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List of Acronyms  
 
ACS   African Centre for Statistics 

DCPMS  Documents, Conference and Production Management System 

DPMU   Documents Planning and Monitoring Unit  

ECA   United Nations Economic Commission for Africa  

ECMRS  External Communications and Media Relations Section 

ISBN/eISBN  International Standard Book Number 

ISSN/eISSN  International Standard Serial Number 

KLSS   Knowledge and Library Services Section 

MSs   Member States 

N/A   Not Applicable 

OQS   Operational Quality Section 

REC   Regional Economic Communities 

SPOQD  Strategic Planning and Operational Quality Division 

SRO   Sub Regional Office  



 

 

Background 
 
This document describes the quality assurance procedures for ECA publications and 

documents in detail in accordance with the Conceptual Framework of the Commission’s 
Quality Assurance Manual. The document defines the products to be reviewed and introduces 
existing organizational guidelines, mandates and documents to guide the quality process. It also 
presents the specific   checklists to be used both for self-assurance and for assessing the quality 
of the final product. 
 
Existing policies, guidelines, and manuals 
 

The main frameworks guiding quality assurance of publications and documents at ECA 
and their implications from a quality assurance point of view are summarised in Table 1. 
 
Table 1 
Frameworks guiding the quality assurance of publications and documents 
 

Guideline and strategy Implications

United Nations Policy Manual for 
Publications 

• Definition of publication and document. 
• Formats for concept development and budget. 
• Content preparation.

Information Circular 043 on 
Publications and Documentation 
Guidelines at ECA 

• Description of types of ECA publications, 
workflows and quality control mechanisms 

Users’ Guidelines on the preparation 
and submission of documentation 

• Standard operating procedures for the preparation 
and submission of publications 

Information Circular 005 on Use of 
Languages at ECA 

• All publications aimed at an external audience 
should be produced in both English and French 

Operational Quality Policy • Quality assurance plan 
Communications Strategy • Communications plan for all publications 

• Apply a campaign approach to strategic publications 
Knowledge Management Strategy • Using lessons learned to improve formulation of 

products 
• Structured “after-action reviews” 

 
Definition and scope 
 

The procedures in this document apply to ECA publications as defined by Information 
Circular 043 on Publications and Documentation Guidelines at ECA1. 
 

In line with United Nations’ definition, publications refer to any written material issued 
by or for ECA to a defined external audience. They are issued in response to legislative 
mandates or requests by intergovernmental bodies or expert bodies, or when author offices 

                                                 
1 ECA (April 2015). Users’ Guidelines on the preparation and submission of documentation, p. 2. 
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deem them necessary to fulfil their mandate. If they are distributed for a price, they are assigned 
an International Standard Book Number (ISBN/eISBN) or an International Standard Serial 
Number (ISSN/eISSN) for recurrent publications2. All publications should be included in the 
ECA publications programme. Author offices are required to submit, no later than 15 October, 
their respective forecast of publications for the following year to DPMU through DCPMS.  This 
will enable the timely issuance a month later of the Catalogue of Publications in both English 
and French3.  
 

The categories of publications to be produced by ECA are as follows: 
 
Press Releases  
 
Definition: A page or less of text containing key messages and points from ECA publications, 
events and activities. It may also be accompanied by a photo or an info-graphic. 
 
Objective: To distill the most important message(s) from other ECA publications, events and 
activities for wider dissemination. 
 
Main feature: Use of text, data and info-graphics to present situations. 
 
Summaries  
 
Definition: Concise documents (less than 8,500 words) summarizing flagship publications, 
headline publications or other thematic reports. 
 
Objective: To summarize and present key messages and recommendations from ECA’s 
flagship, headline and thematic publications, and communicate these messages to a wide 
audience. 
 
Main feature: Derived from ECA research related reports. 
 
Policy Briefs  
 
Definition: Concise documents summarizing policy issues and options and specifically 
targeting those interested in government policies. 
 
Objective: To distill key messages and recommendations from ECA’s research, and 
communicate them to stakeholders and the general public.  
 
