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C H A P T E R  O V E R V I E W

Learning Objectives

By the end of this chapter, participants will be able to:

1 Explain the purpose of MEAL planning

2 Develop a Performance Management Plan (PMP)

3 Prepare an Indicator Performance Tracking Table (IPTT)

4 Design a MEAL Activity Calendar

5 Develop a Roles and Responsibilities Matrix

6 Design a Data Flow Map

7 Prepare a Learning Plan

8 Develop a Communication and Reporting Plan

9 Design a Feedback and Response Mechanism

10 Prepare an Evaluation Plan

11 Develop a Summary Evaluation Table

12 Prepare an Evaluation Terms of Reference (ToR)

13 Integrate MEAL into project work plans

14 Budget for MEAL activities
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C H A P T E R  O V E R V I E W

Why MEAL Planning Matters

A well-designed MEAL system ensures that:

The right data are collected

Data are collected on time

Roles are clearly assigned

Information flows efficiently

Evidence supports decisions

Learning is institutionalized

Accountability mechanisms function effectively

KEY MESSAGE   Good MEAL systems are designed — not improvised.
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F O U N D A T I O N S

What is a MEAL Plan?

A MEAL Plan is the operational roadmap that explains:

WHAT

information will be collected

WHY

it will be collected

WHO

will collect it

HOW

it will be collected

WHEN

it will be collected

ANALYSIS

how it will be analyzed

USE

how it will be used
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F O U N D A T I O N S

Components of a Complete MEAL Plan

A comprehensive MEAL Plan includes:

1 Performance Management Plan (PMP)

2 Indicator Performance Tracking Table (IPTT)

3 MEAL Activity Calendar

4 Roles & Responsibilities Matrix

5 Data Flow Map

6 Learning Plan

7 Communication & Reporting Plan

8 Feedback and Response Mechanism

9 Evaluation Plan

10 Evaluation ToR

11 MEAL Budget
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S E C T I O N  1  ·  P E R F O R M A N C E  M A N A G E M E N T  P L A N

1What is a PMP?

A Performance Management Plan (PMP) explains how every 

indicator will be managed throughout the project.

It answers:

What will be measured? How? By whom? When? Why?
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S E C T I O N  1  ·  P E R F O R M A N C E  M A N A G E M E N T  P L A N

Components of a PMP

A PMP typically contains:

Results hierarchy Indicators Indicator definitions

Baselines Targets Data sources

Collection methods Frequency Responsible persons

Data analysis methods Intended data use

7



Dr Abenet Yohannes, Ph.D, JJU

S E C T I O N  1  ·  P E R F O R M A N C E  M A N A G E M E N T  P L A N

Sample PMP Structure

An illustrative row showing how one indicator is managed end to end.

Result Indicator Method Frequency Responsibility

Outcome % households using safe water Household survey Annual MEAL Officer

READING THE TABLE   Each indicator gets one row — measured, sourced, scheduled and owned.
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S E C T I O N  1  ·  P E R F O R M A N C E  M A N A G E M E N T  P L A N

Benefits of a PMP

1
Standardizes monitoring
One consistent approach across the 
project

2 Improves consistency
Comparable data over time and teams

3 Supports accountability
Clear evidence trail for every result

4
Clarifies responsibilities
Everyone knows their measurement 
role

5 Supports donor reporting
Ready-made structure for reports

6
Guides evaluations
A reference point for assessing 
progress
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S E C T I O N  2  ·  I N D I C A T O R  P E R F O R M A N C E  T R A C K I N G  T A B L E

2What is an IPTT?

An Indicator Performance Tracking Table (IPTT) is the 

primary tool used to track indicator performance over 

time.
It turns targets into a living scoreboard of actual achievement.
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S E C T I O N  2  ·  I N D I C A T O R  P E R F O R M A N C E  T R A C K I N G  T A B L E

IPTT Components

Typical columns — each answering a specific tracking question:

1

Indicator

What is being 
measured

2

Baseline

Starting value

3

Annual Target

Goal for the year

4

Quarterly Target

Goal per quarter

5

Actual Achievement

Result to date

6

Variance

Target vs. actual

7

Remarks

Notes & context
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S E C T I O N  2  ·  I N D I C A T O R  P E R F O R M A N C E  T R A C K I N G  T A B L E

Sample IPTT

Indicator Baseline Target Actual % Achievement

Safe water access 42% 70% 61% 87%

INTERPRETATION   At 61% against a 70% target, the indicator is 87% of the way there — on track, 
watch the gap.
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S E C T I O N  2  ·  I N D I C A T O R  P E R F O R M A N C E  T R A C K I N G  T A B L E

Why Use an IPTT?

