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Aperçu
IOM is one of the largest Shelter and Settlements actor, reaching over 9 million people annually with Shelter and Settlements related
programming, including with relief items for sleeping, food preparation and storage, eating, and drinking, thermal comfort, lighting and
personal clothing, as well as mosquito nets, buckets, water storage and hygiene items – also referred as Non-Food Items (NFIs). IOM
supports people accessing these items through in-kind distributions as well as through CBI.  

The Distribution Operational Guidance/Toolkit captures lessons learned, tools and other field resources from IOM’s collective global
experience related to the distribution of these items. Throughout the guidance, protection risks and mitigation measures, including
GBV risks, Accountability to Affected Populations and the Prevention of Sexual Exploitation and Abuse, are considered and
integrated.  

The tools and guidance documents annexed are available to assist in the planning and implementation of distributions, yet there are
not “one size fits all "solutions. Contents of those resources must be adapted before deploying in the implementation based on each
context of the intervention.  

 

Guidance

Coordination1.
Relevant Assessments2.
Selection and Procurement of Items3.
Delivery Mechanisms4.
Building a Distribution Team5.
Beneficiary Selection, Verification, and Registration6.
Location and Time7.
Notification of Beneficiaries Prior to Distribution8.
Accountability to Affected Populations (AAP)9.
Logistic Arrangements10.
Setting up Distribution Site11.
Managing the Distribution12.
Information, Education, and Communication Materials13.
Reporting / Information Management14.
Monitoring and Evaluation (M&E)15.
Key Considerations for Project Proposals16.

 

Toolkit

Resources File Format Language

Rapid Need Assessment Per Location
NOTE:This tool can be used for first tracking the need of affected
community/location by combining KIIs, secondary data analysis, and direct field
observations.
(Modified from the documents developed by IOM Yemen in 2015 and IOM
Pakistan)

WORD EN

https://emergencymanual.iom.int/nfi-distribution-1-coordination
https://emergencymanual.iom.int/nfi-distribution-2-assessment
https://emergencymanual.iom.int/nfi-distribution-3-selecting-and-procuring-nfis
https://emergencymanual.iom.int/nfi-distribution-4-delivery-mechanisms
https://emergencymanual.iom.int/distribution-operational-guidancetoolkit-5-building-distribution-team
https://emergencymanual.iom.int/distribution-operational-guidancetoolkit-6-beneficiary-selection-verification-and-registration
https://emergencymanual.iom.int/distribution-operational-guidancetoolkit-7-location-and-time
https://emergencymanual.iom.int/distribution-operational-guidancetoolkit-8-notification-beneficiaries-prior-distribution
https://emergencymanual.iom.int/distribution-operational-guidancetoolkit-9-accountability-affected-populations-aap
https://emergencymanual.iom.int/distribution-operational-guidancetoolkit-10-logistic-arrangements
https://emergencymanual.iom.int/distribution-operational-guidancetoolkit-11-setting-distribution-site
https://emergencymanual.iom.int/distribution-operational-guidancetoolkit-12-managing-distribution
https://emergencymanual.iom.int/distribution-operational-guidancetoolkit-13-information-education-and-communication-materials
https://emergencymanual.iom.int/distribution-operational-package-14-reporting-information-management
https://emergencymanual.iom.int/distribution-operational-guidancetoolkit-15-monitoring-and-evaluation-me
https://emergencymanual.iom.int/distribution-operational-guidancetoolkit-16-key-considerations-project-proposals
https://emergencymanual.iom.int/sites/g/files/tmzbdl1956/files/2023-11/rapid_need_assessment_per_location.docx
https://www.iom.int/
https://www.iom.int/
https://emergencymanual.iom.int/
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Beneficiary Registration - Verification Form
NOTE:
• This tool can be used to register the beneficiaries into IOM database. Collected
data should be verified according to the eligibility criteria and/or beneficiary
selection criteria. Modify the questionnaires as per actual contexts and requirement
for the programme.
• Same sets of questionnaires are available in EXCEL (human readable excel
sheet) and KOBO XLSForm (can be directly imported to and edited by KOBO
form designer).
(Modified from documents developed in IOM Afghanistan in 2023, IOM Argentina, IOM
Ethiopia, IOM Guyana, IOM Trinidad and Tobago, and IOM Yemen)

