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technical areas include water, sanitation, hygiene, urban health and health systems 
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Introduction 
MCHIP (the USAID-funded Maternal and Child Health Integrated Program) devised a 
Microsoft Excel-based microplanning tool designed to assist Block Managers develop a 
microplan for routine immunization (RI) activities. The tool incorporates all possible items that 
are necessary for comprehensive planning as well as National Rural Health Mission provisions 
and recent initiatives like Hepatitis B and Japanese Encephalitis vaccinations in selected states 
and districts. 
 
The tool greatly facilitates local immunization planning by automatically: estimating target 
beneficiaries (pregnant women and infants) – annual and monthly. 

• Identifying available human resource  

• Estimating vaccine requirement and other logistics on monthly basis 

• Developing a detailed ANM work plan 

• Developing an immunization calendar, social mobilization plan and alternate vaccine delivery 
plan 

• Day-wise vaccine and logistic distribution plan to assist cold chain handlers 

• Preparing a supervisory plan. 
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Home Page 
 

 
 
 
 
 
 

 
 
  

Background 
Once you open the tool, first sheet is home page.  
The home page introduces you to objectives and scope of the tool. 

Click to enter the tool and start micro planning
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Index Page 
 

 
 
 
 
 
 
 
 
 
 

 
  

Background 
The next sheet after the home page is the menu, giving a list of steps to perform.  

 This sheet provides a total of 13 steps, and access to view all the types of formats before you start 
developing a microplan.  

 Click on the any particular step to initiate microplanning process.  

 Click on “FORMATS” to view all the types of formats.  

 If you are using this tool for first time, it is advisable to view all the formats so that you will have an idea 
of what all information is required to develop microplan 

Click to view a list of formats and level 
of manual entry required in these 
formats (Full/Partial/Not required)

Click on any of the13 steps to 
start micro-planning for 
different aspects of RI
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Formats for Immunization Microplanning 
 

 
 
 
 
 
 
 

  

Level of manual entry required for respective 
formats (Full/Partial/Not required) 

Click to view any of the formats 
to see information required to fill 

under each head for 
microplanning  

Background 
This sheet presents a list of 13 formats in microplanning and the level of manual entry required for each 
format. For example, information in formats 1,2,3,8 and 13 must be filled manually; format 11 requires a 
few manual entries; rest of the formats does not require any manual entries self-generates the information.  
 
This sheet provides freedom to select and view any of the formats with options to switch back to ‘INDEX’ or 
‘START MICROPLANNING’ 
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FACILITY PROFILE 
 

 
 
 
 

Click to start micro-planning and fill facility profile 
in menu page 
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Guidance to fill information 

Cadre- Medical Officer 
Entries for Medical Officers (sanctioned and filled) should be made on the basis their posting, 
i.e. whether they are posted at health facility or at additional/new PHCs. Also, if there are any 
Medical Officers that have been posted on a contractual basis, they should be entered 
separately. 
 
Cadre- Health Supervisor/Health Inspector  
Entries for the post of Health Inspectors and Health Supervisors (sanctioned and filled) should 
be made separately for male and female supervisors/LHV. 
 
Cadre- Staff Nurse 
Similarly, entries for staff nurses should be made on the basis on of sanctioned numbers and 
actually filled posts.  
 
Cadre- ANM 
Entry for Health Worker Female (ANM) should be similar to that of Medical Officers, on the 
basis of posting. Enter the number of ANMs posted at different types of health facilities. The 
number of ANMs posted on a contractual basis should be indicated separately. 
 
Other Cadres 
Enter the number of MPW/BHW, Immunization Officers, pharmacists and investigators cum 
clerk posted for this particular block. Similarly, enter the numbers for alternate vaccinators and 
mobilizers.  
*Mobilizers: Mobilizers are voluntary workers who provide assistance to health workers in 
mobilizing and tracking beneficiaries. Under NHM, they are named as ASHAs. They have 
different names in some states (i.e., Sahiya, Sahyogini and Link Worker). 
 
Information for ICDS department and TBA  
Enter number of Child Development Project Officers, supervisors and Anganwadi Workers 
under ICDS department (both sanctioned and filled). Also fill the number of traditional birth 
attendants, self-help groups and NGOs working in the block region. 
Traditional birth attendants may serve as mobilizers and may update the records of health 
workers regarding the new births or pregnant women in the community.  
 
