EURODAD TERMS OF REFERENCE TEMPLATE FOR RESEARCH

Background information about this template
All Eurodad research goes through three key planning phases before implementation begins, with key documents associated with each:

· Phase 1: Scoping – identifying the objectives, discussing with partners, developing the basic concept and audience of the research, if possible identifying a key date for publication such as a political ‘moment’. 
· OUTPUT: CONCEPT NOTE – a short (2 page) document setting out the objectives, audience, how the research links to ongoing advocacy / networking, and the basic methodology, scope and timeframe. This is intended to form the basis for further discussion and refinement.

· Phase 2: Planning: nailing down the objectives and audience, developing the methodology, clearly stating the scope, planning the timeline, identifying resources needed.

· OUTPUT: ToR – using this document. Please read the comments for guidance on each section. 

NB: This document should be agreed with the following people before implementation:
· Project partners and (if applicable) external co-authors

· Eurodad lead on issue area (it may be you!)

· Eurodad Director (as research quality control lead in Eurodad)
· Phase 3: Dissemination: At the same time or as soon as possible after you have planned the content of the report, also plan a dissemination strategy so that everybody – partners; colleagues; communications staff, can also plan activities in
	Section A
	Basic information

	WORKING TITLE
	

	AUTHOR
	

	FUNDER(S)
	

	TYPE OF PAPER

(campaign report/ briefing paper/internal paper)
	

	
	

	
	

	LENGTH (PAGES
)

All reports must include a 1-2 page executive summary


	

	RELEVANT PREVIOUS EURODAD REPORTS / BRIEFINGS

(with hyperlinks)
	

	
	


	Section B
	Objectives and audience


	
	

	PURPOSE 

Why is this being commissioned, and why now? How does it contribute to Eurodad strategy and this year’s workplan objectives? 


	 

	OBJECTIVES

What specifically do you hope to achieve with this report? What impact will it have on the audience? 


	

	PRIMARY AUDIENCE

For whom is it being written? Who are we trying to influence? What kind of tone/style will the paper adopt? What level of knowledge on its topic will the paper assume? 


	· 

	SECONDARY AUDIENCES

Other audiences who you expect will be interested
.


	· 

	PROPOSITION

What is the paper’s core argument and policy recommendation(s
)? 


	 

	SENSITIVITIES

What are the risks in publishing this paper? [Political differences among the network, potential legal problems, etc]


	


	Section C
	Methodology and scope

	
	

	METHODOLOGY
	How will this report be produced? (Desk research, interviews, on the ground investigation, statistical analysis etc
).

	Fill in here – use as much space as you need.



	SCOPE
	What will be covered in the research? What will not be covered
? Is this manageable?

	Fill in here – use as much space as you need.



	OUTLINE
	Detail the main chapters. What will each cover? How long will it be? Likely key messages?

	Fill in here – use as much space as you need.



	COMMENT/ REFERENCE GROUPS

	Who will you ask to comment on the paper? At what stage?

	


	Section D
	Printing and translation

	TRANSLATION?
Does the full text need translating? 
If yes into which language(s)? 
	

	PROFESSIONAL LAYOUT?
	

	EXTERNAL PRINTING? 

Please state number of copies


	


	Section E
	Production schedule



	Phase
	PRODUCT
	TIME TAKEN (Working days)
	DEADLINE FOR COMPLETION

	A: PREPARATION  

Time taken will depend on the type of publication



	
	Detailed outline
	
	

	
	Comment / reference groups established
	
	

	
	Detailed plan for implementation (if a major piece of work)
	
	

	B: IMPLEMENTATION

Time taken will depend on the type of publication



	
	Phase 1
	Use as many phases as needed

	

	
	Phase 2


	
	


	C: DRAFTING  

Minimum time for major report: 33 working days



	
	1. FIRST DRAFT


	5 (min)
	

	
	2. Comments on first draft


	10 (minimum)
	

	
	3. SECOND DRAFT


	5-10 (minimum
)
	

	
	4. Comments on second draft


	5-10 (minimum)
	

	
	5. FINAL DRAFT


	2-5 (minimum)
	

	
	6. Sign off by Director, board member, partners
	5-10 (minimum)
	

	
	7. PUBLICATION DRAFT



	1-2 (min)
	

	D: PREPARING FOR PUBLICATION

NB: You must prepare a detailed publication plan -  before you begin your second draft



	
	1. Agree production schedule with copy editors, designer, printer and translator
 in collaboration with the Communications Manager
	Before completing 1st draft
	

	
	2. Design brief


	
	

	
	3. COPY EDIT & PROOFREAD

	For 20 pages or more: at least 3 days. Larger reports: 5 days. 
	

