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INTRODUCTION
The intention of this document is to establish all procedural guidelines for the Cash and Voucher Assistance
(CVA) Program. This document should be used as a step-by-step guide for the cash distribution workflow that
takes place both before and after a natural disaster, most especially in the first ten days after the event.
Following the guidelines herein will assist in selection and registration of the program beneficiaries, in
addition to setting up post-monitoring to evaluate the effectiveness of this practice. Several sections are
covered in this document, most importantly: beneficiary registration, field assessment, the validation
process, decision tree, cash out and the post-distribution monitoring. The example of a set of selection
criteria for the flood response is in Annex 2.

Humanitarian Response Forum (HRF)
The objective of the HRF is to ensure sound coordination and communication on emergency preparedness and
humanitarian response in Cambodia between UN, INGO and international organization. The HRF works in close
collaboration with the government such as the National Committee for Disaster Management (NCDM), to
facilitate a coordinated and effective approach in support of people affected by humanitarian crisis.

REGISTRATION
It is essential to use a pre-established criterion and, when possible, pre-register beneficiaries in order to save
yourself time and administrative tasks in the face of an impending crisis. The proper selection of beneficiaries
is one of the most crucial tasks if the cash transfer program is to have the desired effect of market recovery.
In 2006, the Ministry of Planning (MoP) established the IDPoor Programme1 to identify poorer communes
and families as part of a poverty reduction and socio-economic development effort of the Royal Government
of Cambodia (RGC). It is implying that these households are the most vulnerable in the community and as
such will probably have fewer coping strategies when faced with unexpected adversity. Additionally, they are
in an unfavorable position when it comes to external factors that could favor their recovery such as savings,
creditors, assets or community members willing to help.
The main objective of the IDPoor Programme is to reduce duplication of effort and resources by different
institutions and organizations in identifying their target groups when executing poverty interventions. The
secondary objective is to ensure that assistance is provided to those households who need it the most. The
cash transfer practice detailed in this SOP utilizes the IDPoor Programme as a basis for its selection criteria.
Access to the IDPoor list should be done through a strategic collaboration with MoP and Humanitarian
Response Forum (HRF). The establishment of the HRF was born out of a need to respond to the demand in
increased coordination between development partners to address the demands of humanitarian disaster,
primary flood, and drought.

1

http://www.idpoor.gov.kh/en/hom
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Before the formal selection starts, you must develop and agree among project teams what the scoring of
each vulnerability criteria will be. Subsequently, you can form a selection committee of 3-5 members
(depending on how big or small the village is) that will stay in place throughout the entire process. A ToR
should be on hand for the committee since the start of the formation. The committee members can then
select a large number of beneficiaries which will then be vetted to the final list based on the score that they
have. Explaining the objectives and process thoroughly from the start is important for key players so that
they will be more familiar with the process and treat it seriously.
In an effort to reduce and mitigate corruption, it must be explained that the list will be carefully validated
and that adherence to the criteria is essential. Favors to local authorities or inclusion of people that do not
qualify as IDPoor will not be tolerated under any circumstances. Communes should already have conducted
an independent participatory identification process in which the IDPoor have been identified. 1
Once having completed the IDPoor list as an initial registration in key areas of high risk, this same list will be
used to register beneficiaries on the Beneficiary Management System (BMS) through an application called
Humansis. The purpose of the BMS through Humansis is to ensure the transparent and real time
management of beneficiary data such as registration, import, storage, and updates. Humansis is being
implemented in partnership with People in Need (PIN) to facilitate adequate beneficiary data management.
Humansis is a proven efficient and transparent platform that integrates with WING and can be used to
perform unconditional cash distributions in emergency response interventions. The greatest advantage to
using this system is the ability to track data in real time as it supports the transparency of the action. The
real-time tracking feature of Humansis can complement the traditional Complaint and Feedback Response
Mechanisms that are featured further in this document. The BMS system, coupled with Humansis provides
a transparent, real-time easy to use platform for managing humanitarian development projects, including
the provision of selective distribution lists for transferring money in humanitarian relief scenarios. See a
procedure to operate the Humansis through WING in Annex 4.
If your organization is using the Cash Voucher system (whereby beneficiaries retrieve the cash by way of
presenting a voucher to the WING agent) then you will have to first deposit the cash manually with a WING
agent via a pre-established contract and you will then have to deliver vouchers to your selected
beneficiaries once the full validation process has been completed.
The logic of the IDPoor Transfer

ID Poor List

Import Via Humansis

BMS

DAN CHURCH AID | Cash and Voucher Assistance| 5

Standard Operating Procedure (SOP) for Cash Transfer Programme
ASSESING LOCAL CASH OUT CAPACITY
An important step to be completed during the leadup time to a flood is the local cash out capacity of the
designated Financial Service Provider (FSP) in this case, WING. There are several factors to take into
consideration and evaluate before transferring cash to WING.
•

•

•

Cash out agent liquidity. In some areas of the country, WING will not have the physical cash to back
up a significant mobile transfer. In this case, you will have to give WING 48-hours notice prior to
when the cash assistance should be distributed so they have enough time to back up the transfer.
Failure to give the FSP enough notice could result in the inability to carry out the program to
completion.
Distance from community to cash out agent. Most community members will have limited means of
transport (generally beneficiaries will either ride a bicycle or a moto bike to the cash point) so you
need to factor travel feasibility into the planning stage, especially taking the elderly into account.
Additionally, you must factor in the severity with which the road to the cash transfer point is at risk
of flooding. If the beneficiaries will be unable to physically get to agent, then the program might
experience delays in cash out.
Role of the WING agent. WING agents are expected to deliver cash to beneficiaries who present a
WING code in their phone or who present a cash voucher. Further roles or obligations must be
negotiated in advance and are not, as of yet, considered as part of the scope of work for the FSP.
Key output and consideration