In the last section, fill in the name of persons responsible for cold chain maintenance, vaccine 
distribution, recording and reporting and logistics. The name and designation of In-charge will 
be self-generated from the information entered in previous sheet under the signature section.  
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PRIORITIZATION OF AREAS 

 
 

 
  

Background  
This is one of the most important formats in microplanning, so it should be filled carefully. The information 
entered in this format helps in generating estimates for village/urban areas of beneficiaries, logistics and 
prioritization of the areas as per immunization coverage and accessibility. 
 
While filling in the information, ensure that all the areas are included in the drop down lists. All the columns 
in this format are to be filled manually. This format will guide you at each and every step to fill the required 
information (click on ‘HELP ON THIS FORMAT’ on the right hand side of format). 
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Guidance to fill information 

Column A to G 

• Enter the name of PHC/CHCs or Urban Health Posts for this block. In the next column enter 
the name of sub-centers or Urban Health Units, and in next column add the name of village or 
urban area. Enter the serial numbers in columns B and D. 

• Enter the population of village/urban in sixth column (Column F). You can get population 
numbers from headcount (Survey Data) from Anganwadi Worker or from latest ‘Census of India’ 
data. Correct population numbers will give correct estimate of beneficiaries, which would help in 
planning to improve immunization coverage. 

• In next column (Column G), enter the distance of particular village/ urban area from Block 
Headquarters or the Block cold chain point. If the cold-chain point is not available in the block 
and vaccines are distributed from an adjacent block or other area, give the distance from that 
particular point to the village. This is important because it assists in proper planning for 
‘Alternate Vaccine Delivery (AVD) mechanism’. The distance also is an important factor to 
prioritize the area. 

 
Column J, L and N 

• Areas are prioritized on the basis of 
information filled in these three 
columns (Column J, L & N). The 
priority criteria is decided on the 
basis of  

• Type of Area or Terrain (Column 
J)  

• Accessibility (Column L) 

• RI coverage for DPT 3rd dose. 
(Column N) 

• Select one of the options from the 
drop down menu (with cells) in these three columns. 

• Detailed scoring pattern for Prioritization is given in the following table 
 

POPULATION SCORE DISTANCE SCORE 
AREA/

TERRAIN SCORE ACCESSIBILITY SCORE 

Less than 1000 1 Less than 5 Km 1 Plain 1 Motorable 1

1000 to 3000 2 5 to 10 Km 2 Forest 2 Partially 
Motorable 

2

More than 3000 3 More than 10 Km 3 River/Swamp 3 Mixed 3

Tribal 4 Only cycle 4

Hilly 5 Only Walking 5

Urban Slum 7   

 
Total Score:  Less than 6   Low Priority 

6 to 10   Moderate Priority 
More than 10   High Priority 
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• The tool calculates final scores on the basis of scoring criteria shown above. Calculated scores 
reflect priorities (Low/Moderate/High) in last column (Column P) with the color coding, i.e. green 
for low, orange for moderate and red for high priority.  

• After completing the entry for one village / urban area in one row, get on to the next row for next 
village/area. Entries in Column A, B & C are to be repeated if the area is included under same 
PHC area and sub center/health unit. You can either retype the names or select the cell and 
press CTRL+‘D’ to duplicate the entry. 

• Likewise enter the name of next sub-center/health unit and fill the information as detailed 
above. Ensure that no cell is left blank for any village/urban area. 

• Once entries are completed for all villages/urban areas, you may make a printout of the plan. Go 
to ‘VIEW’ on Tool Bar and select ‘Page Break Preview’. You may adjust the page breaks by 
stretching the blue line border breaking the pages. Give print command once you are done with 
page adjustments.  
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Step 1: Click here to see list of 
CHC’s/PHC’s entered in the format. 

Step 2: Click here to see information for the particular 
CHC/PHC. 
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• Similarly, it could be done for filtering villages/areas of particular sub centers\health units and 
also to look into villages/areas with specific features with respect to Area/Terrain, Accessibility 
and RI coverage. 

• By filtering out the priority areas, you can get priority-wise list of villages/ areas. It helps in 
close monitoring and supervision of high-priority areas. 

