Annex 19: Tips for making cash or vouchers payments
Location: Distribution site(s) should be identified beforehand with the agreement of the community leaders. The site should not be located too close to usually crowded places (market, school, bars). Inside school classrooms may be a good location, as it is sheltered from the weather, and entry into the room can be controlled. Schools are usually in accessible locations, but quiet, and provide adequate outside waiting area.

You may want to rope off an area, if there is no convenient building from which to make payments. Plastic tables and chairs can easily be transported to the site. The community can be asked to provide poles for the rope. If rain is possible, and there is no covered site, plastic sheeting could be installed on the distribution day to protect people distributing cash.

If beneficiary numbers are large, a waiting area can be set up where only card-holders can enter.

If cash payments are of different amounts from one household to the other (e.g. depending on household size or number of days worked), this has to be explained again to beneficiaries to ensure they all know how much to expect and why. This can be done while people are queuing.

Two or more payment posts can be set up to speed up the process. This needs to be planned in advance, with separate beneficiary lists prepared for each payment officer, and each recipient only appearing on one list. (This can be by sex of cardholder, by working group, by card number, by village of origin, by amount of cash granted etc.). People should be helped to find the queue by ACF staff.

Cash or vouchers can be sealed in envelopes prepared before the distribution, with each beneficiary’s name and card number clearly on the outside. This is much quicker and easier than the time consuming process of counting out money for each beneficiary at the time of payment. It also reduces the risk of theft during payment, as the process of counting money into envelopes can be much more easily controlled and supervised. However if this cannot be done, make sure to have enough small denomination notes for the payment.
Ensure all recipients know they must count the money and raise any problems before leaving the payment area. Staff should be on hand to help them with this.

Agency staff should be in charge of checking cards; orienting people; sensitization, checking the beneficiary lists and making the actual payments. There should also be someone on hand to deal with problems and complaints, so ensure there are enough staff present at each payment site.

The community should provide witnesses at distribution points. At least one person should witness each person making payments.

Community leaders will be asked to ensure the security in and around the distribution site.
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