	
	4. Check copy edit
	1-2
	

	
	5. DESIGN


	2-5 days depending on the size
	

	
	6. Proof-read designed version

	1-2 days
	

	
	7. Comment on design
	1-2
	

	
	8. SECOND PROOF STAGE/ FINAL DESIGNED PAPER

	1-5 days
	

	
	9. PRINTING



	5 days 
	


	
	10. Translation
 


	5-15
	


	
	11. Translation design


	1-2
	

	
	12. Proof the designed version. 
	1-2 
	

	F: PUBLICATION

Please complete a detailed dissemination plan before finishing the second draft – see separate template.




�Think about your audience and objectives carefully when deciding the length.


�Fill in all this section using as few words as possible!  Try to make these key elements very clear and concise.


�NB: you are NOT writing the report for these audiences! It’s very important to have one single audience in mind when writing. Secondary audiences are those who you think may find the report useful / interesting even though it’s written for a different audience.


�Really try hard to boil this down to the essence of what you are trying to argue and the one or two key recommendations you are supporting. If the research is intended to help develop these recommendations, then state that clearly.


�Be as specific as possible e.g. how many interviews? With who? What data will you collect? How will you analyse it? What case studies will you conduct? How? What do you expect to be able to learn from each method?


�It’s very important to be very clear here – the tighter you define your scope, the less complications you will have later on. 


�Some general ideas to think about:





Your Eurodad colleagues will be helpful throughout, but are unlikely to be the main source of expertise – seek out external allies!


For larger pieces, a formal ‘reference group’ of external experts is useful – people are more likely to give you support if you treat them as special, and indicate that this is a serious piece of work( 


Active communication is THE KEY to getting valuable comments from external people – tell them when you are going to send them drafts (and stick to the deadlines) give them plenty of time for comment, remind them politely several times, chase up if they don’t etc. Never assume someone will do something just because you have asked them once!





�Look at the summary list of printing of previous publications for a guide.


�Please bear in mind that it is more cost-effective to print more rather than less copies. 


�Please take care with this – if you can establish a realistic schedule at the start and stick with it, you will avoid 90% of the headaches that people hate most about report-writing( 


A good production schedule which you communicate to reviewers, partners etc is invaluable in getting external support for your paper. 


�Very useful to divide you research into phases – to give you intermediate deadlines (break down the work into manageable chunks)


�It is possible to shorten this, but you have to be extremely well organized and fanatical about sticking to deadlines. Is that you?


�(Aim for a complete product, but expect significant comments)





�(Aim for what you believe to be the final draft, but expect detailed comments)





�The better your first draft, the less likely you are to be spending a lot of time doing extra work for draft 2. 


�Make sure you have communicated to commenters how you have dealt with their comments. There’s nothing more frustrating than feeling your comments have been ignored.


�You may still need to make a few changes, tidy up footnotes etc. This takes longer than you think!


�You can do no more to improve this!


�The timings in this section only work if the copy editors, designers etc know exactly when they will get your input – they need to block time in their calendars. 


�The designer can work on cover image, graphs, pictures etc before they have the text


�Send the designer the final copy edited text only.


�Often mistakes can happen during design, so it is important to book in a proof read at this stage. Send back proof and design comments together. 


�Depending on the length of the paper, you may need a second proof stage – this will be true of any longer reports. 


�Send the final designed version to the printer


�Five days should be planned in for printing unless it is a short briefing. 


�This can start in parallel to the design – send the copy edited text





�Using the same template
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