Main features:  
• Evidence based 
• Present new insights 
 
Flagship Publications  
 
Definition: In-depth and analytical publication of ECA (on average around 240 pages) to 
communicate ECA’s strategic thinking on key development issues, and serve as ECA’s 
signature think piece that audiences most closely associate with the organization. 
                                                 
2  
3 ECA (2014). ECA Users’ Guidelines on the Preparation and Submission of Documentation. 
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Objective: To communicate ECA’s strategic thinking and voice on key development issues. 
 
Main features:  
• ECA’s signature think piece; 
• Credible and in-depth analysis of ECA’s strategic research priorities; 
• Exclusively owned and managed by ECA; 
• Only one branded flagship publication will be produced in a year; 
• Prepared under the leadership of a Flagship Coordinator; and 
• Jointly prepared and delivered through the cooperation of all ECA departments and bodies.  
 
Geographic Headline Publications  
 
Definition: Examples include country and regional profiles produced by sub-regional offices to 
report latest developments in countries and regions. 
 
Objective: To summarize the most updated developments in different countries and regions; 
provide first-hand information of progress which can serve as basis for short-term decision 
making and policy analysis; and tell concrete development stories to engage a wider audience. 
 
Main features:  
• Focus on different geographical areas; 
• Present large quantities of accurate data in a timely and organized manner; 
• Provide first-hand information to inform other ECA studies; 
• Target a much broader audience; and 
 
Thematic Headline Publications  
 
Definition: Key publications managed by divisions to focus on key issues related to their 
mandates, and that produce regular updates on progress in specific thematic areas. 
 
Objective: To fulfill ECA’s statutory research mandates in different areas, and deliver ECA’s 
voice in specialized areas. 
 
Main features: 
• Mandate driven lead by individual divisions; 
• Address key aspects of Africa’s transformative development agenda and should refer to 

African Development Goals; 
• Analysis of options and projections on taking forward Africa’s transformation agenda; 
• Empirically based, making use of data from ECA Databank and Country Profiles regarding 

progress towards the African Development Goals; 
• Draw upon bodies of evidence in  working papers, peer reviewed literature and when 

necessary, relevant grey literature for example, coming from government agencies; 
• Number and subjects will be rationalized through an annual consultative process directed 

by the Senior management team; and 
• Will be produced as books rather than reports. 
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Policy Newsletters  
 
Definition: Reader friendly summaries of ECA-wide activities in a single periodic edition. 
 
Objective: To engage ECA stakeholders and partner communities, and disseminate key 
research findings and messages. 
 
Main features: 
• Summary of ECA’s activities, latest research and upcoming events; and 
• A venue for stakeholders to respond to ECA focal points. 
 
ECA Journal 
 
Definition: Research journal specializing in publishing original studies on Africa’s social, 
economic, institutional, and environmental transformation. 
 
Objective: To provide a platform for the publication of scholarly papers on ECA’s priority 
areas, and further establish reputation as a primary think tank in Africa. 
 
Main features: 
• Uniquely African perspective dealing with African realities; 
• Contributing authors from both within and outside of ECA; 
• Independent editorial board made up of prominent African academics; 
• Double-blinded peer-review process; and 
• Articles should include a short abstract (200-300 words) immediately preceding the 

introduction. 
 
ECA will publish four journals: 
 

(a) A bilingual (English/French) self-published ECA journal; 

(b) A bilingual (English/French)journal jointly published with the Council for the 
Development of Social Science Research in Africa; 

(c) An English-language journal jointly published with the University of Cape town; and 

(d) An Arabic-language journal jointly published with Cairo University. 
 
Special Thematic Reports  
 
Definition: Stand-alone report to systematically discuss a specific topic which must be directly 
supported by at least three (3) ECA working papers. 
 
Objective: To offer systematic and quality discussion and analysis of a specific topic. 
 
Main features: 
• Build on the knowledge and original ideas developed in working papers; 
• Produced only when ECA has accumulated sufficient knowledge and original research on 

a topic; 
• Address specific issues more systematically, but exclude cross-cutting issues; and 
• Complement the flagship publication and working papers 
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Case Studies, Research Papers and Working Papers  
 
Definition: Original studies on specific topics which any staff member can initiate; represent 
the opinions of the authors rather than ECA. 
 