EXCEL
 

EN

KOBO
XLSForm

EN

Need Assessment Guidelines and Standard Questionnaires for FGDs and
KIIs
NOTE: This tool can be used to collect qualitative data by conducting FGDs/KIIs
with affected community as a part of need assessment. Modify the questionnaires
as per actual contexts.
(Modified from the documents developed by IOM South Sudan in 2018)

WORD EN

Need Assessment Standard HH questionnaires
NOTE:
• This tool can be used to collect quantitative data by conducting household
assessment. Modify the questionnaires as per actual contexts.
• Same sets of questionnaires are available in EXCEL (human readable excel
sheet) and KOBO XLSForm (can be directly imported to and edited by KOBO
form designer).
(Modified from the documents developed in IOM Mozambique, IOM Nigeria, and IOM
South Sudan in 2018)

EXCEL
 EN

KOBO
XLSForm EN

Distribution Risk Analysis and Mitigation Form
NOTE: This tool can be used to assess the likelihood of various risks related to
distribution projects, including possible issues in access, safety/security of staff,
interference, and aid diversion.
(Modified from the document developed by IOM Türkiye X-Border in 2020)

WORD EN

Handover Form
NOTE: Based on the donor requirement, articles should be modified. Require LEG
approval.
(Modified from IOM Turkey 2023)

WORD EN

Sample Vulnerability index
NOTE: This document include most commonly used vulnerability indicators, and
the format enables scoring vulnerability of each beneficiary household. Modify the
indicators and the scoring weight based on actual programme context.
(Modified from the document developed by IOM Philippines in 2016)

WORD EN

Safety Audit Tool - NFI Distribution
NOTE: This tool can be used to assess beneficiaries’ perception of location, time,
and safety concerns during the distribution by conducting FGDs particularly with
women, persons with disabilities, and other groups of most vulnerable community
members.
(Modified from the document developed by IOM Turkey in 2023)

WORD EN

Example of key messages poster for beneficiaries
(IOM Ecuador 2023) JPG SP

Sample token for NFI distribution WORD EN

https://kf.kobo.iom.int/
https://kf.kobo.iom.int/
https://emergencymanual.iom.int/sites/g/files/tmzbdl1956/files/2023-09/beneficiaries_registration_verification_form.xlsx
https://emergencymanual.iom.int/sites/g/files/tmzbdl1956/files/2023-09/beneficiaries_registration_verification_form_xlsform.xlsx
https://emergencymanual.iom.int/sites/g/files/tmzbdl1956/files/2023-09/beneficiaries_registration_verification_form_xlsform.xlsx
https://emergencymanual.iom.int/sites/g/files/tmzbdl1956/files/2023-11/need_assessment_guidelines_and_standard_questionnaires_for_fgds_and_kiis.docx
https://emergencymanual.iom.int/sites/g/files/tmzbdl1956/files/2023-11/need_assessment_guidelines_and_standard_questionnaires_for_fgds_and_kiis.docx
https://kf.kobo.iom.int/
https://kf.kobo.iom.int/
https://emergencymanual.iom.int/sites/g/files/tmzbdl1956/files/2023-09/need_assessment_standard_hh_questionnaires.xlsx
https://emergencymanual.iom.int/sites/g/files/tmzbdl1956/files/2023-09/need_assessment_standard_hh_questionnaires_xlsform.xlsx
https://emergencymanual.iom.int/sites/g/files/tmzbdl1956/files/2023-09/need_assessment_standard_hh_questionnaires_xlsform.xlsx
https://emergencymanual.iom.int/sites/g/files/tmzbdl1956/files/2023-09/distribution_risk_analysis_and_mitigation_form.docx
https://emergencymanual.iom.int/sites/g/files/tmzbdl1956/files/2023-09/handover_form_0.docx
https://emergencymanual.iom.int/sites/g/files/tmzbdl1956/files/2023-09/vulnerability_index_sample.docx
https://emergencymanual.iom.int/sites/g/files/tmzbdl1956/files/2023-09/safety_audit_tool.docx
https://emergencymanual.iom.int/sites/g/files/tmzbdl1956/files/2023-09/key_messages_for_beneficiaries.pdf
https://iomint.sharepoint.com/:w:/s/ShelterTeamHQ/EcW5s0pl-ZNEsdURNp7Ukv0B2bWqxa_Xrjkac65fMSY79g?e=uDn0vL
https://www.iom.int/
https://emergencymanual.iom.int/
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Guidance on Establishing Feedback Mechanism
NOTE:NOTE: This document is intended to act as a starting point for missions
which do not have a set of documents clarifying the establishment of feedback
mechanism, or to inform missions reviewing existing documentation. Edit as
required to reflect the operational context.
(Modified from the SOP developed by IOM Philippines in 2015)

