Your M&E Starter File — Project Workbook
Capstone project for “Monitoring & Evaluation for NGOs and Development Projects” · Business · Beginner-friendly · Skillnaija (free course, verifiable certificate)
Pass mark: 65% · Submit at www.skillnaija.org → the course → “Submit your project”
How to use this workbook
Certificates on Skillnaija are earned by passing this project, not by finishing the lessons. This workbook is the whole brief in one file so you never have to search for what is required.
· Work through every step below and write your answers under it (type here, or print and write by hand, then photograph).
· Keep evidence as you go: photos, screenshots, spreadsheets, receipts, links. Tick the evidence checklist before you submit.
· Score yourself against the rubric at the end. If you would not give yourself the pass mark, improve the weak part first — you can only resubmit after a fail, not after a pass.
· Then upload this workbook (and your evidence) to Google Drive, make the link PUBLIC using the steps at the end, and paste the link into the submission box together with your write-up.
Your brief — what to submit
One document (Google Doc with view access, or an uploaded Word or PDF file) with a headed section for each of the six parts, plus a link to or upload of the spreadsheet from Part 5. Everything fictional; no real personal data.
What to do, step by step
Step 1 of 7
Invent a small development project you can picture: a school feeding scheme, a youth skills programme, a maternal health outreach, a farmers' cooperative, a water project, a community library, anything. Give it a name, a location, a fictional donor, a budget and a duration of one to two years. Everything is fictional: no real organisation's documents, no real people, no real beneficiaries' data.
Your work:
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
Evidence for this step (file name, photo, link):
_____________________________________________________________________
_____________________________________________________________________
Step 2 of 7
Part 1. Theory of change: a problem statement, the results chain (inputs, activities, outputs, outcomes, impact) with at least two 'if... then... because' statements, and at least three assumptions with the risk if each fails.
Your work:
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
Evidence for this step (file name, photo, link):
_____________________________________________________________________
_____________________________________________________________________
Step 3 of 7
Part 2. Logframe and indicators: a logframe with at least one goal, two outcomes and four outputs, each with an indicator, target, means of verification and assumption. Write a full indicator reference sheet for two of the indicators (definition, numerator and denominator, disaggregation, source, frequency, responsible person, limitations).
Your work:
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
Evidence for this step (file name, photo, link):
_____________________________________________________________________
_____________________________________________________________________
Step 4 of 7
Part 3. M&E plan and data flow: a performance monitoring plan table for all your indicators, and a data flow description or diagram showing who collects, checks, enters, analyses and signs off, and when. Include a one-paragraph note on data protection and safeguarding for your participants.
Your work:
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
Evidence for this step (file name, photo, link):
_____________________________________________________________________
_____________________________________________________________________
Step 5 of 7
Part 4. A data collection tool: one questionnaire or interview guide of 10 to 20 questions that measures at least two of your indicators, with a consent script at the top (and assent if children are involved), question wording you have checked for leading and double-barrelled questions, and a note on how it would be translated and pre-tested.
Your work:
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
Evidence for this step (file name, photo, link):
_____________________________________________________________________
_____________________________________________________________________
Step 6 of 7
Part 5. Data and analysis: create a fictional dataset of at least 40 records in a spreadsheet for one tool (make it realistic and include a few deliberate errors), clean it and document what you fixed, then produce a disaggregated summary table (for example by sex and location), one chart with a sentence title, and three findings written as honest sentences that separate what you measured from what you can claim caused it.
Your work:
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
Evidence for this step (file name, photo, link):
_____________________________________________________________________
_____________________________________________________________________
Step 7 of 7
Part 6. Quarterly report section: two pages for the donor: a summary, progress against indicators in a targets-versus-actuals table with reasons for variance, one challenge and what you changed, one lesson learned, and a next-quarter plan.
Your work:
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
Evidence for this step (file name, photo, link):
_____________________________________________________________________
_____________________________________________________________________
Evidence checklist — tick before you submit
	Evidence
	Included? (✓)
	Where is it (file / link / page)

	Step 1 — work and proof
	
	

	Step 2 — work and proof
	
	

	Step 3 — work and proof
	
	

	Step 4 — work and proof
	
	

	Step 5 — work and proof
	
	

	Step 6 — work and proof
	
	

	Step 7 — work and proof
	
	

	The final deliverable described in the brief
	
	

	Your write-up (what you did, choices, what you learned)
	
	

	Link tested in an incognito window — opens without sign-in
	
	


How it is graded — score yourself first
The examiner scores each criterion 0–100 and weights them as below. You need 65% overall to pass.
	Criterion
	Weight
	My honest score (0–100)

	The theory of change has a clear causal logic with explicit assumptions
	14%
	

	The logframe is coherent and the indicators are SMART, with complete reference sheets for two of them
	22%
	

	The M&E plan and data flow assign responsibility and timing and address data protection and safeguarding
	14%
	

	The data collection tool measures the indicators, has a proper consent script and avoids leading or double-barrelled questions
	16%
	

	The dataset is cleaned with documented fixes and the analysis is disaggregated, charted and honestly worded
	20%
	

	The report section is donor-ready: a variance table, a real challenge, a lesson and a plan
	14%
	


A useful habit: read each criterion and ask “where in my submission would an examiner SEE this?” If you cannot point to it, it is not there yet.
Your write-up — paste this into the submission box
Keep it under 5,000 characters. Three short parts:
1. What I did
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
2. The choices I made and why
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
3. What I learned and what I would improve next time
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
Before you submit — make your link PUBLIC
Learners fail this project for one avoidable reason: the link they paste is private. The examiner and any employer who later views your certificate cannot “request access” — a link that asks for sign-in counts as no submission.
· Google Drive (file or folder): right-click the file → Share → under "General access" change "Restricted" to "Anyone with the link" → role "Viewer" → Copy link. Then open the link in a private/incognito window: if it asks you to sign in or "Request access", it is NOT public yet.
· Google Docs, Sheets or Slides: Share (top right) → "Anyone with the link" → Viewer → Copy link. Same incognito test.
· Dropbox: Share → Create link → make sure it says "Anyone with this link can view".
· OneDrive: Share → "Anyone with the link can view" → Copy link.
· Canva: Share → "Anyone with the link" → Can view → Copy link.
· GitHub: the repository must be Public (Settings → Danger zone → Change visibility). Private repos cannot be opened.
· YouTube or video: "Unlisted" is fine; "Private" is not. WhatsApp links and files sent by chat cannot be graded.
· Photos: put them in one Drive folder shared as above and paste the FOLDER link — not one photo per link.
Final test: paste your link into a private/incognito browser window. If the work opens with no sign-in, you are ready.
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