Objective: To deliver original and diversified research that will serve as a knowledge base for 
more systematic ECA studies.  
 
Main features: 
• Original research rather than summary or repackaging of existing knowledge; 
• Main channel for staff members to take initiatives in suggesting and conducting research; 
• A minimum number to be produced in a planning cycle; 
• Themes based on the latest requests and thinking, expertise and interest of staff, and the 

relevance to ECA’s research priorities; and 
• Represent thinking of the authors rather than ECA and are not required to be consistent 

with existing ECA research results or conclusion. 
 
In addition, the Users’ Guidelines on the preparation and submission of documentation include 
two additional categories of publications proceedings and serial publications. 
 
Proceedings  
 
Definition: Publications that include the papers presented at major UN conferences and 
meetings. 
 
Serial Publications such as Yearbooks, Annual and Biennial Reports. 
 
Definition: Collections of publications with inter-related themes or programmes. 
 
Information Circular 043 on Publications and Documentation Guidelines at ECA describes pre-
established workflows and quality control mechanisms for ECA publications. These are 
summarized in Table 2 which identifies the publications together with their periodicity, 
authorship, the review body to peer review the publication, and the approval body. 
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Table 2 
Summary of structures according to publication type  
 

Publication Page limit Periodicity Author 

Review body Approval 
body Internal 

peer 
review 

External 
peer 

review 
Policy briefs N/A Ad hoc Main author ● ● Division/ 

Centre 
Flagship 
publications 

240 standard pages 
(79, 200 words) 

Yearly Drafting Team ● ● Senior 
management 
team 

Geographic 
headline 
publications 

24 standard pages  
(7, 920 words) 

 Quarterly 
products 

 Yearly 
report 

Main author ●  Sub-regional 
office 

Thematic headline 
publications 

24 standard pages  
(7, 920 words) 

Every 2 to 3 
years 

Main author or 
Drafting Team 

● ● Division/ 
Centre 

Policy newsletters N/A Monthly Main author ●  ECMRS* 
ECA journal 
articles 

27 standard pages  
(9, 000 words) 
including abstract, 
footnotes, references, 
tables and figures 

To be 
determined 

Main author  ● Journal Board 

Special thematic 
reports 

24 standard pages  
(7, 920 words) 

Ad hoc Main author ●  Division/ 
Centre 

Case study, 
research paper and 
working papers 

24 standard pages  
(7, 920 words) 

Fixed by Unit Main author ●  Division/ 
Centre/Sub-
regional office 

Press releases 1 standard page  Depend on related ECA publication, events and activities
Summaries 30 standard pages  

(9, 900 words) 
Depend on related ECA publication 

 

Note: * ECMRS - External Communications and Media Relations Section 
 

In line with United Nations’ definition, the Users’ Guidelines on the preparation and 
submission of documentation defines an ECA document – also known as a parliamentary 
document - as “a text submitted to a principal organ or subsidiary organ of the Commission for 
consideration by it, usually in connection with an item or items on its agenda”. ECA documents 
are issued under a United Nations document symbol. Official records – including meeting 
records, annexes and supplements – of the principal organs or conferences of the United Nations 
are also documents. 
 

The standard page limits for ECA documents are as follows: 
 

• 16 standard pages (5,280 words) for parliamentary documents or meeting documents; 
and 

• 24 standard pages (5, 280 words) for documents of expert groups or other reports and 
studies. 
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Figure 1 
Quality Assurance Process 
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Quality assurance 

Figure 1 summarizes the main roles and responsibilities of the responsible organizational 
unit during self-assurance and of OQS and/or quality assurance panels during external review. 

 
To ensure that quality principles are intertwined into the realization of the product, the 

responsible organizational unit should outline all quality assurance interventions in a Quality 
Assurance Plan as part of its self-assurance responsibility. The Plan is designed to highlight 
anticipated quality bottlenecks and mitigations techniques throughout the life cycle of a product 
[entry (planning), implementation (development and production), exit (distribution), and 
lessons learned].  

