Monitoring the Use of Data– A Checklist
The checklist is to be used on a monthly basis during program review meetings, to document regular review, discussion and use of programmatic indicators that are key to the delivery of services in your organization. Each month a new checklist should be started and the and past month’s checklists reviewed to ensure completion of follow-up activities.  Upon completion of the checklist, submit it electronically to your M&E Officer, copying the Country Director. 

Meeting Date: __________________________________________

Name of Person Completing Checklist: 
· Review service statistics data monthly with program and M&E staff.
What indicators/data/statistics were reviewed:

Who attended the data review meeting:
· Identify priority questions based on review of data.                                                       Priority Questions (record “none” if program on track or no questions arise): 
· Enter priority questions, person responsible, and date for answering questions.
Dates of follow-up: 

· Develop & communicate recommendations based on data analysis.
Dates of follow-up: 
· Implement program change/improvement based on recommendations.
Dates of follow-up: 
· Follow up on identified program indicator to document change.
· Prepare a short summary/narrative of data review and program change.
Dates of follow-up: 
NOTES on progress, barriers, etc:
Framework for Linking Data with Action
	Finding
	Policy/Programmatic Question


	Action/ decision
	Officer Responsible 
	Timeline
	Timeline for next Review
	Progress Update
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