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Purpose: Amendment to programme document (ePD) 

Who: Partner and UNICEF Programme Document Focal Point. All amendments need to be 

initiated by the partner. However, only UNICEF focal points can start the amendment in the ePD 

system. 

Why: To amend the PD to address changes that may occur during implementation.  

When: PD in active status and any change affecting the duration, cost or no cost extension, 

change in result, geographical coverage or correction to administrative error. It can be amended 

for several reasons including;  

 

Type of revision  Change in PD Amendment Type Review Type  

Changes 

requiring 

approval by the 

programme 

section using the 

FACE Form 

1.1 Reallocation of UNICEF cash 

contribution across activities (≤20%) with 

no change in the total UNICEF cash 

contribution   

Changes are not required 

to reflect in programme 

document  

x 

1.2 Changes to activity expenditure reported 

on FACE form (≤ 20%) compared to 

authorized amount with no change in 

total UNICEF cash contribution  

Changes are not required 

to reflect in programme 

document 

 

x 

      

Changes 

requiring 

approval by the 

UNICEF 

programme 

section with note 

for the record 

2.1 Reallocation of UNICEF cash 

contribution across activities (>20%) with 

no change in the total UNICEF cash 

contribution  

Changes are not required 

to reflect in programme 

document 

 

x 

2.2 Changes to expenditure reported on 

FACE form (>20%) compared to 

authorized amount with no change in 

total programme budget   

Changes are not required 

to reflect in programme 

document 

 

x  
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Type of revision  Change in PD Amendment Type Review Type  

Changes 

requiring formal 

amendment with 

signing by 

authorized 

officers of both 

parties 

1. Corrections in the programme 

document due to typos or 

administrative error  

Type1: Administrative 

error (correction) 

No review  

1. Changes to the budget resulting in a 

change in the UNICEF contribution 

(≤20% of previously approved cash 

and/or supplies), with or without 

changes to the programme results   

Type 2: Budget <=20% Non-PRC review 

2. Changes to the budget resulting in a 

change in the UNICEF contribution 

(>20% of previously approved cash 

and/or supplies), with or without 

changes to the programme results  

Type 3: Budget >=20% PRC review 

3. Changes to planned results, population, 

or geographical coverage with no 

change in UNICEF contribution  

Type 4: Changes to 

planned results 

PRC review  

4. No-cost extension   Type 5: No cost 

extension 

No review 

 

 

 Knowledge: For more details, please refer to Table 1: of Module 5-Types of programme 

intervention revisions and approval process in the guidance for scenarios on when to use the 

different amendment types IP Management Guidance Template.docx (sharepoint.com)  

.  

https://unicef.sharepoint.com/:w:/r/sites/DAPM/_layouts/15/Doc.aspx?sourcedoc=%7Ba8d8116a-7046-47cb-9d63-6f8aae4df350%7D&action=edit&wdLOR=c8B1F8E2B-C5A9-4B92-8115-6BC09904FF48&wdPid=de70fad&cid=3107c129-1b40-492c-b47c-385ee165cd7c&isSPOFile=1&clickparams=eyJBcHBOYW1lIjoiVGVhbXMtRGVza3RvcCIsIkFwcFZlcnNpb24iOiIyNy8yMjA3MzEwMTAwNSIsIkhhc0ZlZGVyYXRlZFVzZXIiOmZhbHNlfQ%3D%3D
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Step 1: To amend a PD, navigate to the metadata tab and scroll down to the amendments 

section. Click the add icon. 

 

Step 2: On the pop-up screen, click the dropdown icon, and select the relevant amendment 

type from the list of 6 types of amendments. Multiple types of amendment can be selected. 

 

Step 3: click save 
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The system will create a new amendment PD. The amendment will have the same PD number 

with additional “Amd - number.”   

The footer of the document will also show a message “This PD is in amendment. See original 

version.” This includes a link to the original PD. The original document will remain effective until 

the amendment document is signed and merged with original document. Amendment must be 

finalized before the end date of original PD.  
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Step 4: Navigate to the relevant tab and section to make any changes. 

If an amendment has changes to the budget will reflect in the summary section of the workplan 

for easy reference.  

 

Step 5: When all the changes are completed by the partner, the PD amendment needs to be: 

1. Sent to UNICEF for review  

2. Accepted as final by the partner and UNICEF.  

3. Sent for UNICEF internal review (if needed)  

4. Downloaded and signed  

5. Signed document uploaded and signature dates added 

 

Refer to the step-by-step guide on how to workflow the ePD to learn how to complete the steps 

above. 

Step 6: After entering the signature dates and uploading the signed amendment, navigate to the 

top of the screen and click amendment merge. 
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Step 7: In the pop-up screen click yes to confirm the merge of the original with amendment 

document. 

 

Step 8: Now the PD with the amendment is ready for implementation which may require 

updating the FR end date/value. Changes made during the amendment process can be found in 
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the metadata tab in the amendment section. Changes to any field/section/tab from the original 

PD can be viewed here.  

 

 