 
For journal articles, the quality will be assured by the board of the particular journal. For 

the three journals which will be jointly published by ECA, the editorial policy adopted will be 
those of the co-publishers - the Council for the Development of Social Science Research in 
Africa, the University of Cape Town, and Cairo University. The editorial policy for the self-
published ECA Journal will be based on the guidelines of the ECA Publications Committee.  
 
Data quality assurance 

If the publication or document involves data collection, the responsible organizational 
unit should prepare a data plan to describe the data collection, processing, and analysis needs 
of the publication/document, and other relevant details. This plan is submitted to the African 
Centre for Statistics to obtain accurate and reliable data in accordance with the Data 
Management Protocol.   

Tasks and responsibilities in the planning, development and distribution of ECA 
publications are shown in the Table 3. A summary of the generic ECA quality assurance 
procedures is presented in table 4. Annex 1 outlines what should be reviewed at each stage in 
the development of a product or preparation of a service while Annex 2 provides details on who 
is responsible for self-assurance, external quality reviews, as well as for making the final 
decision to approve a product/delivery of a service or not. Templates or checklists to be used 
for each step of the quality assurance system (entry, implementation, exit and lessons learned) 
are also provided in Annexes. 
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Table 3 
Tasks and responsibilities for publications and documents 

Task Responsibility 

1. Planning  
Prepare a concept note with accompanying planning documents  Lead author 
Implementation (Development and Production) 
Collect and analyze data, if applicable  
Drafting of manuscript Author/Drafting Team 
Fact checking  Lead author 
Finalize manuscript Author/Coordinator of 

Drafting Team 
Preface and forward Lead author 
Copy-editing and proofreading Publications Section 
Translation Publications Section 
Graphic design and page lay-out Publications Section 
Printing Publications Section 

2. Distribution 
Develop communications plan  Author/Coordinator of 

Drafting Team 
Develop distribution plan   Author/Coordinator of 

Drafting Team 
Drafting of promotion materials Author/Coordinator of 

Drafting Team 
Graphic design and printing of promotional materials Publications Section 
Dissemination of promotional materials ECMRS 
Organization of promotional activities Author/Coordinator of 

Drafting Team 
Launch of publication/document Author/Coordinator of 

Drafting Team 
Distribution of publication/document Publications Section 

3. Lessons Learned 
Capture lessons learned throughout product realization  Author/Drafting Team 
Compile lessons learned from Track 1 and Track 2 and discuss the 
implications with respective parties 

OQS 

 

* For flagship publications 
 

Abbreviations: ECMRS – External Communications and Media Relations Section; KLSS – 
Knowledge and Library Services Section; SRO – Sub regional office 
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Table 4 
ECA Product/Service Quality Assurance Procedures 

Ref Procedures Role 
(Track 1) 

Checklist 
(Track 1) 

Role 
(Track 2) 

Checklist 
(Track 2) 

1 Conduct Design stage 
product/service review (Review 
of Concept Note) 

QA Reviewer Review 
instrument 

QA Reviewer Review 
instrument 

1.1 Make adjustments as needed and 
approve Concept Note 

Responsible 
Director/Task 
Team 

• Guidelines for 
Concept Note 
(annotated 
outline) 

• QA Review 
Form (based on 
ECA Quality 
Objectives)  

N/A N/A 

2 Conduct Implementation stage 
product/service QA Review 

QA Reviewer Review 
instrument 

QA Reviewer   Review 
instrument 

2.1 Identify areas that need 
improvement and take necessary 
action 

Responsible 
Director/Task 
Team 

• Concept Note 
• QA Plan 
• QA Review 

Form 

N/A N/A 

3 Conduct Exit stage QA Review QA Reviewer  Review 
instrument 

QA Reviewer   Review 
instrument 

3.1 Review completed product/service 
preparation and recommend 
external review 

Responsible 
Director/Task 
Team 

• QA Review 
Form 

N/A N/A 

3.2 Recommend a decision on 
whether to approve Product or not 

Recommended decisions include: 
• Approve 
• Approve with modifications 
• Disapprove 

N/A • N/A OQS or Panel QA Review 
Form 

3.3 Final Approval 
• Review Product QA 

assessment, make adjustments 
as needed and approve 

N/A • N/A DES-KG or DES-
KD, Director of 
SPOQD (depending 
on specific 
product/service) 

