BIHAR Flood Response Program

Distribution Forms and Process
Tools and signage

1. Registration lists for verification of beneficiaries, including name of head of household, name of his wife (when different), total number of household members present now, and whether the house was destroyed/damaged. Columns should be included for village and household codes on the left-hand side (for ease of verification at distribution), and for distribution date (to be filled in only at the time of distribution) on the right-hand side.

2. Color-coded tokens will be distributed to all target households, one color for the “general” package and one for plastic sheeting (tarps).  Tokens should include village code, household code and name, distribution date and time.

3. Distribution ledger: used for beneficiary signature of items received at distribution.  It includes the household code and name, columns for the items to be received (to be checked as received), and a place for beneficiary signature (with countersignature of village leader / other officials at the bottom of each page). 

4. Master verification sheet: These are simple sheets to cross off household code numbers (001 to 100 on sheet one, 101 to 200 on sheet two, etc. as needed.) against tokens received, for verification purposes.  The sheets must be village-specific, with village codes listed on top of each sheet.  In case of large families (receiving 2 or more tokens under a single household code), the number of rations should be filled in the appropriate cell. 
5. Daily distribution report.  This will be filled by the distribution supervisor and usually includes quantity of items received from the warehouse, quantity returned to the warehouse, total households served as per token collected (and/or other registers).  This allows comparison of the theoretical quantity distributed as per number of families served and actual items distributed as per stock movements, allowing identification of possible losses / thefts or problems with the distribution process (i.e. households forgetting to collect one item or collecting two of something by mistake).  

6. Compiled weekly distribution reports by location, allowing tracking of daily and cumulative beneficiary numbers. 

Organization of the distribution site
1. Space is key to ensuring an orderly distribution process.   Identify a large outdoor location, which can be easily demarcated and closed off on 3 sides with ropes or other materials.  

2. Distribution may require multiple stands, depending on the packaging of items. One stand at start and finish for verification and stands per item/packages, keeping the heavier items for last.  Because not all households will receive tarps, start with this stand and collect the shelter token at this stand.  This will give the following organization:

a. stand 1 for verification of tokens against the registration list and collection of “general” token; 

b. stand 2 for tarp distribution and collection of the token colored for tarps; 

c. stands 3 – 5  for distribution of food, water and hygiene items; 

d. stand 6 for beneficiary signature on the distribution ledger.

3. Stands should ideally be at least 3-4 meters apart, allowing a smooth flow of beneficiaries from one to the next.  There should be safe space behind each stand to stock the items to be distributed. 

4. No one should be allowed to enter the perimeter of the distribution.  A large “waiting area” should be demarcated for beneficiaries waiting to be served.  To the extent possible, this is where hygiene promotion should be conducted.

5. Provide large plastic tarps (36 x 24 ft) to ensure protection of the relief items at each stand, as well as beneficiaries waiting to be served, in case of rain.  

6. Plan for 2 people per stand on average, 2-3 people at the exit, as well as at least one roving supervisor not assigned to any particular stand and responsible for trouble shooting and monitoring the overall flow of the distribution.  The first and last stand should be staffed by trusted staff or volunteers who can read/write in English, including (but not limited to) village committee members.  

7. Large posters should be posted at the entrance of the distribution site to inform beneficiaries of the distribution package that they are entitled to.  Model colored tokens should be pasted on the poster to indicate which token corresponds to which items. 

8. It may be useful to have additional signage with name(s) of village(s) targeted for distribution today, and name(s) of village(s) targeted on next day, with time. 

9. It is proposed to have one or two hygiene animators, equipped with a megaphone, who can explain and demonstrate use of the water treatment materials to beneficiaries waiting to be served.

10. Useful materials for distribution: clipboards for supervisors/verification stands in case tables cannot be arranged, to facilitate manipulation of the lists and signature; secure boxes to keep tokens once collected; megaphone for those responsible for keeping order, etc. 