1. Memorandum of Understanding (MOU) for access of IDPoor from MoP
2. Beneficiary Management System (BMS) Application, eg. Humansis
3. Prepositioning with Financial Service Provider (FSP)

FIELD ASSESSMENT
Before delivery of assistance, there are certain assessments, such as field assessment (with the NCDM Rapid
Assessment Tool), and Rapid Market Analysis that need to be conducted to obtain information about the
disaster situation. Execution of these assessments needs proper coordination with the authorities and other
stakeholders. In this sense, the assessments can be more effective and give broader coverage of
understanding on what is happening on the ground. Coordination is necessary for sharing relevant
information, networking and complementation of the project.

A. NCDM Rapid Assessment Tool
In the aftermath of a disaster, both the government and the NGO organized and conducted a needs
assessment in identified affected areas. The assessment is central for understanding the problems, their
source, and consequences. It provides an essential basis for decision making and planning disaster response
activities.
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The purpose of the Rapid Assessment Tool is to obtain a quick understanding of the emergency within the
first few days after a rapid-onset disaster. The tool is independent of other inter-agency assessments such
as PRISM of WFP (https://www.prism-kh.info). However, the PRISM tool can support HRF and NCDM, and
provide more detailed information necessary for rapid response design. The results of this initial assessment
are aimed to inform the design of the initial phase of responses for the first 6-8 weeks. Another assessment
should be conducted later to gain more in-depth information of the humanitarian situation and to modify
the response mechanisms accordingly if necessary.

B. Rapid Assessment for Market (RAM)
Market assessments are necessary not only to determine whether markets are functioning but also to get
information on a household level of vulnerabilities and coping strategies. It may indicate where indirect
market interventions could support essential market systems, and how the market performed before the
crises. The complexity of the market assessment should be adapted to the phase and scale of the emergency,
the scale of the project and the practicalities of the situation. It is also acknowledged that humanitarian
interventions often take place in a challenging environment, where ideal standards may be hard to achieve.
Therefore, a community level consultation on markets that focuses on traders and beneficiaries may suffice
in certain circumstances2.
There are certain risks with cash transfers that need to be considered before cash is chosen as an aid modality.
For example, if cash is used in weak markets, which are not supplied to meet the increased demand, cash
assistance can increase the price of commodities and cause inflation. The Rapid Assessment for Market
(RAM)3 is designed to provide a quick and basic first understanding of key markets in the immediate
aftermath of a shock. The RAM strengthens response analysis by providing market data that is essential for
informed decision-making on appropriate transfer mechanisms (i.e., in-kind or cash-based) if relief is to be
provided. The tools used in the RAM, such as market mapping tools, can also reveal possibilities for marketsupport interventions and identify entry points to support market recovery. Therefore, the RAM is not biased
towards a specific form of response but facilitates reflection about a wide range of response options. See
RAM questionnaire in Annex 3.

2

http://ec.europa.eu/echo/files/policies/sectoral/ECHO_Cash_Vouchers_Guidelines.pdf

3

https://www.icrc.org/eng/assets/files/publications/icrc-002-4199.pdf
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DECISION TREE
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Humanitarian response can be either cash-based or in-kind or a combination thereof depending on the
situation. This document is an SOP for cash distribution and does not consider the distribution of food or
other types of goods. Determination of aid modality needs to be based on a systematic analysis and data
gathered from the field. The decision tree can be used if humanitarian actors are to collect the relevant
information such as situation analysis, including needs assessment, preliminary market analysis, financial
service providers and risk analysis. Decision tree provides humanitarian actors with a reliable logic when
identifying the most appropriate transfer modality– cash, voucher, in-kind or combination. Although this SOP
focuses on cash transfer, it is encouraged to continuously evaluate whether or not this continues to be the
best practice for this particular situation.
The decision on the amount of cash per beneficiary to be transferred needs to be informed by the market
assessment, Minimum Expenditure Basket (MEB), Minimum Response Package (developed by HRF), and of
course, the available resource versus the number of target beneficiaries.
In addition to the Rapid Assessment, Needs Assessment and Rapid Assessment for Market, it is also
essential to take into consideration some factors that might affect the decision to use cash as an aid
modality, such as security, staff capacity, gender, protection, vulnerable groups such as people with
disabilities (PWD), pregnant and lactating women (PLW), elderly and others and the cost-effectiveness.
Administrative procedures of humanitarian actors and analysis on the logistics of both humanitarian actors
and market suppliers should also be considered.

DETERMINING THE CASH TRANSFER BUDGET
The cash transfer will be largely dictated by international funding and tabulations to calculate how much
cash is necessary to cover basic food and nutritional needs for people who are facing floods and have no
food stored at their home. The budget is also be calculated according to the scale of the project (number of
beneficiaries) and the funding that is designated to the program.
In order to do an accurate calculation, you must take into account market prices at the time of conducting a
cash transfer, as the price of goods will tend to increase during floods. It is also important to take into
account that the price of food might fluctuate from one province to another.
Finally, it is important to have a reserve budget. This is because there might be a last-minute integration of
beneficiaries who call to make a complaint and are found to accurately qualify for the cash transfer.
Accounting for these circumstances is a crucial step in the success of the program.

