
 

Example Timeline  
​​Directions: The following sample timeline is designed based on an academic calendar year, but it can be 
adapted to meet your program or institutional needs.​ Use this timeline as a tool to plan your evaluation 
activities.   

Example Timeline – 1 

 

Activity  ​​Action Steps​  Timeline  

Identify Purpose for 
Evaluation  

Gather information about why the evaluation is being 
conducted. 

August (Month 1)  

Identify Stakeholders  

Meet with relevant 
staff/faculty/teachers/administrators to identify who 
should be involved in the evaluation and whose input is 
needed.  

September (Month 2)  

Gather Existing Data  
Identify existing data (e.g., curricula, syllabi, 
faculty/staff/teacher qualifications, test data) and 
collect them. 

October (Month 3)  

Adapt or Develop 
Instruments  

Develop surveys, questionnaires, and protocols for 
focus groups and interviews. 

October – November 
(Months 3 & 4)  

Develop Invitation 
and Outreach 
Materials  

Develop, review, and revise emails to stakeholders to 
describe the instruments to which they will respond, 
including deadlines. 

November – December   
(Months 4 & 5)  

Administer 
Instruments  

Think about when such instruments are most likely to 
yield consistent and accurate data from the most 
possible stakeholders in each group.  

January – March  
(Months 6 – 8)  

Conduct Evaluation 
Visit  

Meet with program stakeholders, collect data, conduct 
focus groups and interviews.  

March (Month 8)  

Analyze Findings 
​​Organize the existing materials, questionnaires, etc. 
Review all findings from evaluation activities.  

April (Month 9)   



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Attribution 

This document was created by Margaret E. Malone and Reuben Vyn from ACTFL with Mallory Petsche from 
University of Iowa for the Center for Advanced Research on Language Acquisition (CARLA) at the University 
of Minnesota as part of the CARLA-ACTFL Practical Program Evaluation initiative. 

How to cite: CARLA. (2025). Example timeline. Practical Program Evaluation. 
https://carla.umn.edu/progeval/toolkit  

This work is licensed under a Creative Commons Attribution-NonCommercial-NoDerivatives 4.0 
International license. 

Example Timeline – 2 

Present Findings  Present results from the evaluation.  May (Month 10)  

Write Report 
Prepare a short report for key identified stakeholders, 
such as program leadership or decision makers.   

May (Month 10)  
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