Distribution process and principles

1. Outside the distribution area, one staff person organizes beneficiaries and ensures that only beneficiaries from a given village enters at one time, so as to facilitate the distribution process.  At the end of the distribution, stragglers from all villages targeted for that day can be allowed to go through, with special care being given at first and last tables that their tokens are checked against the correct village lists/ledgers.  
2. Stand 1: Token code and name are verified against the registration list at the entrance of the distribution area; the date of distribution is recorded on the registration list; both tokens are stamped and the “general” token may be collected (alternatively, it can be collected at the exit point).  Staffing: 2 persons – one reading aloud the token information and then stamping the tokens, while the second checks the list and writes in the distribution date. 

3. Stand 2 (tarps).  If beneficiaries have a shelter token, they show it and receive a tarp; if they do not have a token, they skip the stand and move to stand 3.  Staffing: 1 or 2 persons. 

4. The beneficiary then moves from stand to stand to receive all other food and non-food items.  Staffing: 1 or 2 persons per stand, depending on stack management.

5. Last stand: Before exiting the distribution area, a supervisor verifies with the beneficiary that he/she has all the items, collects the token(s) (particular attention should be given to ensure that only beneficiaries with a shelter token have tarps), and reads the household code and name aloud.  Another person finds the household code on the distribution registers, ticks off the appropriate columns, and asks the beneficiary to sign / make a thumb print on the ledger.  Meanwhile a 3rd person crosses off the household code on a master verification sheet.  (Given that we are collecting tokens, it is not essential to mark shelter beneficiaries differently on this verification sheet.)  In case of families receiving two or more rations (two or more tokens handed in), the number of rations should be marked on the master verification sheet.  

Record keeping

1. Before distribution starts, each “stand supervisor” verifies his/her stocks and informs the overall distribution supervisor.  This information is entered on the daily distribution report (initial stock).

2. After distribution is completed, each stand supervisor counts the remaining items (if any) and provides the information to the distribution supervisor.  This information is entered on the daily distribution report (final stock).

3. The tokens are counted and entered on the daily distribution report (number of general tokens, number of shelter token). 

4. The staff persons responsible for the registration list (stand 1) and distribution ledger (last stand) count the number of households served in each village (and how many of these received shelter materials) and provide the total to the distribution supervisor.

5. The distribution supervisor verifies that totals match and that actual quantities of items distributed correspond to the tokens received.  If they do not match, losses / under-distributed are recorded, possible causes are investigated and measures taken to address the problem for next distribution.

6. At end of day, distribution data is reconciled against warehouse documents, and village-wise information is compiled.

BIHAR Forms and Templates

See Excel Worksheets 1-8

Transitional Shelter Assistance in Southern Kyrgyzstan
Registration & Distribution process

Registration & Distribution process

A. Beneficiary Registration 

Step 1 - Obtain lists of burned / flooded homes from government 

The lists need to indicate 

· street addresses for damaged houses, 

· number of families living in these houses (if possible), 

· name of husband (and if possible wife), 

· number of children or total number of people. 

(Most government lists have the names and dates of birth of all family members; the information that is usually missing is the breakdown into family units.)

Step 2 – Prepare project beneficiary lists 

The Beneficiary Registration template has the following columns: 

1. individual family CODE

2. full address (district, village / neighborhood, street, house number) 

3. name of husband 

4. name of wife 

5. number of children

6. total people in the family

7. package received  (leave blank)

8. signature (leave blank)

Fill in the information for columns 2 to 6 based on government lists.  

Sort the lists by distribution site and by street name.  

Pre-fill the family CODE (column 1) indicating region and distribution site) but leave the unique family number blank, to be added during registration (step 3).

Step 3 - Conduct house to house verification of lists 

Community Information 

At least one day before verification, the local Supervisor or Regional coordinator informs the community about the project, and informs people who lost their homes to be in their houses at the time set for verification.     An information sheet with the same information is posted at public places (administration’s office and mosque).

Planning 

Before going to the field, divide up the target area based on proximity to a distribution site.  Each registration team should be responsible for a unique distribution site (to avoid mix up in CODES).  

Each registration team is comprised of 

· a team leader, responsible for verifying the forms, assigning unique family CODES and preparing the family cards

· 2 or 3 teams of 2 supervisors, responsible for house to house verification of government lists and filling the shelter assessment forms.

Each registration team further divides up beneficiary lists amongst themselves, by street or location.  Make sure each team has more or less the same number of houses to verify.