 

4 Summary comments and lessons 
learned as needed 

QA Reviewer  Review 
instrument 

QA Reviewer   Review 
instrument 

4.1 Report on lessons leant Responsible 
Director/Task 
Team 

• QA Review 
Form 

• QA Plan 

QA Panel, OQS • QA 
Review 
Form 

• QA Plan 
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Overall Quality Assurance Process  
 
Annex 1 
Objects of Quality Assurance Review 

Product/Service Entry Implementation Exit Comments 
Publications Concept Note • Data 

collection/validation 
• Drafting 

Final 
publication 

Quality objectives 
are assessed at Exit
Approval body 
differs by the 
publication type 

Events Concept Note • Preparation and 
dissemination of 
documents 

• Logistical 
arrangements 

Status of 
preparation 
(Final version 
of event 
planner) 

Quality objectives 
are assessed at Exit
Review is 
conducted in 
advance of the 
event 

Country 
Profiles 

Concept Note 
& Template 

• Data 
collection/validation 

• Drafting

Final profile Quality objectives 
are assessed at Exit

Programme 
Management  

Guidelines 
for planning, 
monitoring 
and 
evaluation 

• Development of 
planning 
instruments 

• Data collection and 
validation for M&E 

• Final draft 
of strategic 
planning 
instrument 

 

Quality objectives 
are assessed at Exit

Performance 
Management 
Dashboard 

User Guide & 
Online 
Platform 

• Data 
entry/validation 

• Final dataset 
• Dashboard 

Reports 

Quality objectives 
are assessed at 
Entry and data 
quality reviewed at 
Exit 

ECA Indices  
(ARII, ASDI 
and AGDI) 

Concept Note • Data 
collection/validation

• Final dataset 
• Associated 

reports 

Quality objectives 
are assessed at 
Entry and data 
quality reviewed at 
Exit 

ECA Corporate 
Databank 

Operating 
Procedures 
and Protocol 
for Data 
Management 
& Online 
Platform 

• Data entry, 
validation, 
harmonization and 
dissemination 

• Final 
datasets 

• Associated 
data reports 

Quality objectives 
are assessed at 
Entry and data 
quality reviewed at 
Exit 

Carbon 
Footprint 

Plan for 
monitoring 
greenhouse 
gas emissions 

• Data 
collection/validation

Final dataset Quality objectives 
are assessed at 
Entry and data 
quality reviewed at 
Exit 
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Annex 2 
Quality Assurance Review Bodies 

Procedure Self-Assessment made by Reviewed by QA 
Panel/OQS 

Panel members if reviewed by 
Panel Final clearance made by 

Pu
bl

ic
at

io
ns

 

Policy briefs Author: Research Divisions QA Panel 5 ECA staff members with 
expertise in the publication + 1 
non-ECA member. 
 
Proposed members: 
representatives from MPD, RITD, 
SDPD, ACS, and 1 SRO  

Director: Research 
Division* 

Flagship publications Author: Research Divisions QA Panel SMT* 
Geographic headline 
publications 

Author: SROs QA Panel DES-KD 

Thematic headline 
publications 

Author: Research Divisions QA Panel Director: Research 
Division* 

Policy newsletters Author: Research Divisions QA Panel External 
Communications and 
Media Relations Section 
(ECMRS)/PIKMD* 

ECA journal articles Author: Research Divisions QA Panel Journal editorial board* 
Special thematic reports Author: Research Divisions QA Panel Director: Research 

Division* 
Case studies, research 
papers and working papers 

Author: Research Divisions QA Panel Director: Research Division 
+ SROs* 

Ev
en

ts
 

CoM Conference Services, OES Organizing 
Committee/OQS as a 
member 

N/A SMT 

ADF Conference Services, OES Organizing 
Committee/OQS as a 
member 

N/A SMT 

Other events: KG Conference Services, 
Organizing Division 

OQS N/A Responsible Director 

Other events: KD Conference Services, 
Organizing Division 

OQS N/A Responsible Director 
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Procedure Self-Assessment made by Reviewed by QA 
Panel/OQS 

Panel members if reviewed by 
Panel Final clearance made by 

Country Profiles Author: SROs QA Panels 2 English and 2 French Panels 
composed of at least 3 ECA staff 
members + 1 non-ECA member 

DES-KD 

ECA Indices Author: RITD, SDPD, 
ACGD 

QA Panels 5 ECA staff members with 
expertise in the publication + 1 
non-ECA member. 
 