It enables:

1 Progress tracking
See movement toward every target

2 Variance analysis
Spot gaps between plan and actual

3 Early warning
Flag off-track indicators quickly

4 Dashboard development
Feed visual performance summaries

5 Donor reporting
Structured, credible progress data

6
Management decision-
making
Evidence for course corrections
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S E C T I O N  3  ·  M E A L  A C T I V I T Y  C A L E N D A R

3Purpose

A MEAL Activity Calendar schedules all MEAL 

activities throughout the project lifecycle.
It converts intentions into dated, trackable commitments.
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S E C T I O N  3  ·  M E A L  A C T I V I T Y  C A L E N D A R

Activities Included

Examples of activities scheduled across the project timeline:

Baseline Routine Monitoring

Data Quality Assessment Reflection Meetings

Learning Workshops Mid-Term Evaluation

Endline Survey Final Evaluation
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S E C T I O N  3  ·  M E A L  A C T I V I T Y  C A L E N D A R

Sample Calendar

A quarterly view of when each activity happens.

Activity Q1 Q2 Q3 Q4

Baseline

Monitoring

Midterm

Evaluation
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S E C T I O N  4  ·  R O L E S  &  R E S P O N S I B I L I T I E S  M A T R I X

4Why Roles Matter

Every MEAL task should have clear 

ownership.
Unassigned tasks are the tasks that never get done.
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S E C T I O N  4  ·  R O L E S  &  R E S P O N S I B I L I T I E S  M A T R I X

Sample Responsibility Matrix

Activity Program MEAL Finance Management

Data Collection R A

Verification R

Reporting R A C

RACI MODEL R Responsible A Accountable C Consulted
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S E C T I O N  4  ·  R O L E S  &  R E S P O N S I B I L I T I E S  M A T R I X

Typical MEAL Responsibilities

Project Manager MEAL Manager

Field Officers Enumerators

Data Clerks Finance Team

Senior Management
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S E C T I O N  5  ·  D A T A  F L O W  M A P

5What is Data Flow?

A Data Flow Map shows how information moves 

from collection to decision-making.
Every hand-off is a chance to add value — or lose quality.
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S E C T I O N  5  ·  D A T A  F L O W  M A P

Typical Data Flow

1 Field Data Collection

2 Supervisor Verification

3 MEAL Office

4 Database

5 Analysis

6 Management Review

7 Donor Report

8 Learning & Decision Making

From field to decision

Data climbs a chain of custody.

Each step verifies, stores, or interprets information 

before it reaches leaders and donors — and finally loops 

back into learning and decision-making.

8 stages, one continuous chain of custody from field 

to decision.
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S E C T I O N  5  ·  D A T A  F L O W  M A P

Benefits of a Data Flow Map

1 Accountability
Clear custody at every hand-off

2 Data Quality
Verification built into the path

3 Timeliness
Bottlenecks become visible

4 Transparency
Everyone sees where data lives
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S E C T I O N  6  ·  L E A R N I N G  P L A N

6What is a Learning Plan?

A Learning Plan identifies:

1

WHAT
the project wants to learn

2

WHEN
learning will take place

3

FROM WHOM
insights will be gathered

4

METHODS
through which it will learn
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S E C T I O N  6  ·  L E A R N I N G  P L A N

Learning Questions

Examples of questions a learning plan seeks to answer:

?
Why are results improving?

?
Why are targets missed?

?
Which intervention works best?

?
Which communities are underserved?
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S E C T I O N  6  ·  L E A R N I N G  P L A N

Learning Activities

Examples:

Reflection Meetings

After Action Reviews

Learning Workshops

Community Feedback Sessions

Knowledge Sharing Events
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S E C T I O N  7  ·  C O M M U N I C A T I O N  &  R E P O R T I N G  P L A N

7Purpose

Ensures the right information reaches the right 

audience at the right time.
Reporting is communication with a purpose — not paperwork.
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S E C T I O N  7  ·  C O M M U N I C A T I O N  &  R E P O R T I N G  P L A N

Typical Reports

Weekly Updates Monthly Reports

Quarterly Reports Donor Reports

Dashboard Annual Report

Lessons Learned Brief
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S E C T I O N  7  ·  C O M M U N I C A T I O N  &  R E P O R T I N G  P L A N

Communication Matrix

Matching each audience to the information they need and how often.

Audience Information Frequency

Donor Progress Report Quarterly

Community Feedback Results Monthly

Management Dashboard Monthly
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S E C T I O N  8  ·  F E E D B A C K  &  R E S P O N S E  M E C H A N I S M

8Accountability Through Feedback

Communities should be able to:

1 Ask questions
Seek clarity about the project

2 Submit complaints
Raise concerns safely

3 Provide suggestions
Shape how work is done

4 Report misconduct
Flag wrongdoing confidentially
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S E C T I O N  8  ·  F E E D B A C K  &  R E S P O N S E  M E C H A N I S M

Feedback Channels

Examples of channels communities can use:

Hotline Suggestion Box WhatsApp

Community Meeting Email Help Desk
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S E C T I O N  8  ·  F E E D B A C K  &  R E S P O N S E  M E C H A N I S M

Feedback Workflow

STEP 1

Receive
STEP 2

Register
STEP 3

Classify
STEP 4

Investigate

STEP 5

Respond
STEP 6

Close Case
STEP 7

Learn

31



Dr Abenet Yohannes, Ph.D, JJU

S E C T I O N  8  ·  F E E D B A C K  &  R E S P O N S E  M E C H A N I S M

A Good Feedback System

Should be:

Accessible Safe Confidential

Timely Inclusive Transparent

32



Dr Abenet Yohannes, Ph.D, JJU

S E C T I O N  9  ·  E V A L U A T I O N  P L A N N I N G

9Why Plan Evaluations?