• Click on NEXT STEP to go to next format after completing the entry in this format. 
 

Click here to visit the next format after completing 
entries in this sheet.
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ESTIMATION OF BENEFICIARIES AND NUMBER OF IMMUNIZATION 
SESSIONS 
 

 
 

 
Interpretation 

The total numbers of estimated beneficiaries and immunization sessions required per month are 
given in Row 11.  

• Estimated beneficiaries are calculated on the basis of population and other demographic 
indicators (birth rates and mortality rates). 

• Immunization sessions required are calculated on the basis of the number of estimated 
beneficiaries to be reached out on monthly basis in a particular area. 

• If -“VALUE#” appears in the cells, it indicates an error and is because of some blank cells in the 
previous formats. To correct this, you may check for entries done in previous formats by clicking 
on “PREVIOUS” at the top of format. 

• All other features are available as in previous formats (BACK TO INDEX, PREVIOUS STEP, 
NEXT STEP and HELP) at the top of the format. 

• A “drop-down key” is available in Row 11 for “number of additional PHC/health units” and 
“number of sub centers/health posts” to select a particular area and see the results. 

 

Background  
This is a self-generating format, i.e. the user doesn’t need to fill the format. All the information entered in 
the previous formats will appear in this format. This format gives an estimation of beneficiaries (pregnant 
women and infants) in village and urban areas on an annual and monthly basis. Thus, it facilitates better 
planning and resource management. 
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LOGISTIC REQUIREMENTS SUMMARY SHEET 
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LOGISTIC REQUIREMENTS SUMMARY SHEET (CONTINUED...) 
 

 
 

 

 

Logistic Requirements Summary Sheet 
 
Background 
This sheet summarizes logistics requirements (including vaccines, AD syringes, reconstitution syringes and 
vitamin A), generated from previous sheets. 

 Rows at top of the sheet give basic information about health facilities covered under the block, 
manpower, total population, and number of immunization sessions required and planned. 

 Information from Row 26 onwards shows monthly requirements for vaccine vials. 
- As per the estimated targets (obtained from sheets on Sub center and Village/area-wise 

Estimations of Vaccine Vials and other Logistics).  
- As per Health Worker Work Plan and Vaccine Distribution Plan (This gets filled from the Health 

Worker Work Plans and is obtained from the “Session Day-wise Vaccine and Logistic Distribution 
Plan” sheet). 

- Required Monthly Stock (including 25% buffer) – an extra 25% in buffer stock is considered 
necessary to prevent stock-outs caused by unforeseen shortages or demands. 

 Vitamin A is estimated in 2 sections, one for the initial 5 doses and the second for doses 6 to 9. 

 The last two sections give requirements for forecasting Hepatitis B & JE needs. 
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Notes: 

• Estimated population to be covered by the session: If total population of a village is 2700 
and two sessions are to be organized (first on 1st Wednesday and second on 3rdWednesday), 
then enter these two sessions in different columns. Suppose the first session serves population of 
1300 living in one community cluster, and the second session population covers 1400; then enter 
the populations under different sessions instead of writing the total of 2700. This is important 
because session-wise planning of logistics and vaccines would be done for this population. 

• Name of ASHA or Link Worker: Enter the name of mobilizer including Sahiya, Sahyogini or 
other local mobilizer who is supposed to receive honorarium mobilizing the beneficiaries 
(provision under NHM). 

 
After completing entries for one health worker, you may move towards the next. A copy of this 
work plan is to be available with health worker, so that s/he is aware of session schedule in the 
area. To take print out, go to ‘print preview’, and print a single work plan per page (the print 
area need not be adjusted). 
 
To view the work plan for a particular health worker (suppose for 47th health worker), the serial 
number of the health worker needs to be selected from the drop-down list with first left-most 
column (Column A). Again, to revert back to see all the work plans, select “all” from same drop-
down list.  
 
Click on “NEXT STEP” to move forward. 
 
IMMUNIZATION CALENDAR (ANM ROSTER) 
 

 
 

 

Background 
This format self generates the information and develops a calendar for immunization activities and a 
detailed roster for ANMs from every block. The format does not accept any manual entries.  
 
A printed copy of this calendar should be displayed at health facilities and cold chain units for better 
execution by all concerned and also the calendar acts as a ‘PULL’ factor from community  
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