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Annex 7h: 

M&E System Checklist and Guideline 
 

Introduction 
Monitoring and evaluation is project management and essential for those who manage anything from a small 

project component to an entire operation.  

 

Components of DRC Country and Regional MEL System and Monitoring and Evaluation processes in DRC are 

closely linked to the Planning and Reporting Framework (PRF). As the name suggests, PRF is defined as a 

management toolset to follow up on strategic planning and implementation. It is, however, also central to 

learning in the organisation through the Annual Review.  The PRF core elements are the Strategic Planning 

Document (SPD), Annual Review (AR) and the Results Contract (RC). When developing a country or regional 

M&E system the PRF should be placed centrally. This will be ensured by taking the DRC monitoring, 

evaluation and learning, minimum operational procedures (MELMOP) into account. 

 

The MELMOPs define DRC’s internal M&E requirements. In addition, DRC’s regional and country level 

offices may decide upon additional procedures on their own if needed, as well as if donors and partners have 

M&E requirements that need to be taken into account when describing the M&E process in place in the country 

or regional operation. 

 

Components of a DRC Country and Regional MEL System 

The purpose of a DRC MEL System is to: 

 Ensure timely and relevant data collection at all stages for the project management cycle and that this is 

linked to the PRF. 

 Ensure that organisational and donor requirements in regards to monitoring and evaluation are fulfilled: 

this includes complying with the MELMOPs. 

 Ensure that, whenever possible, the monitoring and evaluation processes contribute to cross-

organisational learning. 

 

Setting up a good Monitoring Evaluation and Learning (MEL) system requires careful thinking. It needs to take 

into consideration the working context, the information needs, the resources available to maintain the system 

and process the data and information collected. Therefore keeping it simple is paramount.   

 

Documenting the Country and Regional MEL System  
It is defined as a MELMOP that each DRC country and regional operation needs to document the MEL 

procedures and systems that are in place. The purpose for documenting in the Country and Regional MEL 

system is manifold:  

 The documenting of the MEL System should enable the operation to have an easy overview of roles 
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and responsibilities in regards to MEL, as well as processes and data collection tools available.   

 

o This will in turn enable the operation to maintain the system between the frequent turnovers of 

staff. 

o Enable better and more efficient support to MEL from either external DRC M&E staff or 

consultants.  

 

 And most importantly, the document should describe how MEL processes are linked to the Project 

Management Cycle and how the data collected is used. This is to avoid that monitoring and evaluation 

activities become irregular and isolated from strategic and programmatic decision making.  

 

The document can be produced using the checklist below. It is optional to use the checklist. However, it is 

mandatory to ensure that the country or regional level MEL System enables the operation to take into account 

the MELMOPs. To confirm this use the MEL Compliance Self Check; the template is found at melmop.drc.dk.  

 

 

  

1. A standard overview of key M&E processes in the operation for each stage of the DRC 

project management cycle (PMC) is developed (Similar to a Master Monitoring and 

Evaluation Plan). This should include an overview of any larger data collection, 

evaluation and or review activities that the programme needs to undertake. This can be 

baselines, evaluations or reviews and need assessments. 

 

 

2. An overview of M&E roles and responsibilities and staffing structure is produced 

(Preferably illustrated in an organogram). See the guideline on DRC M&E Staff ToR at 

melmop.drc.dk 

 

 

3. An overview of key results and linked to this recurrent data needs, which are common 

across projects. An indicator tracking tool could be developed (an example is at 

melmop.drc.dk)  

 

 

4. An overview of the data collection tools and templates in use in the operation. 

 

 

5. Description of the country office’s M&E budget (refer to the Guideline for Budgeting 

for M&E at melmop.drc.dk) 

 

 

6. A MEL System implementation plan  
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MEL System Checklist 

1:  Overview of M&E processes in regards to DRC PCM 

Key processes of M&E in regards to the project cycle are depicted in the MEL in the DRC PCM figure, which is 

found at melmop.drc.dk. 

