Step 10 Tool A: Distribution Log Template


Tool A: Distribution Log Template

Below is a template of a distribution log that can be used for keeping track of stoves in your possession, the number of stoves you distribute, who receives them, and any training provided.  Recipient information will be important to have for ongoing monitoring and evaluation. You can adapt this template to suit your own dissemination procedures. You will need to create and maintain a separate training schedule and log, customized to the type of training that you will be conducting. 

	Start-of-day stove inventory
	
	End-of-day stove inventory

	Date: ____________________________
Checked by: _______________________
	
	Date: ______________________________
Checked by: ________________________
Order placed by: _____________________

	# of stoves ready for distribution
	
	
	# of stoves distributed
	

	
	
	
	# of stoves ready for distribution
	

	Anticipated # of recipients today
	
	
	
	

	
	
	
	Anticipated # of recipients at next distribution
	

	Shortage (if applicable) and # needed from production facility
	
	
	# of stoves needed from production facility
	


	Date
	Recipient name
	Recipient location
	# of stoves received
	Training received at time of distribution (yes or no)
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