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1. Executive Summary
<Complete this last. It will be informed by the body of the report and will detail a summary of the outcomes of the exercise. 
The Executive Summary should be no more than a half page.>
1. Recommendations
<If an unmet Objective was mentioned in the Conclusions, it should be expanded on in the Recommendations. Each Recommendation should be succinct and usually no longer than one sentence. List and number Recommendations. Keep the sentences brief and clear, and use action-orientated verbs to start each. 
The substance of your Recommendations, along with supporting evidence, will be in the main body of your Report.>
2. Introduction
<Succinctly introduce the readers to the exercise organisation. Detail the type(s) of exercise and how it was planned and conducted.>
3. Background
<This section explains the context within which your evaluation was undertaken.>
3.1. Background to the Exercise
<Detail any related projects or activities that relate or supported this exercise. Provide a summary of the need for conducting the exercise.>
3.2. Dates, location, organising agency(s), key people
<Enter text.>
3.3. Participating organisations
<Detail who participated in the exercise and any other relevant stakeholders.>
3.4. Exercise aim 
<One sentence, if possible.>
3.5. Exercise objectives
<Objectives must refer to the aim.>
3.6. Exercise Scenario
<Briefly describe the scenario(s) and the related roll out of those during the exercise.>
4. Evaluation Methodology
4.1. The agreed outcomes of the evaluation activity
<Enter text.>
4.2. Evaluation scope
<What was included; what was excluded. Relate back to Objectives.>
4.3. Aspects of the exercise observed, what was not observed
<Introduce your data collection methodology, the approach you took in finding answers to the key performance indicator questions.>
4.4. The process followed in preparing and submitting the report
<Your interactions with exercise planners, what was agreed, the protocol you followed in drafting your report, taking in feedback and finalising the report.>
4.5. Other information 
<Such as where you did not get a chance to observe.>
5. Findings
< Convey the most important results of your evaluation. Relate to KPI’s and sector standards. Make certain what you choose to include tells the complete story – both positive and negative findings. Quote the related evidence you have gathered to verify and support your findings. Be fair, balanced and objective.>
6. Conclusions
<Interpret your Findings for the reader in broad overarching statements. Refer back to the exercise Objectives. Answer the question of whether the in-scope Objectives were met, and the general extent to which that occurred.>
7. Appendix 
<Specifically include evidence to substantiate Findings, Conclusions, Recommendations. Number the Appendices in order, title or caption each piece of information.>
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