Prepare all required materials
· Print one copy of the complete registration list for the Team Leader.

· Only print specific pages for the supervisors, based on the streets or clusters of houses they are responsible to verify.

Run through the registration checklist before leaving the office to make sure everyone has the forms and materials they will need!

Verification Process

Each team visits each identified house/street address and talks to beneficiaries (man and woman head of household) to verify and complete the information in the lists as required.  The most important is to verify the number of family units (cemia) living in each compound / at each street address.   

( Start by asking beneficiaries to confirm 

· how many families lived in this compound

· whether each family had a separate street address 

· Have them point to which buildings each family was living in.

Write any correction or new information into the registration form, on the blank lines provided.   This includes corrections to the address, regrouping or splitting families, and verifying number of children and total household size.

( Complete the rapid shelter assessment form for each family.  This should not take more than 5-10 minutes. 
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( Once a team completes verification and shelter assessment forms for three or four houses, they bring the forms to the Team Leader for verification and preparation of the family cards.  

The Team Leader 

· Notes all corrections on his/her own registration list, 

· Assigns a unique CODE to each verified family and writes it on his/her registration list, 

· Writes the CODE on the shelter assessment forms for the family and files it after verifying it is complete 

· Marks the total household size on the registration list with the correct color highlighter

· Prepares the family beneficiary card for the verified family.

NOTE:  Be careful to use the correct card color!

( The Regional Coordinator hands the cards to the team, who returns to give them to the beneficiary families. The team then moves to the next houses.   

.

Step 4 –  Post beneficiary list & Complaints handling.
Back in the office, update the registration list according to verified information.  
Post the updated beneficiary list and eligibility criteria on a bulletin board in the target village or neighborhood (e.g. at local administration and mosques) and inform people that they can raise complaints by calling the project staff or hotline number.   

The notice should include:

· partners logos and project title

· updated beneficiary list

· eligibility criteria

· contact information for the Regional Coordinator 

· Contact information for the local Supervisor

· hotline number for complaints.
Indicate the date, time and location(s) of proposed emergency bedding distribution, including items to be distributed.  (If this is not yet known, this information can be posted at the distribution site.)  

B.  Distribution process

Principles 

· Transparency about who is entitled to what

· Efficient process that does not require people to wait too long, yet with sufficient order and control to avoid any problem.

· Distribution points that are located close enough to beneficiaries’ homes to minimize transport of items.  There can be several distribution points in any community

· Distribution points that are secure and discreet

Site location & layout

(  Have a large location, preferably enclosed, that can allow a truck to come in & out easily to offload, preferably with separate entrance and exit.  A school compound or equivalent is ideal

(  Clear lay out with 

· Entrance table to find the beneficiary on the list (based on card code) and have him/her sign the list.  This should be manned by a supervisor or regional coordinator (1 or 2 people), possibly assisted by a community leader 

· space for each item to be distributed, with volunteers to handle this

· An exit table where the package is verified and the cards are signed / stamped.  This should be manned by a supervisor or regional coordinator (1 or 2 people) 

· Banner with information on project, partners/donors, who is entitled to what, and the hotline information

Tip: If the package is heavy or bulky, allow two people per family so that they can carry their goods more easily.  Post this information on the information board informing beneficiaries of the distribution.
Beneficiary verification: At entrance table, the coordinator or supervisor 

· identifies the beneficiary household on the registration list based on his/her card CODE, 

· reads aloud the names of husband or wife (for the community leader to confirm his/her  identity), as well as family size

· has the person sign the list.  

Distribution of items:  The beneficiary goes to the first distribution point to receive the first item, then to the second distribution point, and so on.  Two volunteers man each point; one verifies the card color and reads aloud the family size / category of household (small, medium, large), the other one hands out the items according to family package. 