Proposed members: 
representatives from MPD, RITD, 
SDPD, ACG, ACS, and 1 SRO  

DES-KG 

PMD PMD Team OQS N/A Director-SPOQD 
Programme Management PPBS OQS/QA Panels 

 
Suggested to be 
undertaken by OQS. 
However, a Panel is 
required as per the 
OQPP and the 
proposed ECA Panels. 

5 ECA staff members with 
expertise in programme 
management 
 
Proposed members: 
representatives from RITD, 
SDPD, PIKMD, ACS, and SRO-
CA 

Director-SPOQD 

Carbon Footprint CF Team (DoA, SID, 
RITD, SPOQD) 

OQS N/A Director-DoA 
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Quality at Entry 
 
Annex 3 
Checklist for Preparation of Concept Note for Publications and Documents 

This checklist must be completed for each publication by the publication/drafting team 
manager4. It should be attached to the concept note, as an indication that it complies 
with the agreed concept note template and requirements.  

 Yes No Comments

Definition of the publication provided?    

Type of the document indicated?    

The frequency of the publication/document (recurrent/new) 
defined? 

   

Name of lead author and/or volume editor (if applicable) provided?    
Name of the series, if any, and the volume in the series clarified?    
Is this a first edition, an update (new edition) or a simple reprint? 
Include year of publication, Author Department, ISBN (for sale 
titles), volume, and editor/author - if any - of previous edition 

   

Is the language of the publication defined?    

Is the publication planned in advance (in the biennial 
programme budget fascicle, in the Annual Business Plan or as a 
component of a Development Account project? 

   

The specific legislative and/or departmental mandate is described?    

Target audience defined?    
Development challenges and context (with a clear narrative of how 
the publication relates to the problems identified and the relevant 
mandates) provided? 

   

The overall goals (as per legislative mandate and/or a departmental 
mandate), publication objectives, and audience needs of the 
publication described? 

   

The Expected outcomes (recommendations and outcomes 
anticipated from the publication) clarified? 

   

The content, structure, approach, and approximate length of the 
publication, and how the publication will make use of communities 
of practice outlined? 

   

The relevance of the publication clearly articulated?    
Gender mainstreaming well addressed including sex-disaggregated 
and gender-sensitive data in the production of the publication? 

   

                                                 
4 Item 1 relates to publications only, while item 1A applies to documents only. The rest of the concept note applies 
to both publications and documents. 
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The steps taken to minimize the carbon footprint of the publication, 
particularly in terms of travel, communications and the use of paper 
clarified?    

   

The distribution plan to reach the target audience described 
including initial print runs and the printing language? 

   

The name of partners and their role (in data collection, drafting, 
production, publishing, funding, communications, dissemination, 
quality assurance) defined? 

   

Quality assurance plan completed and attached?    
Data plan completed attached?    
Is an evaluation planned for the publication?    
Have the lessons learned from previous publications and other 
outputs informed the plan for this publication? 

   

Scheduling of activities (such as expected date for completion of 
the first draft, finalization of the manuscript and for peer review and 
expected date of publication) specified? 

   

The required resources (financial and human) specified?    
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Annex 4 
Quality Assurance Plan 

Quality Assurance Plan 
This planning tool is intended to assist responsible managers in self-assuring, improving and maintaining product/service quality throughout its 
lifecycle (planning, implementation and distribution). The information documented in this plan will provide the basis for external reviews by the 
Quality Assurance Panels and the Operational Quality Section. Responsible parties are encouraged to make arrangements to monitor the 
implementation of this plan and document the lessons learned.    

Title:   
Product/Service Category: 
Description:                              
Responsible manager:   
Timeline:                       
 
Describe plans for internal review of the quality of product/service during its planning, implementation and distribution, and highlight potential 
quality bottlenecks and risks as well as potential mitigation techniques in each phase. 

