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Purpose: How to undertake ePD internal review.  

 

When: When both UNICEF and the partner have accepted the Programme Document as final. 

 

Why: To review, reject or approve and send the ePD for final approval. 

 

Who: UNICEF staff (Budget owner, PRC Secretary, members, and PRC chair) as refer in the 

roles and responsibilities guide.  

 

Step 1: Once the document is accepted as final by both parties (Partner and UNICEF 

accepted), the Budget owner will click SEND FOR REVIEW to send the document for internal 

review.  

 

  

Step 2: Click accept in the pop-up window to confirm that you are satisfied with all entered 

information, planned budget, results and other requirements.  
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 Knowledge: All regular programme documents, with UNICEF contribution more than 

$100,000 (cash and supply) or higher thresholds set by office, are reviewed by the Partnership 

Review Committee (PRC) The PRC recommends either approval or non-approval of the 

partnership to the Head of Office. Simplified programme documents (PDs for humanitarian 

response or less than <=$100,000) are not subject from PRC review. 

 

Step 3: Select the review type from the dropdown list   

• PRC review  

• Non-PRC review – Continue to step 14 
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PRC review 

 

  

Step 4: Click start  
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 Knowledge: The Development status changes to a green tick as this status has been 

completed and the review status turns to blue.  

 

 

 

 

 Knowledge: The PRC secretary will receive a notification of the submission, review the PD 

(Programme Document) completion, and determine if a remote or in person review will be done.  

 

Step 5 (optional): If the reviewers/PRC secretariat, PRC Chair identify issues or gaps that need 

to be addressed by the partner or UNICEF programme team. The Secretary can click send 

back review for any changes to be implemented. This action removes the previous approvals 

and sends the PD back to the development phase. The PD will need to be “accepted as final” by 

UNICEF and partner to return it to the review phase. To send back review, click send back 

review will appear at the top of the screen. 
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Step 6 (Optional): Click send back review 
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Step 7 (optional): Add send back review comment and click ok.  

 

  

 

To progress with the PRC review 

  

Step 8: In the review tab, the PRC secretary adds the PRC members who will review the 

documents. Navigate to the Partnership Review Committee Members section and fill in the 

planned meeting date, PRC members/ users to notify and the overall approver (PRC Chair) 

and click save.  
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Step 9: Click send notifications to notify the reviewers/ PRC members, a Notification sent 

successfully will appear and email notification be sent to the reviewers. 
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 Knowledge: As part of the remote review, every PRC member needs to review the 

documents individually. This action can only be done by staff / members of the PRC that were 

included under the partnership review committee members section and that received 

notifications.  

 

Step10: Individual review - To add a review, click individual review.  

 

  

Step 11: In the popup screen, answer the 8 questions by rating them on a scale of:  

• Yes, strongly agree,   

• Yes agree,   

• No, disagree and   

• No, strongly disagree.   

 

Add an approval comment and click save review.  
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Step 12: Navigate to the PRC Members Reviews section to see who has submitted a review 

and which review is still pending.  

 

 

 Knowledge: If in person review is determined, an overall review can be completed by the 

PRC secretary on behalf of all the PRC members 
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Step 13: As a PRC secretary, navigate to the Overall review section and click the edit icon.   

  

 

 

Step 14: Fill in all the overall rating for the PD on the 8 questions from the PRC in person 

meeting. Click save review.  

 

Answer the 8 questions by rating them on a scale of:  

• Yes, strongly agree,   

• Yes agree,   

• No, disagree and   

• No, strongly disagree.   

 

Add an approval comment and click save review. The PRC review is now ready for approval.   
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Non- PRC review  

Step 15: To complete a non-PRC review, Select Non-PRC review 

 

Step 16: Click Start 
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Step 17: Navigate to the Partnership Review Committee members section, click the edit icon  

 

Step 18: Add the overall approver/PRC Chair then click save. 
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Step 19: Navigate to the overall view section and click edit icon, fill in the review date, the 

approval comment, the actions list, a response to the 8 questions.  

 

Step 20: Click save review. Answer the 8 questions by rating them on a scale of:  
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• Yes, strongly agree,   

• Yes agree,   

• No, disagree and   

• No, strongly disagree.   

 

Add an approval comment and click save review. The Non-PRC review is now ready for 

approval.   

 

 

The PRC or Non-PRC Reviews are now complete, and the PD is ready for approval. 

 Knowledge: Download the PD and PRC documents and send them to the Head of Office to 

review and ensure that any changes suggested by the Head Of Office can be included in the 

PD. Click reject review to include any suggested changes. This action cancels the approvals 

and sends the PD back to the development status. This will enable UNICEF and the IP 

(Implementing Partners) to address any changes that the Head of Office may suggest. Proceed 

to step 24 to learn how to reject reviews. 

Step 21: To download a PD, click the three dots in the right-hand corner 
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Step 22: Click export PDF 

 

Step 23: The document will be downloaded. Click the document to review the whole PD. 
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After the review by the Head of Office is completed and the PD has progressed through internal 

review, the PRC change can recommend it for approval. Note that no changes can be made to 

the PD after it is recommended for approval. 

Step 24: The PRC chair clicks Recommend for approval when the overall review is 

completed, for final approval by the Head of Office. 
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Or click the dropdown arrow next to Recommend for Approval and click Sign if an overall 

review was completed by the PRC Secretary. 

 

 

Step 25: Review the responses filled (for PRC review) or fill in the 8 questions and action list 

(for non-PRC review), include the approval comments and click approve.  
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Step 26: This action moves the PD to signature phase; the review phase will become green and 

the signature phase in blue. 

 

Step 27: To reject review, the PRC chair will navigate to the top of the page and click “reject 

review”.  
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 Knowledge: Clicking reject review removes all approvals and sends the PD back to 

development status. 

 

 

 

Step 28: Fill in the checklist in the popup screen, include the review date and comments and 

click reject 
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After all changes are completed, the PD will need to be “accepted as final” by UNICEF and 

partner to return it to the review phase and the PRC will need to approve the PD and 

recommend it for approval. This action moves the PD to signature phase; the review phase will 

become green and the signature phase in blue. 

 

Step 29: The PD can also be cancelled at this stage. To cancel the PD, navigate to the top of 

the page and click cancel 
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Step 30: In the pop-up window, click yes to confirm the cancellation. 

Knowledge: When a PD is cancelled, this action is irreversible, and all progress will be lost. 
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Step 30: In the pop-up window, click yes to confirm the cancellation. 

 

The internal Reviews are now complete, and the PD is ready for approval and signature. 

Download the PD and PRC review documents, send them to the Head of Office to review the 

final recommendations and for signature. 