Verification:  At the exit table, Supervisor #1 receives the family card, reads aloud the family size; Supervisor #2 verifies and confirms the quantity of items received; Supervisor #1 stamps the relevant cell on the back of the card, dates and signs.
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Flow chart of commodity management for a distribution

Step 1: Distribution Team Leader (Coordinator) fills in the Commodity Request form (A)
· beneficiary information

· preliminary calculation of commodity needs

· information on time and location for delivery of good

Step 2:  Logistics Manager complements the Commodity Request form (A)
· calculates or verifies the stocks required (beneficiaries x ration per family)

· Adds a small margin and rounds up needs as per packaging standard

· organizes warehouse pick up and transportation of the commodities

· makes 2 extra copies of the filled Commodity Request Form 

Step 3:  Logistics Manager supervises truck loading as per instructions on Commodity Request Form (A), 

· logistics manager and truck driver sign all 3 copies of the form once loading is complete

· one copy stays with the logistics manager and is filed in the warehouse stock file 

· The logistics manager writes relevant exit information in the warehouse ledger

· the truck driver brings two copies of the form with him to the distribution site 
Step 4:  Distribution Team Leader (Coordinator) receives and verifies the goods at distribution point

· verifies the quantity of commodities unloaded from the truck

· if there are any discrepancies, another count should be made with the truck driver and the discrepancy must be noted on the Commodity Request form (A) (both copies), and the driver must sign to signify his concurrence on the difference

· the Distribution Team Leader signs the Commodity Request form (A) in two copies

· The Distribution Team Leader keeps one copy as way bill to attach to the distribution report

· The truck driver takes the 2nd copy and returns to the office for payment 

· The Distribution Team Leader notes the same information in the “received” cells of the Distribution Report form (B)
Step 5:  Once the distribution is over, the Distribution Team Leader (Coordinator) 

· verifies / counts remaining commodities 

· writes down the information in the “physical inventory at end of distribution” cells of the Distribution Report form (B)
· Loads the truck or vehicle that will take the remaining commodities to the warehouse 
· Fills a Return Waybill form (B) in two copies, signed by the Distribution Team Leader and the truck driver 

· One copy is attached to the Distribution Report (B)
· The truck driver takes the second copy (the one with a line for signature by logistics manager) and returns to the warehouse

Step 6:  At the warehouse, the Logistics Manager 

· Receives and verifies / counts the commodities returned

· Signs the Return Waybill form (B) and files it in the warehouse stock file.

· Make the corresponding entry into the warehouse ledger

· Organizes payment of the truck driver

Step 7:  The Distribution Team Leader 

· Uses the Signature Ledger at entry table and the Code Verification Table (C) at the exit table to verify beneficiary numbers 

· Fills in the beneficiary information (# present - # absent in various categories) in the relevant cells of the Distribution Report form (B)
· Back at the office, the information is copied into an electronic copy of the Distribution Report form (B) and the verification information is calculated automatically.

· Any discrepancies between theoretical quantities of commodities distributed (as per Signature Ledger) and actual amounts distributed as per physical count documented on the Distribution Report form (B) should be explained on that form
Attachments:

(A) Commodity Request form (below)
(B) Distribution Report and Return Waybill form (not attached, see Bihar distribution report example)

(C) Code verification table (see Bihar example)
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Step 7:  The Distribution Team Leader 
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· Fills in the beneficiary information (# present - # absent in various categories) in the relevant cells of the Distribution Report form (B)
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Attachments:
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(C) Code verification table (excel spreadsheet)

COMMODITY REQUEST FORM (A)

CRS-ЦПГО РАСПРЕДЕЛЕНИЕ/ПРЕДМЕТ ЗАЯВКИ
Группа распределения: 


Имя запросчика:

Дата распределения:



Начало времени распределения: 







Time truck required at site:

Место распределения (возможно предоставление  больше места):

Указать необходимый груз/комментарий:

Запросчик Дата/подпись 
Предмет заявки:
	
	Рег. № карточки
	Матрац (units)
	Пост.принадл. + одеяло 

(units)
	Пост.принадл. + одеяло
(packs of 5)

	Семья из 1 человека
	
	
	
	

	Семья из 2-3 человек
	
	
	
	

	Семья из 4-6 человек
	
	
	
	

	Семья из 7+ человек
	
	
	
	

	Итого
	
	
	
	

	5% Дополнительно 
	
	
	
	

	Всего
	
	
	
	


Logistics mgr: Имя
______________
Дата ___________подпись ______________









Trucker:   Имя ______________________ Truck license plate #: _________ 
                Дата ___________подпись ______________