 

Roles, responsibilities and resources may be considered in regards to each of the M&E activities in the different 

stages of the project management cycle. The activities to consider are shown below.  

 

Need Assessment  

o Context analysis and capacity analysis  

o Identification and analysis of needs  

 

 

Strategic Planning  

o Programme and response strategy development  

o Indicator development process initiated  

o Monitoring and Evaluation Plan drafted 

 

 

Resource Mobilisation  

o LogFrame and proposal development  

o M&E staff and needs identified 

o Data and data analysis needs (including baselines and databases) 

o Budgeting for M&E  

 

 

Implementation and Monitoring  

o Kick off / Grant Opening Meeting 

o Revisit LFA indicators and Monitoring and Evaluation Plan  

o Tools for data collection accessed or developed  

o Indicator Tracking Tool developed 

o Hiring M&E Staff, job descriptions  

o M&E Staff training  

o Evaluation planning started 

o Continuously monitoring of project progress   

o Analysis and use of monitoring data for keeping the project on track 

o Project evaluations and reviews, in real time or midterm  

 

Review and Evaluation 

o Collection of Lessons Learned feeds into Annual Review  

o End of project review or evaluation conducted if relevant  

 

2: MEL System Roles and Responsibilities  

It can be useful to develop an organogram to outline reporting lines in regards to M&E Focal Point and or 

coordinators in relation to:  

 

 Senior Management (SMT); It is recommended that updates on larger M&E processes is a fixed agenda 

point at SMT meetings and that an update on progress towards key operational results are presented by 

M&E staff at the SMT meeting.   

 Project or programme embedded M&E teams; it is recommended that M&E teams are set-up as 
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external to the projects or programme to which they collect data on progress (e.g. avoiding that the 

same staff both do implementation and monitoring on progress towards results).   

 Grant management, information and knowledge management staff and or quality management. Se the 

guideline on DRC M&E Staff ToR at melmop.drc.dk 

 

Specific M&E roles & responsibilities to consider: 

- Who collects the data 

- Who enters the data 

- Who analyses the data 

- Who drafts reports 

- Who ensures responses/action to findings (assessments, reports and evaluations) 

- Who manages evaluations: in-country, DRC and external 

- Who documents the changes made to operations as a result of M&E findings 

- Who ensure and documents the use of M&E findings when developing proposals 

- Who prepares the lessons learned for the annual review 

- Who captures lessons learned from the annual review  

- Who shared the lessons learned with mel@drc.dk  

- Who fills out the MEL Compliance Self Check  

 

 

3&4: An overview of data needs and data collection tools and templates in use in the operation 

Creating an overview of existing data needs and collection tools will be useful for two reasons:  

o To gain and understanding of what is the most relevant data for the operation to collect and go through 

the project LogFrames to find commonalities in data needs between projects. This can also facilitate the 

development of master Monitoring and Evaluation Plans and Indicator Tracking Tools.  

o Gaining an overview of what data collection tools are available in country can help the operation avoid 

developing tools that are already in place and also be aware of ongoing data collection processes.  

 

 

In reviewing data needs it may be relevant to consider the following three questions:  

o Who is this data collected for? Is it for the organisation, the team implementing the project or 

programme? Is it for the senior managers of the organisation? Is it for those who have provided the 

money e.g. donors? Or is it for those intended to benefit from the project? 

 

o How is the data going to be collected? What resources are available: time, money and people? A 

process that has to be completed within days and with no extra resources will require a different 

methodology than a process that has a timeframe of many months, a large budget and a team of 

evaluators. 

 

5: Description of the country office’s M&E budget (refer to the Guideline for Budgeting for M&E at 

melmop.drc.dk) 

Ensuring that there are resources for M&E and a budget for baselines and evaluations if such are needed is a 

responsibility for the M&E focal points together with the project and programme managers. At melmop.drc.dk 

you will find more support in regards to budgeting for M&E.  

 

6: An MEL System implementation plan 

mailto:mel@drc.dk
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For those of the country or regional operations that does not have a fully implemented MEL System and 

implementation plan covering the above five points should develop one.  