Key outputs and consideration
1. Rapid Assessment report
2. Rapid Market Assessment report (Annex 3)
3. Decision Tree
4. Needs
Report
andand
Recommendation
DANAssessment
CHURCH AID
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VALIDATION
Having an IDPoor list or any other HH government-maintained list is a good starting point for pre-registration
for beneficiaries in at-risk communities in times of crisis. However, validating the list is a step that cannot be
skipped and is crucial to a successful outcome. Not only should the IDPoor list be validated, but it is important
that the BMS be updated with the new information after this process has been completed.
As mentioned previously, the selection committee should be formed when selecting and registering the
beneficiaries. The role of this committee is to support the humanitarian workers in fast tracking data accuracy
and ensuring process efficiency both before and after the crisis. The selection committee must be local and
non-biased. It can be volunteer based. Ideally, Terms of Reference for the committee is developed. One of
the most valuable aspects of having a committee on the ground is that they will have knowledge of up-todate information regarding changes in status or life circumstances such as pregnancy, breastfeeding, elderly
people, orphaned children, households with many children under the age of 5 years old and development of
HIV/AIDS.
The first IDPoor list will be supplied by the local government and community leaders. Their participation is
essential as they should have the most up-to-date information and are able to assist your organization on the
ground, making this more time effective. Once more, it is important to emphasize that the selection criteria
must be in line with, but not limited to, the IDPoor criteria, and personal favors will not be tolerated under
any circumstances. One of the most important pieces of information that must be collected during this time
is the beneficiaries’ up to date mobile phone numbers. The numbers must then be included in the BMS.
The local government and community leader’s participation is essential in the validation process to ensure
transparency and effectiveness of the targeting. Community members affected by any given disaster will be
part of the selection process and they are register based on agreed target criteria. Ideally, the validation is
carried by any independent or neutral person.
Note: during the verification for other vulnerable criteria are those family or HH lack/low capacity to cope
up and damage livelihood activities – example: If a woman is pregnant yet has a sufficient source of income
or possesses better coping strategies/mechanisms than others with the same criteria, then she is not
eligible to receive support.
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Validation Processes
Action
Coordination and
communication

Community field
visit and validation

Steps
1. Meet with government officials, disaster management officials to inform them
of the objective, and methodology of the activities. add, continuous activity.
2. Inform them about the BMS, the cash transfer modality, eg. Humansis Platform,
IDPoor, Result of Needs Assessment including the market analysis.
3. Reassess government plans and actions after the needs assessment to
reconfirm. Also, the security and accessibility.
4. Inform stakeholders about the feedback mechanism and complaint hotline.
5. Gather community leaders and representatives of men, women, PWD, children,
and elders to inform the objective, scope, and methodologies of the activities.
Also, discuss whether the community would like to add extra security measures,
such as the use of IDs in order to make the cash-out procedure more secure.
6. If gender biased or gender inequality is considered to be a factor that could
affect the outcome, then you must hold community meetings with men and
women separately to ensure a just selection and outcome.
7. Share the IDPoor list with the local stakeholders and validate the existence of
the community prior to the disaster.
8. Collect all mobile phone number either by personal home visit or community
leaders record of the HH head or any HH members. It is imperative that this
information be correct and up to date for the proper functioning of the cash
distribution system. The phone number must be associated with the name of
the beneficiary.
9. Registration of non-IDPoor that have been recognized by the community to
manifest increased vulnerability due to a change in circumstances or possibly
not being able to cope with the disaster (PLW, Elderly, sole parent, PWD, and
others agreed at the community).

Posting

10. List shared by NGO to community leaders that are completed within 24 hours
are posted at the community center and others that are accessible from the
community member for further validation. A hotline phone number should be
made clear in case there is anyone that would like to make a complaint.
11. After 48 hours of posting without complaint, NGO will consider this as a
validated list and BMS will request fund for the said names and details. It is
important to adhere to this timeline without exceeding the number of hours for
efficiency purposes.
12. If complaints are received via the hotline, then the NGO should resolve them
within 24 hours.

Final Posting

13. After 48 hours, the final posting is considered validated and is ready for support.

Gender Issues
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When conducting a field visit, it is essential to consider gender perspectives when planning and implementing
the Cash Transfer Programs. This can be done during initial visits but also during the validation process. Your
focus should be to determine whether there will be gender-specific issues when delivering and receiving cash.
An example is the decision that women with children might have to face when collecting the cash such as
deciding between going to the cash distribution point or staying home to care for their children. It is
important that your team be sensitive to this issue and, if necessary, conduct workshops that are specific for
each gender where concerns can be properly voiced. If concerns arise within the community, mitigation
strategies must be considered and put into place immediately.

