Handout:  Examples of forms for planning a cost study

	Project Timeline  (DRAFT- to be finalized with input from Project coordinator)

	Activities
	
	
	
	
	MONTH
	
	
	
	
	

	
	FEB
	MAR
	APR
	MAY
	JUN
	JUL
	AUG 
	SEP 
	OCT
	

	Develop generic data collection forms
	
	
	XXX
	XXX
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Field Activities
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Review current programs
	
	
	
	
	XX
	XX
	
	
	
	

	Describe three intervention strategies
	
	
	
	
	XX
	XX
	
	
	
	

	Visit sites:  education, health, and community facilities, interview education, health, and community workers 
	
	
	
	
	
	XX
	XX
	
	
	

	Gather facility information from schools, health centers and community organizations
	
	
	
	
	
	XX
	XX
	
	
	

	Develop questionnaires for parents and caretakers 
	
	
	
	
	
	
	XX
	
	
	

	Revise draft survey form(s) using new information
	
	
	
	
	
	
	XX
	
	
	

	Review and revise the draft form with team
	
	
	
	
	
	
	XX
	
	
	

	Select the sample of facilities and delivery sites.
	
	
	
	
	
	
	XX
	
	
	

	Pretest the survey 
	
	
	
	
	
	
	XX
	
	
	

	Revise the survey form 
	
	
	
	
	
	
	
	XX
	
	

	Translate the form(s)
	
	
	
	
	
	
	
	XX
	
	

	Develop instruction manual if necessary
	
	
	
	
	
	
	
	XX
	
	

	Visit sites and collect data using revised data forms
	
	
	
	
	
	
	
	XX
	
	

	Data entry and cleaning
	
	
	
	
	
	
	
	
	XX
	

	Data analysis
	
	
	
	
	
	
	
	
	XX
	

	Report writing
	
	
	
	
	
	
	
	
	XX
	

	
	
	
	
	
	
	
	
	
	
	


Appendix A

LIST OF COST STUDY DATA REQUIREMENTS

DATA TYPE



LEVEL

COLLECTION METHOD
1. Start-up costs

-Program development



records

--Government meetings



records

   -Personnel

    -Facilities

2. Training costs

· Personnel



records

· Facilities



records

· Materials



records

· Per diems (snacks,etc.)



records

· Logistic support



records

3. Advocacy and Promotion (for recruitment and project implementation)

-Public meetings



records

-Behavior change/comm.



records

  Materials

· Personnel

· Brochure/Poster development

· Printing

4. Contact costs (costs to reach target, recruitment, and carry out intervention)


-  Salary/time of health personnel

records/observation

-  Salary/time of education personnel 
records/observation

-  Salary/time of community personnel
records/observation


- Salary/time of lay personnel


records/observation

5. Materials development, mass media
records

And  Supplies

6. Transportation 


- Personnel transport


facility/individual 
questionnaire


- Unit fuel price


facility
questionnaire

6. Monitoring and Evaluation

-Office supplies


records

· Paper


records

· Photocopying  


records

· Administrative personnel

records

· (Supervisory personnel included in 4 above)

Appendix B

STEPS IN DESIGNING AND PRE-TESTING COST STUDY SURVEY FORMS

1.  Describe strategic interventions to reach girls aged 10-14 years old to promote health and responsible sexuality through educational activities and strengthening of community support networks that increase knowledge, improve attitudes and develop skills.
2. Prepare worksheets for collecting information on start-up costs, training costs, and workshop costs that can be used early on in the project implementation phase.
3. Prepare guidelines for expense report to ensure cost breakdowns are available from implementing partners –CEPS and Puntos de Encuento

4. Collect background data and information from Ministry of Health and Government Statistics Office .

· Demographic and socio-economic data.

· Current salary rates, benefits, basic consulting rates and other allowances for Ministry of Health for personnel working in public health clinics (providing reproductive health services to women).

· Ministry (Health, Education, Community Development) transport allowances, transport, per diems, etc. for civil servants.

· Information on education curriculum and health service delivery system (public, private, NGO) .
· Identify possible health economists to contact and exchange information with.
5. Activities toward understanding the components of the intervention as input into collecting cost data that is complementary to expense reports.

· Visit sites where peer education support is taking place and interview participants on their involvement in the intervention.
· Visit schools, health facilities, and community organizations involved in the support network support activities and interview staff who are involved in the intervention.
· Visit parents and caretakers and interview them on their involvement in the intervention.
· Visit organizations participating in mass media programs and material development.
6.  During visits to schools, health facilities, community organizations, etc., make a list of the following types of information (where possible, indicate which resources are shared with other programs):
· All of the activities of the intervention: recruitment, training, meetings, supervision, and management.

· Identify and describe the resources used to select promoters (group leaders) and to form a group of adolescent girls. 

·  Understand components of recruitment.

·  Understand components of the training program.

· Identify training and educational materials used and what types of activities are used.

· Describe the types of personnel involved for all activities .

· List the type of supplies and materials used for regular meetings.

· List use of space and vehicles used for the intervention activities (for personnel and supplies).

· Describe monthly patterns of supervision and by whom.

· Desribe strategies for motivating the population and who does this activity.

· Discuss with program managers the operations of current programs, including the strengths and weaknesses at different levels of the community, health and educational systems that are working with the project.
7. Using information collected, revise the draft survey form(s) to closely match the way data are recorded in health clinic registers.

8. Review the draft forms with the study team, the project managers, and others.

9. Revise the draft form based on initial comments and feedback from reviewers.

10. Select the sample of facilities.

11. Pretest the survey form in a facility or delivery site not included in the sample.

12. Revise the survey form based on the pre‑test.

13. Translate the forms (this may happen much earlier in the process).

14. Develop instructions and a list of probe questions for eliciting survey responses. 
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