How can a partner

:'i"i'- request an extension

to a UNHCR Project
Workplan?




Project

Workplan

UNHCR Implementation and
Liquidation Periods

Implementation period until latest: 31 December
(current year)

Liquidation period of 30 days begins after the
end date of implementation

Implementation and liquidation period must be
clearly and correctly reflected in the partners
Project Workplan.




Project Workplan extensions are considered by UNHCR for
EXCEPTIONAL circumstances ONLY:

Unforeseen natural hazard events (e.g., hurricane, volcanic eruption).

Security issues impacting project implementation.

Delays due to unforeseen events beyond UNHCR's control, requiring project completion within
a specific period due to donor commitments.

Other justifiable unforeseen situations beyond the control of the partner and UNHCR — a
detailed explanation must be provided.
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Due to UNHCR's financial rules and the
nature of our earmarked income, a UNHCR
extension can not be considered:

Project A carry over

Workp|an - A no-cost extension
D131 © Budget-neutral extension

-  Time-only extension




Process Flow

Request for Exceptional Project Workplan Extension

[

\

Initial Request for
Extension completed
and supporting
documentation
attached

[PROMS: MAIL

( accepts, rejects, asks

module]

Partner sends to
UNHCR operation

Operation reviews &

for clarifications and/or
submits to UNHCR

Regional Bureau

Clarification for more
information may be
sent back to the
partner
[PROMS: MAIL
module]
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Regional Bureau sends
final decision to the
UNHCR operation

UNHCR Regional
Bureau Director
approves or rejects
requests

UNHCR operation

shares decision with the
partner

Responds to:
Request for
Extension
[PROMS: MAIL
module]

—
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If approved, UNHCR

operation and partner
amend the project

workplan
implementation
and/or liquidation
period

UNHCR operation and

partner amend project

workplan duration

v

Initial request to be received by UNHCR operation before the 30 November. All approved extensions must be reflected within the

project workplans and signed by 31 December.
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Let's take a look at the "MAIL module” template
Type: Initial Request for Extension



ORACLE Aconex

[ Documents

Jordan UVT APR 2024 ¥

™ Mail ~ A Field

Search
All
Inbox
Sent
Drafts

Create New

Your commonly used mail types
Clarification

General Correspondence
Initial Request for Extension
Payment

Actions

Register Incoming Mail
Mail Approvals

& Workflows

Mail module

2 Directory [l Insights Setup

Standard Searches

My mail received today

My mail sent today

My Qutstanding & Overdue mail

Org mail not Closed Out

Org mail received in last 30 days

Org Outstanding & Overdue mail
RFIs received report

Q cross Project Search

Global Humanitarian Solutions

NHCR

The UN Refugee Agency



Mail module

New Mail l Attachvl l Options l l Preview l l Save To Draft l

Type* [ v

Mail Types

To Directory
Initial Request for Extension

Ce Material Approval Request Directory
Response Payment

Required Transmittal Types

Subject * | Transmittal

Message

Select auto text v | Select signature v

Verdana ~ 12 v B J U Paagaph ~ A v R~ = v T~
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Mail module — request for extension are to be shared with UNHCR operation before the 30 November

Type™*

Cc

Response
Required *

Subject *

Details

Partner

Agreement /

Contract *

Contract
Currency *

Project
Budget*

Initial Request for Extension

Respond by

95119Y23P131061

usD

100000

e

each year

Find and enter your UNHCR
Programme focal point in
your directory.

Find and enter your UNHCR
Project Control focal point.

Directary

e | Set a reasonable deadline
(6712/2021 g for UNHCR to respond.

« < MNow 2024 - S

" Mo Tu WeTh Fr Sa Su |

1 2 3 -
4 5 6 7 8 9 10
11 12 13 14 15 16 17
- 18 19 20 21 22 23 24 -
_ 253 26 27 28 29 30

Insert subject as "Request

for Extension”

Insert your Project
Workplan contract ID, your
project workplan currency
and current Financial
Plan/budget

() UNHCR
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Mail module — request for extension are to be shared with UNHCR operation before the 30 November

each year

Enter your instalment or prepaymet

Balance 10000 balance that remains unreported to-
- date.
Remaining
Unreported * Please enter in the same currency as
the Project Budget.
Instalment 0
Required in : : :
Extension In exceptional s!tuatlons, \fvhere you
- are requesting extension of
Period implementation, you may receive
your final instalment during the
Extension of [—— Select -- extended implementation period.
Liquidation
§ S — Select — If known, please enter this amount.
Period Otherwise enter ‘0’ and leave a
message for UNHCR at the end to
Ligquidation consider the correct amount to enter.

Period (Date)

Are you requesting an extension of
liquidation?

If ‘yes’ - enter the end date by when
you are requesting to complete
implementation by.

If ‘no’, leave the calendar below blank.

() UNHCR
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Mail module — request for extension are to be shared with UNHCR operation before the 30 November

Extension of
Implementation
Period *

Implementation
Period (Date)

Estimated
Implementation
Amount *

Justification
Category *

Reasons/Justifi
cation for
Extension*

Message

each year

Are you requesting an extension of

[ -- Select -- implementation?
you are requesting to complete
Yes implementation by.
[ No If ‘no’, leave the calendar below blank.

Enter the estimated amount which
you propose to spend/implement
against activities undertaken during
the extended implementation period.
- Select - In case you are only requesting an
extension for liquidation, you can
— Select — enter ‘0’ here.
Please enter in the same currency as
the Project Budget.

Natural Disaster
Security Issues

Earmarked Funds

Select the corresponding category from
the drop-down menu.

Other

{f UNHCR

L/
2% TheUN Refugee Agency



Mail module — request for extension are to be shared with UNHCR operation before the 30 November

each year

Reasons/Justifi )
) | In case you selected
cation for ‘Other’ as the Justification
Extension* Category, please enter the

reasons here.

Message
Select auto text v | Select signature v

Verdana v~ 12~ B I U  Paragraph v A v v 1T v T

Enter your usual email
| content here for the UNHCR

operation and submit the
email.
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Thank you!

Ny "
—== The UN Refugee Agency



	Slide 1
	Slide 2
	Slide 3: Project Workplan extensions are considered by UNHCR for EXCEPTIONAL circumstances ONLY: 
	Slide 4
	Slide 5: Process Flow
	Slide 6: Let’s take a look at the “MAIL module” template  Type: Initial Request for Extension 
	Slide 7
	Slide 8
	Slide 9
	Slide 10
	Slide 11
	Slide 12
	Slide 13

