
 

Preparing for sensitization of new beneficiaries and card distribution  
Date: 27 July 2017 
 
Final products: Sensitization list, community map with grid (optional), card collection ticket, card 
collection verification list, card collection signature log 
 
Background 
To facilitate safe, efficient mobilization of new 
beneficiaries of humanitarian assistance in 
Gubio town in Borno State of Northeast Nigeria 
to collect electronic voucher cards, the 
following process was elaborated.  Prior to the 
card distribution process, Catholic Relief Service 
(CRS) and Northeast Youth Initiative Form 
(NEYIF) enumerators conducted house-to-
house registration of potential beneficiaries, 
living in the town of approximately 4200 
households (estimated population of 25,000), 
during which household demographic and food 
security data was collected, along with a 
photograph of each person registered (one per 
household) and a scan of each registered 
individuals fingerprint. An initial pilot group of 
760 households were selected to receive 
RedRose electronic voucher cards in June 2016, 
and 1914 additional households were selected 
as beneficiaries in July 2017. Card distribution 
was conducted on the grounds of the Gubio 
Local Government Secretariat.  Activities were 
carried out by a field team of 30 members traveling from Maiduguri city to Gubio daily, and limited to 
approximately four hours of field activities per day, because of security concerns (10 am – 2pm).  
 
The process described below was developed with the intention to avoid drawing large crowds and to 
facilitate the work of a team not originally from the target community, and lacking community mobilizers 
to spread messages or other means of contacting beneficiaries besides face-to-face meetings. 
 
Please note that for privacy purposes, the columns containing beneficiary names in the screenshots below 
are purposely modified so that beneficiaries full names are not visible. 
 
I. Creating a sensitization list 
Step 1: Create a new workbook from  

▪ Copy and paste from selection workbook the name of all selected beneficiaries 
▪ Include the four or five letter unique ID for each beneficiary 
▪ Include information that will assist in identifying individual in the field, as many individuals share 

the same name, and individuals at times may give a different name during sensitization than they 
gave an enumerator during registration.  

o Recommended information for facilitating identification: 
▪ Age 
▪ Household size 
▪ Phone number (although this often the phone number of a neighbor or 

friend, or no phone is given) 
▪ Shelter type 
▪ Settlement/Geo Location 3  

Gubio, a town of approximately 25,000, has drawn 
approximately 5,000 individuals displaced by violence in Borno 
State of Northeast Nigeria. 



 

 

 
 
Optional: Create a map and add the sector number 

▪ If no addresses are available or settlements are large in size or poorly defined, create a map of 
the area divided into polygons using Google My Maps and beneficiary GPS points, numbering the 
polygons and identifying selected individuals living in each polygon.1  

o Creating squares that capture roughly 20-30 individuals and designing polygons using 
streets, paths or other easily distinguishable landmarks, such as large trees, wells, or 
boreholes, will make it easier for staff to locate the area in the field.  

▪ Add the polygon numbers to your sensitization list. 

                                                        
1 Google Maps will automatically label some but not all polygons; it may be necessary to number the polygons in your map by hand. 
 



 

 
 
 
Step 2: Assign days and time blocks for card collection 

▪ Assign a day and time block for card collection for each settlement or sector, taking into account 
the number of hours per day card distribution can be conducted, the size of the area where card 
distribution will take place, and the number of individuals who will be conducting card 
distribution. 

o As a general rule of thumb a team of 12 members can safely distribute 60-70 cards per 
hour.    

 

 
 
Step 3: Sort the sensitization list based on settlement area or sector 

▪ Assign particular sectors or settlements to sensitization teams and provide sensitization list, and 
map of sectors, if sensitization will be conducted by sector. 

▪ To facilitate searching for names, sort each settlement or sector list by name. 
▪ Recommendation: Maintain a master list of beneficiaries sorted by name that is updated daily 

with all sensitized individuals noted to track teams’ progress. 
 



 

 
 
 
II. Create and print card collection tickets 

▪ During sensitization, sensitization team members provide each sensitized beneficiary with a 
ticket (see example), on which the sensitization member writes the date and time at which the 
beneficiary should come to collect his or her beneficiary card. 

▪ During sensitization, on the back of the card, sensitization team members should write the four 
or five letter unique beneficiary ID; this code will be verified when the beneficiary arrives at the 
distribution location by the verification team, during the first step of the distribution process. 

o The use of a ticket allows for easier dispersal of crowds at the distribution location, 
based on who has tickets and who does not, or who has a ticket for a wrong time or day; 

o The use of the unique ID code, written on the back of the ticket, allows for quicker 
confirmation of individuals as beneficiaries, who may have the same name.  

o The use of the unique ID also lowers the risk of fraud, via photocopying or recreation of 
tokens, as an individual must provide a name and a four or five-letter name that 
matches the code at the initial verification stage of card distribution. Subsequent use of 
biometric scanning and photograph of a beneficiary taken during registration serve as a 
second verification of identity prior to card distribution. 

 



 

 
 
III. Use the sensitization list to create a verification list for distribution. 

▪ Copy the name, four or five letter unique beneficiary ID, settlement or area, day, and time block 
into a separate verification list in excel, and sort by name. 

▪ Add a column “verified,” which distribution team members responsible for initial screening of 
beneficiaries will tick after checking the name and unique beneficiary code of each beneficiary 
during the first step of the card distribution process. 

▪ Add a column to the list called “color,” and assign each beneficiary within a given day and time 
block a color (e.g. “black”,”blue”,”red”,”green”). 

o Once the sensitization team has found the individual and checked them as “verified,” 
they will use a marking pen of the color listed for the individual in the verification list to 
mark the ticket of the beneficiary, and a distribution team member will escort the 
beneficiary to card distribution team responsible for the given color.   

o The use of colors (as opposed to name) allows for easy identification for the correct 
distribution station, given inconsistencies in beneficiary names, and allows for easier 
splitting of beneficiaries into groups of roughly the same size when compiling 
verification lists. 

 



 

 
 
IV. Use the verification list to create the card distribution lists, based on color. 

▪ One-by-one, use filters to show all beneficiaries of a single color, and copy and paste them into 
separate tabs in the excel workbook (e.g. “Distribution_Black”, “Distribution_Blue”,  
“Distribution_Green”, “Distribution_Red”). 

▪ Add three new columns to the table in each sheet: “Beneficiary signature”, “Date”, “Staff 
signature.” 

▪ Adjust the column height to ensure there is enough space for a beneficiary to make a thumb 
print (i.e. at least 0.5 inches). 

 



 

 
 
V. Sort cards by color 

▪ Sort RedRose cards into four groups, based on the color listed in the verification list, and put 
them in separate packets or envelopes, marked with the correct color. 

o During distribution, team members at the respective color’s table will use the 
beneficiary’s name and unique beneficiary ID to search for the beneficiary in the card 
distribution list.  

o The team member will then verify the beneficiary ID using the photograph of the 
beneficiary printed on the card and scanning the beneficiary’s fingerprint (or the 
fingerprint of a proxy) to ensure it matches the fingerprints associated with the 
beneficiary stored in the RedRose database. 

o If the photograph and fingerprint matches, the team member asks the beneficiary to 
sign or fingerprint the card distribution sheet next to his or her name in the box in the 
column “beneficiary signature”, and the team member notes the date and signs in the 
correct row in the box in the column “staff signature.” 

 
 