Zip file EN

Storage surface calculator 
NOTE: This tool enables to calculate required warehouse space by inputting the
types and quantities of NFIs that will be procured. In the “data” tab, there is a list
of commonly procured non-food items with packaging information. If you do not
find the items in the list, ask procurement colleagues for figures, and modify the
“data” tab.
(Modified from the tool developed by GPSU)

Excel EN

Example of a distribution banner with muti-donor logos
(Modified from IOM Bangladesh 2018) PPT EN

Beneficiary Receiving Form
NOTE: This form is commonly used by many IOM country missions for receiving
signature or thumbprints when handing over the items to beneficiaries. At right-
upper space, list names and number of items to be distributed to each HH. As well
clarify variations for different HH size.
(Modified from the version received from IOM Nigeria)

EXCEL EN

The Shelter Compendium
(IOM & Global Shelter Cluster 2021) PDF EN

Collection of messages and images on Fixing tarpaulin
(IOM & Global Shelter Cluster 2021) PDF EN

Collection of messages and images on Fire Safety
(IOM & Global Shelter Cluster 2021) PDF EN

Collection of messages and images on Flooding
(IOM & Global Shelter Cluster 2021) PDF EN

Non-Food Items Distribution Report Template 
NOTE: This template can be used to report the result from a series of distribution
conducted. Can be used by IOM distribution team and by implementation
partners.
(Modified from templates from various IOM missions)

WORD EN

On-site Distribution Monitoring Form
NOTE: This form can be filled by direct observation and exit interviews on the
day of the distribution. Can be used for monitoring implementation partner’s
distribution activities as well as IOM direct distributions.
(Modified from the forms developed by IOM Nepal in 2015 and IOM Afghanistan
in 2020)

WORD EN

Rapid Distribution Monitoring Community Feedback
NOTE: This form can be used to collect qualitative data for a rapid monitoring
during or immediately after the distribution. Modify the questionnaires based on
actual context.
(Modified from the document developed by IOM South Sudan in 2018)