Получатель: Имя
______________
Дата ___________подпись ______________

KYRGIZSTAN
REGISTRATION CHECKLIST

Take with you:

Coordinator / Team Leader

· Government beneficiary lists 

· Project Registration List  x 2 copies

· Registration cards (enough of each of the 3 colors)
· Clip board

· Plastic folders / pockets to file for completed forms 
Supervisors / Team Members

· Project Registration List  x 2nd copy, split by cluster/streets

· Initial Shelter Assessment Forms (enough copies for all HH)

· Registration cards (***if cards are to be filled on site)

· Clip boards (1 per team member)
· Plastic folders / pockets (1 per team) 
· Pens (lots of extra ones)

· Digital camera (if possible)

Also remember to:

· Install public bulletin boards (at administration & mosques), with project information (logos, title…), contacts (Regional Coordinator, Supervisors), and hotline number

· Post information on registration time and eligible people at least 24 hours in advance; supervisor to also share information verbally

· Post lists once completed, together with targeting criteria and process / time available to make reclamations

· Post information on time and location of distribution at least 24 hours in advance

DISTRIBUTION CHECKLIST

Take with you:

· Copies of registration lists with information on items to be distributed filled in & column for signature, by color of cards

· Stamp & ink pad
· Control list of CODES

· Distribution report forms
· Waybills for stock delivery and return of any undistributed items

· Banner with all relevant information on project & distribution package

· Signs for entry and exit

· Tape / clips / rope to attach signs

· Staff and volunteer IDs
· Project T-shirts or caps to identify staff

· Clip boards
· Pens (including some extra ones)

· 1 calculator (or use cell phone!)
· Ropes 

· 2 big pieces of plastic sheeting

· Water

Also remember to:

· Post information on time and location of distribution at least 24 hours in advance

· Mobilize community to secure half a dozen volunteers for truck unloading, process management and handling of distribution
· Load pick-up with a 10% contingency stock. 
· Arrive at distribution site at least 30 mn in advance (and make sure the truck does arrive at same time) to set up the place 

· Request 2 tables & 4 chairs
Supervisor verifying only people with the right cards (CODES) come in





Control table


1. control items received 


2. circle CODE on verification form


3. date, sign, stamp card








KYRGIZSTAN


LAYOUT OF A DISTRIBUTION





Volunteers preventing unwanted people to enter into distribution area


(as needed)





Volunteers preventing unwanted people to enter into distribution area


(as required)





1 or 2 volunteers help beneficiaries who have difficulty to carry their items to the exit





Exit





Team leader oversees overall process & solves problems as they come up





Pile items in this area





Signature table


1. verify card against list


2. HH signs on list 


3. inform HH on package size





Waiting area





One Way





Distributors





Item 2





Define and post assistance packages for:


small families


medium families


large families 





Item 1





small families (1-3 people) 


= YELLOW CARD


medium families (4-6 people) 


= PINK CARD


large families (7 or more people)  


= BLUE CARD





What are these cards?   These are individual family cards.  One side has the project title, partner logos, family CODE, district name, street address, family name and size.  The back side has cells ready for signature / stamping during distributions.  Cards are color coded based on family size.  The cards should be kept carefully by the families throughout the project duration; they entitle the family to project assistance. In case the cards are destroyed, lost or stolen, they should immediately inform the project team (using the hotline number).





A few Tips:  


One team member asks questions and the other notes the information on the form.


Be sure to observe and ask about any standing buildings that can either serve as transitional shelter or as source of salvageable material. 


Be sure to ask relevant follow up questions (if yes, then…. If no, then…).  


Verify you have not missed any questions before leaving the household


Thank the household and tell them when they will hear from us before leaving





Family Unit: A family unit is comprised of those individuals sleeping under the same roof and eating together, regardless of age and generations.  


In case of single persons (typically elderly parents), the team should discuss with the family to determine whether it will be culturally appropriate for them to live under the same roof as their children.    





Family codes are unique codes that ease the process of beneficiary verification during distribution and tracking for project monitoring.  


They include 


2 letters for the district – e.g. BK, SU, JA (in Cyrillic)


2 letters or combination of letters and digits for each distribution site  


A unique 3 digit number for each family 


For instance SU-TB-001 or BK-M2-005








