[image: image1.png]e care’





Instructions for running a distribution 

Preparing the site 

Exclude all non-authorized people from the distribution site and make sure: 


· all distribution staff, supervisors and guards have identification— e.g. distinctive hats, shirts, scarves or badges—and megaphones or whistles (if needed) 

· there are adequate quantities of each item in the ‘ration shops’ (i.e. areas within the site where recipients will collect them) 

· all expected recipients have access to drinking water, toilets and a fully stocked first aid box 

· banners clearly show entitlements per person in local language(s) and/or pictorially you let people know (by banners, speaker vans, posters, songs, radio announcements) who is allowed to receive entitlements 

· you meet donor visibility requirements (e.g. display of logo). 

Distributing 

· Make sure all distribution areas have standard-sized scoops to measure rations and that staff using the scoops are properly trained. Supply new scoops if there is a new commodity or the ration level changes. 

· Have calibrated scales available for recipients and monitors to check the weights of rations received. 

· Advise recipients ahead if they need to bring containers for both dry and wet (cooking oil) commodities. 

· Have empty sacks/containers available (avoid using cheap plastic bags). 

· Before they enter the distribution area, divide recipients into administrative groups (neighborhood, camp sector, village etc.). Use the same method as for registration and planning. This will make it easier to note recipient card numbers on tally and receipt sheets. 

· Divide each administrative group by household size. It is more efficient to distribute to all one-member households, then all two-member households, and so on. Organise queues on this basis. 

· Let only people with ration cards into the distribution area. 

· When recipients reach the front of the queue they hand their ration card to the staff member (tally clerk), who checks off that number on the tally sheet. The tally clerk should also inspect the ration card to check that it’s genuine and the household size on the card matches the household size present. 

· The tally clerk then gives the card to another staff member (the puncher), who punches a hole (or similar) to indicate that the person is receiving the ration. Then they give the card back to the recipient. 

· The recipient enters the distribution area and collects their ration(s). Have different staff members (scoopers) distributing each commodity. 

· As soon as they leave the distribution area the recipient gives their ration card to the receipt clerk. The receipt clerk finds the recipient’s name on the receipt sheet and checks that the household size on the card matches the household size on the sheet. The recipient signs or marks next to their name to show they have received the rations, then leaves the distribution area. 

· Check the rations of random recipients to make sure people are getting the proper amounts. Ask them bring their rations to be weighed. Weigh each commodity separately and record the weight, card number and household size. At least two people independent of the storage function must record that they have seen and approved this. 

· Distribution monitors check that all empty sacks, oil containers, cartons etc. are completely empty at the end of the distribution. Record and dispose of all this empty packaging according to directions from the program manager. 

· Return all commodities/goods left over at the end of the distribution to stock and record this. 

· Tally clerks and receipt clerks use their tally/receipt sheets to calculate total number of recipients served and total amounts of commodities/goods distributed.

Distributing before registration 

· Work out the most practical community unit to use for distribution (e.g. neighborhood, camp sector, village). 

· Ask reliable community representatives to make a list of households in each unit. 

· Try to choose respected leaders of groups with strong ties to the target population, such as NGOs, health workers, community groups and neighborhood committees. 

· Ensure women are able to participate equally with men. 

· Avoid choosing representatives of groups in conflict with the target population or openly connected with political parties or military factions. 

· As soon as possible, make a written agreement with the representatives. This needs to state the distribution procedure, criteria for selecting recipients, control and monitoring methods and reporting obligations. Do all you can to let the whole community know these things. 

· Calculate the total amounts of commodities/goods to distribute. Base this on the number of people in the community unit, the ration scale, and (if there will be more than one distribution) the time between distributions. 

· On an agreed date the community representatives (and enough people to unload and transport) meet the CARE trucks and sign that they have received the commodities/goods. The representatives are responsible for distribution to recipients. 

· Monitor the distribution to households as soon as possible after you hand over the commodities/goods. This is to make sure the representatives have distributed rations to all households and have kept to the agreed ration scale. 

Distributing directly from warehouse 

· Organize adequate security and crowd control. 

· Get a list of approved recipients—usually from a government official or community leader. The official or leader must sign the recipient list. 

· During the distribution the program manager records (on tally sheets) the number of people served and the amounts received. They can compare this with the amounts loaded into the trucks. 

· At the end of the distribution the program manager signs the tally sheets. 

· Use waybills to record all warehouse distributions. The warehouse manager fills in the ‘dispatch information’ section of the waybill, using the tally sheets. The program manager fills in the ‘receipt information’ section. A community leader should sign this section. The community leader and the program manager also sign the recipient list. 

· Attach the recipient list and tally sheets to the waybill and send it as usual. 

FFW distributions 

These are the minimum standards for all FFW distributions. 

· The CO sets guidelines stating 

· amount of commodities/goods that equals a day’s wage 

· results needed to qualify for a day’s wage 

· how they will assess the progress/completion of work. 

· Keep a master participant list of workers’ names, addresses and ID numbers. 

· Community representatives keep attendance sheets to record (usually by crossing out a box) each worker’s daily attendance. The workers sign or fingerprint these sheets. 

· Check attendance sheets against the master participant list. Record any exceptions and get them approved. 

· File attendance sheets in the program office for approval and checking against distribution records. 
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