WORD EN

https://emergencymanual.iom.int/sites/g/files/tmzbdl1956/files/2023-11/guidance_on_establishing_feedback_mechanisms.zip
https://emergencymanual.iom.int/sites/g/files/tmzbdl1956/files/2023-09/storage_surface_calculator.xlsx
https://emergencymanual.iom.int/sites/g/files/tmzbdl1956/files/2023-09/example_of_multi-donor_visibility_tarp.pptx
https://emergencymanual.iom.int/sites/g/files/tmzbdl1956/files/2023-09/beneficiaries_receive_form.xlsx
https://sheltercluster.org/group/compendium
https://sheltercluster.org/promoting-safer-building-working-group/documents/collection-messages-and-images-fixing-tarpaulin
https://sheltercluster.org/promoting-safer-building-working-group/documents/collection-messages-and-images-fire-safety
https://sheltercluster.org/promoting-safer-building-working-group/documents/collection-messages-and-images-flooding
https://emergencymanual.iom.int/sites/g/files/tmzbdl1956/files/2023-09/nfi_distribution_report_template.docx
https://iomint-my.sharepoint.com/:w:/g/personal/kkamiya_iom_int2/ETMfDX47hnlJhh2TeeqbZ04BLyx17LdLrZcpePrc5YGhFA?e=be2rT6
https://emergencymanual.iom.int/sites/g/files/tmzbdl1956/files/2023-11/rapid_distribution_monitoring_community_feedback.docx
https://www.iom.int/
https://emergencymanual.iom.int/
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Satisfaction Survey Household Questionnaires
NOTE:
• This form can be used to collect quantitative data for a rapid monitoring during
or immediately after the distribution. Modify the questionnaires based on actual
context.
• Same sets of questionnaires are available in EXCEL (human readable excel
sheet) and KOBO XLSForm (can be directly imported to and edited by KOBO
form designer).
(Modified from the document developed by IOM Costa Rica, IOM Ecuador in 2023, and
IOM South Sudan in 2018)

EXCEL
 

EN

KOBO
XLSForm EN

PDM Standard Questionnaires
NOTE:
• This document includes sets of commonly used questionnaires for PDM. Modify
the questionnaires as per actual contexts and requirement for the programme.
• Same sets of questionnaires are available in EXCEL (human readable excel
sheet) and KOBO XLSForm (can be directly imported to and edited by KOBO
form designer).
(Modified from Annex A of the Post Distribution Monitoring for Shelter Programming*1,
and documents developed by IOM Afghanistan in 2022, IOM Mozambique in 2020, IOM
Nigeria ver.1.8, IOM South Sudan in 2019)

EXCEL
 EN

KOBO
XLSForm

EN

Liens

IN 15 Rev. 1 Standards of Conduct
GBV constant companion (Shelter Cluster)
Sphere Standard 4. Household Items
Organising distribution site (Logistic Cluster)
The Shelter Compendium (Shelter Cluster)
LEG B3 NFI Distribution Agreement
HR Handbook
Global Stock Community of Practice page
Green - ICRC/IFRC Emergency Items Catalogues
GENDER & SHELTER Good programming guidelines (CARE International)
IOM Project Handbook
KOBO SOP

Références et outils

Distribution Shelter Materials, NFI and Cash
Good Shelter Programming - Tools to Reduce the Risk of GBV in Shelter Programmes
Post-Distribution Monitoring for Shelter Programming - Guidance for Inclusive Programming

Autres entrées dans ce sujet

Shelter and NFI Coordination
Assessments in Emergencies
Cash-Based Interventions (CBI)
Emergency Relief Items Catalogue
Shelter and NFI Operations
Accountability to Affected Populations (AAP)