Evaluation should never be an afterthought.
Planning begins during project design.
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S E C T I O N  9  ·  E V A L U A T I O N  P L A N N I N G

Types of Evaluation

1 Baseline
Establishes the starting point

2 Midterm
Checks progress and corrects course

3 Final
Assesses results at completion

4 Impact
Measures long-term change

5 Real-Time
Rapid feedback during delivery

6 Thematic
Focuses on a specific issue
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S E C T I O N  9  ·  E V A L U A T I O N  P L A N N I N G

Evaluation Questions

Examples of questions an evaluation seeks to answer:

Did the project achieve its objectives?

Why?

For whom?

At what cost?

What lessons emerged?

35



Dr Abenet Yohannes, Ph.D, JJU

S E C T I O N  9  ·  E V A L U A T I O N  P L A N N I N G

Summary Evaluation Table

Typical columns of a summary evaluation table:

Evaluation Purpose Timing

Audience Budget Responsibility
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S E C T I O N  9  ·  E V A L U A T I O N  P L A N N I N G

Example Evaluation Plan

Evaluation Timing Responsible

Baseline Month 1 MEAL Team

Midterm Month 18 External Consultant

Final Month 36 Independent Evaluator
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S E C T I O N  1 0  ·  E V A L U A T I O N  T E R M S  O F  R E F E R E N C E

10What is a ToR?

A ToR provides instructions for evaluators.
It defines what to assess, how, and to what standard — before the work begins.
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S E C T I O N  1 0  ·  E V A L U A T I O N  T E R M S  O F  R E F E R E N C E

Typical ToR Sections

1 Background

2 Objectives

3 Scope

4 Evaluation Questions

5 Methodology

6 Deliverables

7 Timeline

8 Team Composition

9 Budget

10 Ethical Considerations
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S E C T I O N  1 1  ·  M E A L  I N T E G R A T I O N

11Integrating MEAL into Project Planning

MEAL should appear in:

Results Framework Logframe

Work Plan Procurement Plan

HR Plan Budget

Risk Register
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S E C T I O N  1 1  ·  M E A L  I N T E G R A T I O N

MEAL Across the Project Cycle

STEP 1

Design
STEP 2

Implementation
STEP 3

Monitoring
STEP 4

Learning

STEP 5

Adaptation
STEP 6

Evaluation
STEP 7

Project Closure
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S E C T I O N  1 2  ·  M E A L  B U D G E T I N G

12Why Budget for MEAL?

Without adequate resources:

1 Data quality suffers
Corners get cut in collection

2 Monitoring is delayed
Activities slip or are skipped

3 Learning disappears
No time or budget to reflect

4 Evaluations become weak
Under-resourced, low credibility
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S E C T I O N  1 2  ·  M E A L  B U D G E T I N G

Typical MEAL Budget Items

Baseline Survey Enumerators Tablets

Software Travel Data Collection

DQA Learning Workshops Evaluations

Dashboards Reporting
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S E C T I O N  1 2  ·  M E A L  B U D G E T I N G

Resource Allocation

Typical allocation categories:

Staff Consultants

Equipment Software

Travel Capacity Building

Evaluation Learning
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S E C T I O N  1 2  ·  M E A L  B U D G E T I N G

Common Budget Mistakes

Avoid these frequent pitfalls:

✕ No baseline budget ✕ No DQA budget

✕ No learning budget ✕ No evaluation budget

✕ Underestimating travel ✕ Ignoring software costs
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S E C T I O N  1 3  ·  D E V E L O P I N G  A  C O M P L E T E  M E A L  P L A N

13Step-by-Step

1 Review Results Framework

2 Finalize Indicators

3 Prepare PMP

4 Build IPTT

5 Prepare Calendar

6 Define Roles

7 Design Data Flow

8 Develop Learning Plan

9 Prepare Reporting Plan

10 Plan Evaluations

11 Budget Resources
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Practical Exercise

Using your own project, develop:

1 Performance Management Plan

2 IPTT

3 MEAL Calendar

4 Learning Plan

5 Communication Plan

6 Evaluation Plan

7 Feedback Mechanism
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Peer Review

Evaluate another group's plan — is it:

Complete? Logical? Practical?

Affordable? Integrated? Ethical?
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C H A P T E R  C L O S E

Chapter Summary

Today we learned:

Performance Management Plan

Indicator Performance Tracking Table

MEAL Calendar

Roles Matrix

Data Flow

Learning Plan

Reporting Plan

Feedback Mechanism

Evaluation Planning

Evaluation ToR

Integration into Work Plans

MEAL Budgeting
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Thank You
Questions and Discussion

Dr Abenet Yohannes, Ph.D
Email: abenetyohannes@gmail.com

Jigjiga University

A well-designed MEAL plan transforms data into evidence, evidence into decisions, and decisions into 
improved project performance and sustainable impact.
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