Data needed for the registration:
Data

Sources

Name
Date of Birth
Mobile Number
Vulnerability
Proxy cash receiver
(name only)

IDPoor
IDPoor
During Selection or Validation
During Validation
During validation (must have a letter of authorization)

Process briefing for beneficiaries
Once the validation process has been fully conducted, you must brief the beneficiaries on the mechanism
that they must follow for a successful encashment. All beneficiaries should attend the informative session
in addition to being attended by the local village chief and any volunteers your organization has decided to
enlist for support.
The training must be conducted in the local language and the verbiage should be straight forward and easy
to follow. To ensure that beneficiaries fully understand the steps they are to follow, it is encouraged that
you used flow charts or other visual aids to illustrate the steps the steps they must take.
Whether they are to receive the cash via a voucher or via SMS text, the following points are important to
stress during this encounter.
• Beneficiaries should not change their phone numbers during this time. If they absolutely must
change their number, they are to inform the village chief or NGO field staff immediately.
• Beneficiaries should keep their phones charged during this time, avoiding power-related shut
offs.
• Illustrate that beneficiaries who will receive an SMS text should be vigilant of a text from WING
that contains an 8-digit code.
• Beneficiaries that receive a cash voucher should keep their voucher and understand it is nontransferrable.
• All beneficiaries have a 14-day window to collect the cash.
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•

•

They must collect the cash themselves; the NGOs function does not include carrying cash to
them. If they are physically unable to go to the WING Cash Point, they should inform their Village
Chief to ask for appropriate assistance.
Beneficiaries must be well informed as to the currency they will receive during this exercise to
avoid confusion.

ENCASHMENT
Once the beneficiaries in the BMS are fully validated and registered for cash transfers, beneficiaries will
receive a text message from WING with an 8-digit passcode. The beneficiary (or a confirmed proxy cash
receiver) now has 14 days to cash-out the money at one of the Wing Cash Xpress agents in Cambodia with
the 8-digit code. If the beneficiary community has chosen to use IDs in the withdrawal process, an
identification document also needs to be presented at the agency for verification. Once the beneficiary has
received the cash, an SMS is sent to the beneficiary's phone for transaction confirmation.
The integration of the Humansis platform in conjunction with WING provides real-time transaction reports in
addition to providing the donor with a receipt when a beneficiary cashes-out. If the beneficiary has not
performed the cash-out within the allotted timeframe, then your organization should contact the individual
to trouble shoot. Although NGO staff are not allowed to carry cash during the distribution time, you may ask
the Village Chief or the members of the pre-established committee to assist the beneficiary in successfully
processing their cash out. If the beneficiary never performs the cash-out, the amount will be returned to the
donor’s account.
The reader may refer to the BMS SOP for the encashment in the annex 4 of this document.

POST DISTRIBUTION MONITORING
Post distribution monitoring (PDM) can occur during two different time intervals. The baseline should be
conducted as soon as possible after the beneficiaries have received the cash. The endline, on the other
hand, should be conducted two or three weeks after the distribution. The PDM should provide quantitative
data which can be used to refine the approach, SOP, and project design wherever necessary in an effort to
make it even more responsive and efficient. It is possible for the PDM data to be collected via an online tool
or manually.
The PDM should also attempt to evaluate whether or not any of the beneficiaries were faced with potential
risks during the encashment process. In addition to making the process more sensitive to the beneficiaries’
needs, the PDM should also strengthen accountability of all parties that are involved, improve
programming and inform future best practices for distribution methodologies.
The methodology for proceeding should be by conducting beneficiary interviews. A minimum of 15% of
beneficiaries should be selected at random so as to avoid bias. The interviews can be conducted in a group
setting or they can be conducted individually. Aspects such as age and gender should be considered. All
DAN CHURCH AID | Cash and Voucher Assistance| 13
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interviews should be conducted in the beneficiary’s native language. Interviews can either follow a
questionnaire (such as the suggested material contained in the Annex 1) or they can be semi-structed.
It is strongly suggested that you also conduct focus groups that are gender and age specific to try and
determine of certain groups have increased vulnerability or exposure to risk factors during this time.
Interviewers must be prepared and as impartial as possible so as to not create leading questions or steer a
conversation in their favor.
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ANNEX 1: POST DISTRIBUTION MONITORING
Food Security, Nutrition and Cash Transfer
Post-Distribution Monitoring (PDM) Guidelines and accompanying tools have been designed to monitor the
impact of Food Security, Nutrition and Cash distributions made by sector members and should be conducted
in a specific location where food and cash distribution have occurred. This PDM is normally conducted 1-2
weeks after the distribution has ended and is implemented by a responsible agency or partner.
PDM results are largely quantitative and highlight broad trends to inform programming. These results should
be fed back into the project cycle to improve best practices on how assistance is designed and delivered,
responsive to the preferences of beneficiaries and sensitive to potential protection risks that could be caused
by food and cash assistance.
The Objectives of the PDM are:
▪

To strengthen accountability: verifying the agreed number, commodity, and cash entitlement
distributed accordingly

▪

To improve programming: assessing whether the food and/or cash distributed were the most
appropriate type of assistance, and therefore whether food and/or cash packages should be adjusted
or whether alternative assistance should be provided. The PDM also verifies the utilization of the food
and/or cash.

▪

To improve food and/or cash distribution methodologies: identifying strengths and weaknesses in
different distribution methodologies with the aim of making improvements in future distributions.
PDM checks whether IDPs were provided accurate and timely information; how long they
queued/waited to receive their food and/or cash; and asks the IDPs their opinion on how well the
distribution was organized.

▪

To identify and prevent protection risks: monitoring whether food and/or cash distributions created
protection risks for the IDPs. PDM asks whether beneficiaries had items stolen; whether there were
security incidents during or after the distribution; whether indirect expropriation took place, including
payments being demanded to be placed on distribution lists.

