Annex 2. Checklist for Overseeing the Layers Process Once External TA has Ended
This checklist helps a Mission conduct Layers after external technical assistance (TA) has ended. It can be used to guide a Mission that is carrying out Layers by itself or it can be used to oversee and verify the work being done by an external implementer hired to carry out Layers.

Preparations should begin 3-6 months prior to data collection.  

	
	Task
	Completed
	Not
Completed

	1
	The necessary functions have been assigned to the appropriate Layers team members: United States Agency for International Development (USAID) Manager, Survey Manager, Information Technology (IT) Specialist(s), technical sector specialists as needed, field supervisors and enumerators.
	
	

	2
	The necessary technology is in place: a central computer and one or more laptops for syncing data in the field, personal digital assistants (PDAs) for each enumerator, and the necessary software.
	
	

	3
	The complete list of cooperating sponsor (CS) activity sites, the Total Universe Spreadsheet (TUS) which serves as the sample frame, has been updated by the CSs. (Request the TUS several months before Layers data collection is scheduled to take place.)
	
	

	4
	Questionnaires have been adapted based on previous years’ experience to make improvements or correct errors. Questionnaires are adapted in both Microsoft (MS) Word and Pocket PC Creations (PPCC).
	
	

	5
	If a new questionnaire needs to be developed or if substantial adaptations are needed, work closely with the relevant CS on developing the questionnaire. TA from an experienced survey methodologist should be used if a new questionnaire is developed.
	
	

	6
	The questionnaires are pre-tested and corrections are made in Word and PPCC prior to enumerator training.
	
	

	7
	The Performance Benchmark for this year is confirmed. (Are discussions needed between USAID and the CSs about the benchmark?)
	
	

	8
	Once the TUS has been received from each CS and the benchmark is known, the Lot Quality Assurance Sampling (LQAS) sample for each activity type for each CS is drawn.
	
	

	9
	Field supervisor and enumerator training covers: data collection procedures, instructions for every question in the questionnaires, how to use the handheld computers, procedures for data backup and synchronization. Training also includes a practicum in the field. The field manual is then updated.
	
	

	10
	A field manual that guides enumerators on how to use the questionnaires and puts the survey procedures into writing is completed and hard copies provided to all enumerators.
	
	

	11
	Questionnaires are finalized in both MS Word and PPCC after the field practice but before data collection begins. 
	
	

	12
	PPCC files are loaded onto each field laptop with a new filename to identify the team. Questionnaires are loaded onto PDAs from the field laptops.
	
	

	13
	A field deployment plan is prepared showing which teams will go where and when. Teams leave for the field with all the necessary equipment, including paper copies of the questionnaire in case of a PDA malfunction.
	
	

	14
	Field supervisors do quality control by observing enumerators, reviewing and syncing questionnaires daily, and back-checking about 5 percent of the interviews.
	
	

	15
	During data collection the Survey Manager and IT Specialist visit field teams to troubleshoot problems, check on the quality of implementation and sync data if teams do not have their own laptops.
	
	

	16
	After fieldwork, the IT Specialist(s) and Survey Manager tabulate the Layers data and submit the Layers Results Tables and comments to the USAID Manager.
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