 

Activity Responsibility Status Anticipated Quality 
Bottlenecks & Risks 

Suggested Mitigation 
Techniques 

Prepare concept note with accompanying planning 
documents  

Lead author    

Collect and analyze data, if applicable     
Drafting of manuscript Author/Drafting Team    
Fact checking and substantive servicing Lead author    
Finalize manuscript Author/Coordinator of 

Drafting Team 
   

Preface and forward Lead author    
Copy-editing and proofreading Publications Section    
Translation Publications Section    
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Quality Assurance Plan 
Graphic design and page lay-out Publications Section    
Printing Publications Section    
Develop communications plan  Author/Coordinator of 

Drafting Team 
   

Develop distribution plan   Author/Coordinator of 
Drafting Team 

   

Drafting of promotion materials Author/Coordinator of 
Drafting Team 

   

Graphic design and printing of promotional 
materials 

Publications Section    

Dissemination of promotional materials ECMRS    
Organization of promotional activities Author/Coordinator of 

Drafting Team 
   

Launch of publication/document Author/Coordinator of 
Drafting Team 

   

Distribution of publication/document Publications Section    
Capture lessons learned throughout product/service 
realization  

Author/Drafting Team    

Compile lessons learned from Track 1 and Track 2 
and discuss the implications with respective parties 

OQS    

 
Lessons Learned: What lessons learned from last year’s planning, implementation and dissemination that will inform the planning of this year? 
______________________________________________________________________________________________________________ 
______________________________________________________________________________________________________________ 
 

Completed by: Date: 

Authorized by:  
 

Date:  
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Quality at Implementation 
 
Annex 5 
List of outputs/documents to be produced 
 

During the internal and external review process, the following documentation produced 
throughout the product realization might be requested to aid the quality review. Responsible 
managers or focal points are to submit these documents upon request: 
 

1. Approved concept note 
2. Draft manuscript 
3. Final draft manuscript 
4. Approved preface and forward 
5. Edited manuscript 
6. Translated manuscript 
7. Final publication/document 
8. Communications plan 
9. Distribution plan 
10. Promotion materials 
11. Promotional activities 
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Quality at Exit 
 
Annex 6 
Self-Clearance Form for Publications 

 YES NO N/A Comments

Number of pages     

Publication category     

Source language     

Target  languages     

Approval     

Cover page     

Title      

Authors     

Reference number     

Publication date     

Disclaimer     

Copyright issues     

Table of contents     

Acronyms     

Acknowledgements     

Forward     

Preface     

Abstract     

Classification     

Executive summary     

Main text     

Statistical note     

Glossary     

Annexes     

References     
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Annex 7 
ECA Quality Objectives and Associated Assessment Criteria  

  
This checklist is designed to review the quality of ECA products at exit. The list intends to be 

exhaustive covering all ECA Quality Assurance Objectives. The Review Panel reserves the right to 
select criteria that are most appropriate to the nature of product/service under review. As such, the 
decision for final approval should be adjusted accordingly.  
 
Instruction to ratters:   
 
3 = Exceeds expectation; 2 = Meets expectation; 1 = Needs improvement 
 

Please provide substantial feedback under comments (wherever the criteria is applicable) to 
improve the product. 
================================================================== 
To what extent does the product meet the following ECA quality objectives? 

1. Putting Africa First:  
ECA applies cutting edge understanding of African development policy issues, and its contributions 
are strategic in nature aimed at effectively influencing development outcomes that make a difference 

in Africa’s Transformation 
Assessment Criteria Rate Comments 

1. Adequately address structural transformation 3 2 1  
2. Empowers Africa to tell its own story 3 2 1  
3. Responds to key African development policy 

priorities 
3 2 1  

4. Advances African development policy agenda 3 2 1  
5. Relevant and clear contribution to dialogue in key 

African development policy priorities 
3 2 1  

6. High potential to influence priorities and 
programmes of key partners working on African 
development policy issues 

3 2 1  

7. Applies cutting edge understanding of African 
development policy issues  

3 2 1  

8. Is strategic and will contribute in influencing 
development outcomes that make a difference in 
Africa’s transformation  