Methodology
PDM for cash transfer programmes should be done taking into consideration the time in which beneficiaries
of the programme would take to utilize the money after receiving the payments. The intention of the program
detailed in this SOP document is for immediate use, therefore the PDM should be performed two to three
weeks after the cash distribution.
It is important to note once more that, although the PDM utilizes only a representative sample of the
population, the exercise should be conducted in places where a cash distribution took place. Thus, a
representative sample has to be interviewed per each location (see a sampling below). The suggested
approach for selecting the locations should be biased towards areas where cash has been distributed.
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Sampling: Sample Selection
In most cases, it is not possible to survey every beneficiary during a PDM exercise because it is too costly and
time-consuming. Therefore, a sample must be chosen. Sampling means collecting data from a group in the
population that is representative of the whole (in this case picking a few beneficiary from an
area/village/location).
During the exercise, data collectors employ a mix of both random sampling and purposive sampling
methodologies in soliciting for information from respondents within the operational areas. Purposive
sampling will ensure that specific conditions that are important in shaping the findings are considered (for
example for the PDM focus is only on the households that received cash under the CBP activities) while random
sampling ensures reduced bias on information obtained from the beneficiaries within the purposively targeted
areas.
A sample size must be considered. In selecting it, it should be borne in mind that the PDM survey is meant to
give an idea of what happened to the cash post-distribution. As such, it attempts to measure issues of
satisfaction, accountability, and appropriateness thereof. The PDM seeks to attribute the change that happens
in the community to the project activities hence its works, as evidence of project outcomes and immediate
impact. Therefore, the sample must be large enough to comfortably assume that it is fairly representative of
most of the population and small enough not to misled programmes by making misguided interpolation and
correlations. In the final data collection exercise, valid conclusions should be drawn about the whole
beneficiary group from studying only a fraction (a sample) of the distribution beneficiaries provided that:
▪
▪

the sample is of SUFFICIENT SIZE to satisfy the assumptions of the statistical techniques used,
the sample is REPRESENTATIVE of the qualities/characteristics of the total number of
beneficiaries,

Data collection tools
There are several ways to gather the information, of which one is the so-called quick appraisal technique,
which mainly uses oriented discussions with the CVA beneficiaries in groups or on an individual basis.
Structured questionnaires can also be used in collecting the data. Focus Group Discussions (FGDs) can be
carried out with groups of beneficiaries selected based on sex, age, occupation, or a combination.
For structured interviews, the main tool for data collection is a questionnaire (on an individual basis) or an
interview guide. Information must be gathered from informed beneficiaries of the project. Hence, we suggest
that the preferred respondents to the household questionnaire be an adult figure in the household or a child
aged at least 12 years in the case of orphans. An example of questions which could be asked during a PDM
exercise is in the Annex section.
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Data Collectors: consider gender and culture
When considering whom to use as a data collector, it is best to consider skills such as communication and the
ability to get on with the community in terms of ability to speak the local language and also ensure gender
mix. You must be sensitive to gender-related issues that may come from the culture or be specific to a village
itself. You may have to vary your approach depending on the contest you are facing.
Do not assume that everyone knows how to properly pose questions while using a questionnaire. Your
protocol should include training the interviewer so that he/she does not use leading questions, positive or
negative body language or pose a biased point of view. This will help you to ensure that the quality of the data
is not compromised.
Data entry and analysis: refine data to represent reality
We suggest that the data entry should be done in a scientific way and used of survey software programs –
SPSS/ODK/Magpi. Data analysis following the entry should reflect what is on the ground.
Areas to be aware of when conducting a PDM exercise in a fragile environment:
▪

Ensure the integrity of PDM results

The purpose of the PDM should be explained to the beneficiaries as well as to other key project stakeholders.
Consider doing this during project inception meetings or during stakeholders and community orientation
sessions on project kick-off.
▪

Reduce security risks for the Agency’s staff and of beneficiaries

Situational and Stakeholder analysis should be conducted by the concerned agency’s office before each
payment, inclusive of clan identities, affiliations of stakeholders, and of their relative power. Such analysis may
help an agency’s decision- making on whether payments could create protection risks for beneficiaries and
highlight whether stakeholders could create security risks to prevent or disturb any monitoring process in the
future (including the PDM process).
▪

Strengthen accountability to beneficiaries and donors
i.

Providing accurate information to beneficiaries before and during a payment on how much they
should receive. This is a keyway to improve transparency with beneficiaries, and reduces
opportunities for fraud,

ii.

The results of PDM should be shared with the beneficiaries of the concerned organization for their
feedback,

iii.

Donors should be offered regular briefings on PDM results and provided access to all related data.
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Post Distribution Monitoring Survey - Household Questionnaire
Instructions: The survey shall be conducted 10-15 days after the distribution. The sampling size should be
around 10-15% depending on the total target families and context, and the target sampling families shall be
randomly selected.
Basic Information: Location and Enumerator Data

Questionnaire
number:

Date of

Commune:

Village:

interview

Province:
Name of organization:

Name of
enumerator:
Basic Information: Introduction to beneficiaries

Hello, my name is “[Your name]” and I work for "[Name of the organization]" and we have been here
to assist you in your flood recovery needs. I would like to ask you some questions about the cash
distribution distributed by "[Name of the organization]" in "[Month]" of this year. Would it be ok for you
to participate in this interview? It should take around 30 minutes to complete. Your answers will not
change your eligibility for support from "[Name of the organization". The questionnaire does not have
"good" or "bad" answers. You can stop the interview at any time or refuse to answer any questions that
you don't want to answer. The information will be kept confidential and will help "[Name of the
organization]" improve projects but it is not an assessment to give people more assistance; we are not
here to take names for another distribution.
1. Did anyone in your household receive a cash transfer of 50USD from "name of organization" in
November 2020?
a)
Yes

c) Refused to
answer

b) No

2. Are you the head of household or the individual who collected the money from the cash distribution?
a)
Yes

c) Refused to
answer

b) No

3. Do you agree to be interviewed about that distribution?
a)
Yes

b) No

If the respondent declares to having received the cash transfer, continue with the questionnaire. If not, thank
the respondent for his/her time.
1. Profile of the interviewed house

No.
1

Question
Sex of respondent

Response
1.
2

Female. Male
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2

How old are you?