https://kf.kobo.iom.int/
https://kf.kobo.iom.int/
https://emergencymanual.iom.int/sites/g/files/tmzbdl1956/files/2023-09/satisfaction_survey_household_questionnaires.xlsx
https://emergencymanual.iom.int/sites/g/files/tmzbdl1956/files/2023-09/satisfaction_survey_household_questionnaires_xlsform.xlsx
https://emergencymanual.iom.int/sites/g/files/tmzbdl1956/files/2023-09/satisfaction_survey_household_questionnaires_xlsform.xlsx
https://kf.kobo.iom.int/
https://kf.kobo.iom.int/
https://emergencymanual.iom.int/sites/g/files/tmzbdl1956/files/2023-09/pdm_standard_questionnaires.xlsx
https://emergencymanual.iom.int/sites/g/files/tmzbdl1956/files/2023-09/pdm_standard_questionnaires_xlsform.xlsx
https://emergencymanual.iom.int/sites/g/files/tmzbdl1956/files/2023-09/pdm_standard_questionnaires_xlsform.xlsx
https://emergencymanual.iom.int/sites/g/files/tmzbdl1956/files/2022-08/IOM%20Standards%20of%20Conduct.pdf
https://sheltercluster.org/gbv-shelter-programming-working-group/documents/gbv-constant-companion
https://handbook.spherestandards.org/en/sphere/#ch008_006
https://log.logcluster.org/distribution-0
https://sheltercluster.org/group/compendium
https://iomint.sharepoint.com/:f:/r/sites/LEGContractReview-Templates/Shared%20Documents/Implementing%20Agreements?csf=1&web=1&e=GhCVNt
https://hrhandbook.iom.int/areas/staffing-and-recruitment
https://iomint.sharepoint.com/sites/Shelterandsettlementscommunityofpractice/SitePages/Global-Stocks.aspx
https://itemscatalogue.redcross.int/green--2.aspx
https://reliefweb.int/report/world/gender-and-shelter-good-programming-guidelines
https://ctic.iom.int/en/resources/iom-project-handbook-second-edition
https://eur02.safelinks.protection.outlook.com/ap/b-59584e83/?url=https%3A//iomint.sharepoint.com/%3Ab%3A/s/ICT-OrganizationalChangeManagement/EaHGVrkjV4dLt7utIzpF89EB5Cxa9266-nUOX2x1O0qoZw%3Fe%3DKByOMO&data=05%7C01%7Ckkamiya%40iom.int%7C1c087f9b81ff4e3d3c8608dbb527c5c0%7C1588262d23fb43b4bd6ebce49c8e6186%7C1%7C0%7C638302954656884058%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=BtYYaCugjpPkkvKFQHXEo8H0ChaPzYCMbDGLVOfH53Q%3D&reserved=0
https://emergencymanual.iom.int/sites/g/files/tmzbdl1956/files/2023-09/good_distribution_first_edition_web.pdf
https://emergencymanual.iom.int/sites/g/files/tmzbdl1956/files/2022-08/Good%20Shelter%20Programming%20%20%20Tools%20to%20Reduce%20the%20Risk%20of%20GBV%20in%20Shelter%20Programmes.pdf
https://emergencymanual.iom.int/sites/g/files/tmzbdl1956/files/2022-09/post_distribution_monitoring_for_shelter_programming_guidance_for_inclusive_programming.pdf
https://emergencymanual.iom.int/fr/node/11231
https://emergencymanual.iom.int/fr/node/10501
https://emergencymanual.iom.int/fr/node/10531
https://emergencymanual.iom.int/fr/node/11261
https://emergencymanual.iom.int/fr/node/11236
https://emergencymanual.iom.int/fr/node/10626
https://www.iom.int/
https://emergencymanual.iom.int/


5

DISTRIBUTION OPERATIONAL GUIDANCE/TOOLKIT

IOM EMERGENCY MANUAL

Feedback and Complaint Mechanisms in Shelter Operations
Storage and Warehousing
Visibility in Emergencies
WASH Technical Operations: Hygiene Promotion
WASH Technical Operations: Key Considerations
Monitoring and Evaluation (M&E) in Emergencies

Contacts
For more information, please contact the Shelter and Settlements Unit in Geneva: ShelterSupport@iom.int.

Please also find the contact information to the IOM Shelter Reference Group: ShelterReferenceGroup@iom.int.

Dernière mise à jour du document: Nov 2023

https://emergencymanual.iom.int/fr/node/11256
https://emergencymanual.iom.int/fr/node/10836
https://emergencymanual.iom.int/fr/node/10976
https://emergencymanual.iom.int/fr/node/10996
https://emergencymanual.iom.int/fr/node/10961
https://emergencymanual.iom.int/fr/node/10896
mailto:Sheltersupport@iom.int
mailto:ShelterReferenceGroup@iom.int
https://www.iom.int/
https://emergencymanual.iom.int/

