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Distribution monitoring checklist 

General site visit information 

· Project name and number 

· Type of program: (e.g. school feeding, MCH, FFW, general distribution) 

· Name, location and/or ID number of site 

· Date of visit 

Commodity information 

a) 
Quantity of food distributed on the day of the visit 

b) 
Quantity of food that the site is allowed to distribute 

c) 
Number of people at the distribution site on the day of the visit 

d) 
Average ration size per recipient—i.e. (a) divided by (c) 

e) 
Approved ration size per person 

f) 
Quantities of each commodity available at the site for distribution, compared with quantities needed and allocated (and any planned operational stock i.e. quantities to keep in reserve) 

g) 
Number and condition of scales, scoops and other essentials 

h) 
Weights of bags and condition of commodities—from random samples 

Organization of distribution 

· Participation by recipients—e.g. unloading, organising, security etc. 

· Process for checking registration and ration cards (e.g. state of registers, any obvious problems, validity of ration cards, recording of distributions) 

· Process for measuring and distributing commodities (e.g. use of scales or scoops, wastage rate during distribution 

· Containers used by recipients to carry their rations 

· Number of people or household representatives present and how many were registered to receive rations at the site 

· Percentage of rations collected by women  

· Time taken to process all (or a given number of ) households 

· Extent to which groups kept to agreed roles, procedures and guidelines 

· Ratio of women to men on community food committees and in roles managing the distribution 

· How the distribution team recorded losses and dealt with complaints 

· Process for checking and dealing with empty containers and commodities left over after distribution 

· Random weighing of collected rations to check that the distribution is accurate and fair 

Exit monitoring checklist 

Interview a random or systematic sample of beneficiaries (e.g. every tenth) as they leave the site. Check: 

· whether they have valid ration cards (to work out the percentages of 

· eligible and ineligible recipients) 

· whether they meet the targeting criteria 

· when they last received rations and when they expect the next distribution 

· what rations they understand they are entitled to and what they received 

· in other recent distributions 

· whether they have reported any problems/complaints and what has been 

· done to resolve them 

· what they think about the type and quality of commodities, the selection/ 

· registration and distribution processes, and any recent changes to 

· procedures or ration levels/types.
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