3

Are there any vulnerable people (children under the
1. Yes
age of 5, elderly, pregnant or lactating mothers, in the
household?
2. No
What is the total number of members of your
household, including yourself, in each age bracket?

Male 0-5

Female
0-5

Male 6-17

Female
6-17

Male 18-59

Female 18-59

Male 60 +

Female
60+

4

2. Programme perception

No.

Question

Response

5 Do you know why you were selected?

1. Yes

2. No

6 Was the selection process fair?

1. Yes

2. No

1. Yes

2. No

7

Have all people that should benefit from the cash
transfers been included?

3. Appropriateness of the programme

No.

8

9

Question
Would you have preferred to receive something else
than cash?

Response
Yes

What else?

No

Did you have to pay anyone or to give a favor to
anyone to receive your cash, to be on the list? How
much to whom?

10 Did you feel safe having cash at home?

1. Yes

2. No

11

Have you or your family experienced any negative
consequences since receiving the cash transfer?

1. Yes

2. No

12

Has anyone in your village reported any negative
consequences since receiving the cash transfer?

1. Yes

2. No
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4. Cash use

No.

13

Question

Response

Of the cash assistance you have received, how much
have you spent so far?

0%

75%

25%

100%

50%
What were your greatest needs before receiving the cash
distribution?
14

1. Food

2. Water

8. Mosquito nets

3.
4. Shelter 5. Hygiene items
Medicine
9 Food for livestock

10. Feminine
hygiene items

6. Educational
materials

7.
Clothing

11. Others: ……………………………….

What did you buy with the money from the
cash transfer?
15 1. Food

2. Water

8. Mosquito nets
16

3.
4. Shelter
Medicine
9 Food for livestock

5. Hygiene items
10. Feminine
hygiene items

Were you able to buy the items you needed after
receiving the cash transfer?

6. Educational
materials

7.
Clothing

11. Others: ……………………………….

1. Yes

2. No

16a If no, which items were you unable to find?
5. Potential effects on the market

No.
17

Question
Have you noticed price changes after the
cash transfers?

Response
Increase?

Decrease?

1. Yes

2. No

17a If yes, what is the reason?
18

Have you noticed any unusual availability
changes after the cash transfer?

18a If yes, what is the reason?
6. Distribution process

No.

Question

Response

19 How were you notified about the transfer?
20 Was the information clear?

1. Yes
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Stable?
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Did you know when you would have received the
cash transfer?
Did you receive the SMS or voucher with the
22
identification code to withdraw the cash?
22a
If yes, were you able to understand it?
21

22b

1. Yes

2. No

1. Yes

2. No

1. Yes

2. No

If you weren't able to understand it, how did you
collect the cash?

2. No, I knew through
the
3. I heard it from
22c
1. Yes
neighbors
If you did not receive the SMS or voucher, were you
DCA ceremony in
notified?
advance
1. I asked the 2. I was contacted
3. I called 4. I
telephonically by the the
received
village
support
chief/commune NGO who then gave NGO's
me
the
code
from the
CFRM
chief for
selection
support
If you did not receive the SMS or voucher, how did
committee
22d you collect the cash?
5. I received
6. Other
support from
WING
23 If you received support from the one of
the above, how was your experience?
1. Good
2. Average 3. Bad
24
What can be improved?
25 Did you know where your nearest WING
branch is?
1. Yes
2. No
26 Which means of transport did you use to
go to WING?
27
How long did it take you to go to WING?
28
Did it cost you any money to get there?
1. Yes
2. No
29
4. Very
Was it easy to go to WING?
1. Very easy
2. Easy
3. Hard hard
7. Complaint Handling Mechanism

No.

Question

Response

Are you aware that you can
30 complain or give feedback on the
cash assistance?

1. Yes

2. No

Do you know the contact
31 information of the complaint
handling mechanism?

1. Yes

2. No
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32 Did you give any feedback or
complain?

1. Yes

2. No

8. Overall satisfaction

No.

Question

Response

33

Did the intervention help you and your family meet
your basic needs?

34

How would you rate your experience with the SMS/
voucher-based cash transfer process?
1. So good 2. Good

35

How can the SMS-based cash transfer process be
improved?

1. Yes

2. No

3. Fair

4. Hard

5. So hard

ANNEX 2: EXAMPLE OF THE SELECTION CRITERIA FOR FLOOD RESPONSE 2020
No.

