Procedures and Data Collection Forms

Module C

Purpose of document

The main purpose of this document is to assist the staff of the WUAs to enter the information required by
the MONEVA monitoring and evaluation system in a standard manner.

The document is a complement to the Excel Table called 'MONEVA Data Processing Local Level.xls' where all
the numerical variables to be entered are listed in the spreadsheet called “Input 2MONEVA”. The data to be
entered are located in column E of the mentioned spreadsheet: Some of the values to be entered are
simple and can be easily filled by the users. However other values are complex requiring some intermediate
calculations or clarifications. This document is precisely addressed to these more complex variables by
providing guidance on how to calculate them.

The variables that are subject of this document are marked in green in the spreadsheet “Input 2MONEVA”
in the column.

Structure of the document
The document is structured in a consistent manner for all the variables analysed. Basically it covers the
following 4 steps for each variable analysed:

1. Data process table. It describes the main characteristics of the process and provides guidance with
respect to the methodology to be used for the data collection, the data to be collected and some
other descriptive aspects of the process.

2. Tasks table. It provides the sequence of the tasks to be undertaken, when and by whom. The last
2/3 rows of the table provide guidance regarding the forms to be used and their location.

3. Examples of the forms to be used. In the most general case 3 forms are needed, namely:

a. Data collection forms, which are necessary to collect the information in the field. A typical
example of such forms is the questionnaires to be used in the field to collect the views of
the farmers regarding their degree of satisfaction with respect to some activities of the
WUA (maintenance, operation, etc.). Examples of such a form are presented with sample
information to clarify how they must be filled by the users

b. Data processing forms: The information collected in the data collection forms needs
generally to be processed. For instance the individual questionnaires have to be grouped
together in order to consolidate the views of the consulted farmers. The examples on data
processing forms also contain data to ensure a better understanding of the processing.
These data are only for illustrative purposes. The user should enter the information in the
Processing spreadsheet where the same forma are included but with the facility that the
required calculations are done automatically in Excel. The results of the calculation is
sometimes automatically entered in the Colum E of spreadsheet Input2MONEVA but in
other occasion another step of calculation is needed (point c)

c. Data Input forms. Sometimes the information resulted of the data processing forms needs
to be grouped together in different ways and this is illustrated in the “Data input forms”
with some fictitious data for better understanding of the process. These forms are also
included in the spreadsheet “processing” where calculations will be done automatically. In
some cases the user will have to add rows of similar information



4. Annex 1 with the complete collection of data collection forms. Here the same forms that were
described in the examples are included without any data and ready for use in the field once printed
and distributed.
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