulties or unforseen events?

2. How were these responded to?

3. Could this situation have been avoided?

	Milestones and Outcomes achieved

	1. Did you achieve all the expected milestones and outcomes?

2. What was the main reason for not achieving these, if any?

3. Has the project influenced other additional outcomes that were not envisaged?

	Project Management

	1. Overall, how would you describe the project management?

2. Did the refinement and design phases assist the conceptual framework?  

3. How did the monitoring and evaluation influence the project design/implementation?

	Stakeholders and Collaboration
	4. Have the stakeholders adequately performed their roles and responsibilities?

5. Was the structure of the Local Secretariat effective in building working collaborations?

	Interest / Support gained


	1. Has the project received interest/support from other organisations/parties that were not initially involved?

2. What has been their motivation to be involved?

3. Have these people been incorporated into the project?

	Attachments
	1. Project reports (narrative, technical)

2. Events and related media articles.