Criteria

Sore

1

Families or their economic property flooded)

4

2

IDP 1 who have not received any assistance in cash or in kind during the emergency or received assistance less
than USD 30 in cash in the last 2 months not including the COVID19 response)

4

3

IDP2 or Poor HHs with no IDP card but confirmed by the local authorities/ project team, based on the IDP
criteria of the MOP and those who have not received any assistance from the gov’t or NGO during emergency

3

4

Families whose any member is disable or contracts with chronical disease

2

5

Women-headed and poor households

3

6

Families with over 4 small kids – less than 18 years old, or pregnant women during emergency

4

7

Orphan or Children/ elderly without support

2

8

Voluntary workers who face living challenge like job or income loss

3

9

Returnee/ migrated family with loss of main income

3

Remark: The scoring of each selection criteria from one to five is based on a decision of the flood
response project team facilitated by DCA in cooperation with partners LWD, BS, DPA/ ADOVIR, FNN
and CnD. It is for the project team internal use only.
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ANNEX 3: RAPID ASSESSMENT FOR MARKET (RAM)
Market Assessment Questionnaire
(food and non-food items, depending on critical market systems identified)
(NB! Market assessment for services needs to be modified according to which service)
#

Question

Answer

Introduction: Hello my name is ____. We are in the market today to conduct a survey on the market in relation
to [organisation’s] cash and voucher assistance programme in the community. The objective is to have some
background to understand the capacity of the market to supply specific items needed in our programme and
for understanding if everyone can access the local markets. Are you willing to participate in the survey?

Input type
note

SURVEY INFORMATION
Date of interview (day/month/year)

date

Location

Insert options

Market name / type of marketplace (e.g. local,
regional, urban centre)

(Insert options if known)

Gender and origin of respondent/shop keeper

1. Male from local community
2. Female from local community
3. Male non-local
4. Female non-local
5. Male non-national
6. Female non-national

select one

Type of interviewee / vendor

1. Wholesaler
2. Retailer
3. Petty/informal trader
4. Market representative

select one

Key commodities assessed from the vendor (specify
which, according to market analysis)

Add option
Add option
Add option
Add option
Add option

Select
many

How many days per week is the store open?

1-7

Are you a member of a trade association or
committee?

1. Yes
2. No
3. Don’t know
4. n/a

Select one

Do you have a trader’s licence?

1. Yes
2. No
3. Don't know
4. n/a

select one
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DEMAND SITUATION
How do you assess the current number of customers
in your shop?
(IF SUDDEN ONSET EMERGENCY, rephrase
this to ‘compared to before the shock’)

1.
2.
3.
4.
5.

If the number of customers in your shop has changed 1.
recently, can you explain why?
2.
(IF SUDDEN ONSET EMERGENCY, rephrase
3.
this to ‘compared to before the shock’)
4.
5.

As usual
There are more customers now than usually
There are fewer customers now than usually
Don’t know
n/a

Choose one

Usual seasonal changes
Linked to programmes by humanitarian /
development actors in the area
Linked to economic situation in the area
Other (if other please specify)
Don’t know

Select many

What items are customers usually purchasing most of
from you?

Text

How many days will it take you to get additional stock
if demand for key commodities increase?

Numerical

IF SUDDEN ONSET EMERGENCY:
Have your customers asked for other commodities
from you after the shock? Which?

Text

SUPPLY SITUATION
Text

Where do you get your supplies of the key
commodities from?
(refer to selected key commodities)
Where do you store your stock?

1. In shop in this location
2. In warehouse
3. In private storage
4. In home
5. Other
6. No storage available

Select one

IF SUDDEN ONSET EMERGENCY:
1. Yes
Has your business been affected by the recent shock? 2. No
3. Don’t know
4. Do not wish to answer

Select one

IF SUDDEN ONSET EMERGENCY:
If so, how was your business and storage affected by
the recent shock?

Text

How many DAYS does your current stock usually last?
(note the answer in number of days)

numerical

How often do you restock the commodities / every X
DAY?
(note the answer in number of days)

numerical
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IF SUDDEN ONSET EMERGENCY:
Are you still able to get the key commodities after
the recent shock?
Note explanation if no. Note if the source is the same
or a new one if yes.
What restrictions and risks are there for traders to
supply or increase supply to the market? Please note
both for now and in other seasons

Text

1.
Seasonal shortage of commodities
select many
2.
General shortage of commodities (for example
due to drought)
3.
High transportation costs
4.
High informal taxes
5.
High formal taxes
6.
Lack of storage facilities
7.
Not enough suppliers (connections)
8.
The competition is high
9.
Access and infrastructure
10.
Low financial capacity of vendor
11.
General government regulations
12.
Not enough customers
13.
Other
14.
n/a

How could the mentioned risk factors be addressed?
What factors have the greatest impact on the price of
the commodities that you sell?

Do vendors generally have enough money to supply
the markets?

Text
1.
2.
3.
4.
5.
6.
7.
8.
9.
1.
2.
3.
4.

High transport costs
Excess demand
Lack of demand
Poor supply
Poor roads
Lack of electricity
Customers not paying their debts
Lack of vendors’ access to credit
High taxes
Yes
No
Don’t know
Do not wish to answer

If vendors *do not* have enough money, what is the
reason?

Select
many

Select one

Text

What is your MAIN source of funding?
(select maximum 2)

1. Self-financing
2. Bank loan
3. Buy supplies on credit
4. Family/friends
5. Microcredit

select many

Is it possible for you to buy supplies on credit?

1.
2.
3.
4.

Select one

Yes
No
Don’t know
Do not wish to answer
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How do you work in cooperation with other traders
to get supply?
(probe on trust and cooperation networks)

text

What the major constraints/challenges to expanding
your business?

Text

PRICE SITUATION
How do you qualify the current price of key
commodities that you buy from your suppliers?
(IF SUDDEN ONSET EMERGENCY, rephrase
this to ‘compared to before the shock’)

1. As usual
2. Inflationary trend (rising prices)
3. Deflationary trend (prices lowering)
4. Don't know
5. Other

select one

Have you changed the prices you charge for the key
commodities that you sell in the market within the
last month?
(IF SUDDEN ONSET EMERGENCY, rephrase
this to ‘since the shock’)

1. The same
2. Increased
3. Decreased
4. Don't know
5. Other

select one

If prices increased, which items in particular did this
affect and why did prices change?