3 2 1  

2. Integrated and Coherent Approach: 
ECA applies an integrated approach to its development interventions that brings together inter-related 

strands of work in each priority area, between policy research and knowledge delivery strands of 
work.  ECA’s interventions are comprehensive rather than piecemeal 

 Assessment Criteria  Rate Comments 
9.   Brings together work of different ECA 

Divisions/SROs/IDEP – builds synergies and 
demonstrates complementarities between the 
knowledge generation and knowledge delivery 
strands of work of ECA 

3 2 1  

10. Comprehensive rather than piecemeal 3 2 1  
11. ECA accumulated knowledge, analytical work and 

policy research on the subject matter is taken into 
consideration 

3 2 1  
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3. “Good-fit”: 
ECA knowledge delivery is well-attuned to policy processes and highly sensitive to context and 
dynamics seizing opportunities as they emerge. Outputs are sound, relevant, tailored, timely, and 

influential 
Assessment Criteria Rate Comments 

12. Output is sound 3 2 1  
13. Output is relevant 3 2 1  
14. Output is timely and influential 3 2 1  
15. High potential to lead to meaningful changes in 

policy or programme formulation, implementation, 
monitoring and evaluation in member States 

3 2 1  

4. Evidenced-based: 
Policy options are based on clear evidence through calibrated research, sound statistics and continued 

learning, including on capacity development challenges and solutions 
 

Assessment Criteria Rate Comments 
16. Use of sound and robust data 

 
3 2 1  

17. Use of country/primary data to the extent possible 3 2 1  

18. Analysis and policy recommendations grounded on 
sound statistics, clear and objective evidence 

3 2 1  

19. Recommendations are supported by and flow from 
the analysis 

3 2 1  

5. Gender mainstreaming: 
ECA aims to mainstream a gender perspective in all its subprogrammes, outputs and activities 

Assessment Criteria Rate Comments 
20. Use of sex-disaggregated data and analysis 3 2 1  
21. Use of gender sensitive data and analysis 3 2 1  

6. Capacity development as system change: 
ECA applies cutting edge understanding of capacity challenges and approaches to conceive and 

deliver policy research 
Assessment Criteria Rate Comments 

22. Applies cutting edge understanding of capacity 
challenges and approaches in the analysis and 
recommendations 

3 2 1  

7. Theoretical Soundness: 
Assessment Criteria Rate Comments 

23. Adequately review background of the research 
problem 

3 2 1  

24. Adequacy of overview of relevant (theoretical and 
empirical) background literature 

3 2 1  

25. Theoretical depth of product 3 2 1  
8. Methodology 

Assessment Criteria Rate Comments 
26. Accuracy of empirical parts, such as research 

methods and qualitative and/or quantitative analyses 
techniques 

3 2 1  

27. Does the data set and analysis method clearly lead to 
a basis for formulation of conclusions? 

3 2 1  
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CONCLUSION (select one) 

Decision: 

Approve: 20 or more criteria are rated as 3 (exceeds expectation) or 2 (meets expectation) 

Approve with modifications: Between 12 and 20 criteria are rated as 3 (exceeds expectation) or 2 (meets 
expectation) 

Disapprove: 12 or less criteria are rated as 3 (exceeds expectation) or 2 (meets expectation) 

 

IN CASES WHERE ALL THE CRITERIA WOULD NOT APPLY, KINDLY USE A 
PERCENTAGE RATING AS FOLLOWS: 

Approve: 74% or more criteria are rated as 3 (exceeds expectation) or 2 (meets expectation) 

Approve with modifications: Between 44% and 74% criteria are rated as 3 (exceeds expectation) or 2 
(meets expectation) 

Disapprove: 44% or less criteria are rated as 3 (exceeds expectation) or 2 (meets expectation) 

 

Approve: the product is ready for delivery, taking into account the (limited) comments made 
for improvements. 

Approve with modifications: the product is ready for delivery taking into account the 
comments that still have to be addressed. 

Disapprove: the product is not ready for delivery and is not likely to be ready within a short 
period of time.  

 

Completed by: 
 
 
________________________________ 

Date:  
 
 
________________________________ 
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