
Figure 2: Enrolment process

Fill in
Enrolment Form

NoYes

 Collect contribution
amount and

provide receipt

Visit household

Submit
through app

Submit

Check poor
identity

card

Distribute 
membership ID card 

to each 
family member

Fill in Monitoring 
and Progress Form

Provide new
forms & materials

NO

Documents & amount
complete?

Collect
documents

and
contribution 

amount

Return to EA 
for correction

YES

YES

Enrolment
assistant

(EA)

Enrolment
officer
(EO)

Hands over filled 
Enrolment Forms, 

contribution 
amount, vouchers 

and receipts

Transfers 
unsubmitted photos 

to EO’s phone/ 
laptop

Meet
at a designated

location
(every 15 days)

Enrolment
officer
(EO)

A
cc

ou
nt

an
t Accountant

District
manager

(DM)

Submits documents 
and

contribution amount

Hand over 
documents

Return to
EO for correction

Deposit 
money
in bank

Keep account 
of transactions

Accountant 
checks 

documents
& amount 

are complete

NO

YES

NO

DM checks
documents

& amounts are 
complete

Return documents
to accountant 

Hand over 
approved

documents to
accountant

Enrolment Process

Inform,
advise and 

convince

Does family
have poor

identity card?

With app in 
mobile: 

-Scan QR code 
of all

Enrolment
Forms

-Take photo of 
each member

Data entry clerk 
enters

data into IMIS