Text

How are the prices in this market compared to other
local markets (depending on interview location)?

1. The same
2. Increased
3. Decreased
4. Don't know
5. Other

Select one

How do you think prices of the key commodities will
change if the demand in the market increases?

1. The same
2. Increase
3. Decrease
4. Don't know
5. Other

select one

Do you give customers credit?

1.
2.
3.
4.
5.

Yes
Sometimes
No
Don’t know
n/a

Choose one

OTHER AREAS OF INTEREST
Taxes/fees: How much do you pay in tax for having a
shop in the market per WEEK?

Numerical

Competition: How many traders of the same size as
you, trading in same or similar commodities are
available in this market?

Numerical
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Can women access the market?

1. Yes
2. No
3. Sometimes
4. I very often see women in the market
5. Don’t know
6. Do not want to answer

If no, why can’t women access to the market?
Are there other groups that face difficulties in
accessing the markets?

select on e

Text
1.
2.
3.
4.
5.
6.
7.
8.

Disabled
Elderly women
Elderly men
People from specific ethnic groups
People from specific religious groups
There is no problem for any of these groups
Do not want to answer
Don’t know

If some groups cannot access the market, what do
you think is the reason?

select many

text

Are children (girls/boys) often customers in the
market?

1. Yes
2. No
3. Don't know

select one

Do you notice any harassment of vendors or
customers in the market?

1. Yes
2. No
3. Don't know

Select one

If so, what is the harassment about and who is
harassing?

text

Do you have any other feedback or comments for us?

Text

Thank you very much – we appreciate you taking the time to speak to us today.

Interviewer notes / observations
Use this space to note anything you think is important or relevant about this interview. For example: do you think the
person understood your questions? Did you notice anything around the shop/the market? Were there any important
comments not captured in the questionnaire?
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ANNEX 4: OPERATING BMS FOR CASH TRANSFER
Below is an example of a procedure to operate the Beneficiary Management System (BMS) and cash
transfer through partner Banteay Srei (BS) organization with support of DCA and People In Need (PIN)
for flood response in 2020. To operate BMS for cash transfer for the target families, DCA cooperated
with People In Need (PIN) to use Humansis application through Wing account. The transfer will be one
go for all target beneficiaries.
Alternatively, individual organizations can operate the Humansis on their own by seeking support from
PIN when they have a bank account with any financial service provider who has the Application
Programming Interface (API).
No.

Activity

2

Date/
time
10 Nov
(1:30pm)
7-11 Nov

3

12 Nov

Sign agreement between PIN and BS and sign
agreement between PIN and DCA

4
5

13 Nov
13 Nov

Send final list to PIN if no complaint
DCA fund to arrive at BS’s account

6
7

14 Nov
Saturday
14 Nov
13-17 Nov

Transfer fund to PIN including transaction fee
Request PIN to transfer cash by WING to target HHs
on 19 Nov
Before the ceremony, we ask all target beneficiaries
to bring their phone with number registered in the
BMS

Thursday Friday
17-18 Nov
MondyTuesday
16-17 Nov

follow with all the target families to make sure their
phones are still in use or activated.

1

8

9

10

Virtual orientation of cooperation/ BMS SOP and
review the draft agreement sent by PIN
HH selection, validation and posting

Organise distribution ceremony BTB. During the
ceremony, the support BS staff check all the phones
of the beneficiaries to see if they get the SMS from
WING with info about phone no., amount of cash, 8digit code.

Process/ Method

Responsible Org.
PIN, DCA and BS

To be consistent with BMS,
we need to collect First
Name, Last Name, Gender,
date of birth and Phone
Number

BS

The money for the
beneficiaries would be
transferred to PIN’s WING
account directly, and the
money for the transaction
fee to PIN’s bank account.
The transaction fee could
cost 0.65USD per
transaction (PIN to confirm)
Send by email
Follow up with finance team
of DCA and BS
Work with finance team
By email

PIN and BS
PIN and DCA

Communicate with the
target HHs either through
phone or selection
committees
Phone call

BS

There is also a youtube
video that explains the
process if that can help.
Also, PIN can share an image
of what the SMS they will
receive will look like, if
that’s helpful.

BS
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DCA
BS
BS/ DCA
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11

Thursday
19 Nov
Thursday
19 Nov
Thursday Friday
19-20 Nov

Organise distribution ceremony in SRP (same process
as in BTB).
Transfer cash through phone SMS to target families

Same ceremony as in BTB.

BS/ DCA to join

Operate BMS platform

WING/ PIN

Work with PIN on those who have not received SMS
or code from WING

BS sends the list of those
who have not received the
SMS from WING to PIN and
then PIN will verify and send
the final list of those who
have not received the SMS
from WING with 8-digit
code back for BS staff to
communicate by phone with
the beneficiaries or support
them directly at the field to
proceed the cash
withdrawal from WING.

BS, support by
DCA

14

Friday –
Saturday
20-21 Nov

Check to see if all target HHs get the cash both in
Battambang and Siem Reap

Staff follow up
telephonically with all target
HHs to make sure they get
cash in hand.

BS

15

Friday 29
Nov

Conduct PDM with sampling size of 15%

12
13

Note: the schedule is subject to change depending on the fund transfer process
(from DCA to BS and then to PIN) and the possibility of any complaint that would
cause the delay of finalizing the target HH list to be submitted PIN/ WING.
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