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SECTION  4.1

PLANNING AND REPORTING CYCLE
1.   
Introduction

1.1 The planning and reporting cycle provides the framework around which operations are planned, resourced, implemented and reviewed. A schematic overview of the annual planning and reporting cycle may be found at the end of this section.  Periodic instructions are issued by Headquarters which provide details as to the types and content of submissions to be prepared and the relevant time frames. As UNHCR is undergoing a transition period towards full implementation of the Operations Management System (OMS), components of the cycle are likely to be adjusted as the system evolves.

1.2 By definition, supplementary programmes, new situations, and emergency operations fall initially outside the generic planning and reporting cycle. However, UNHCR’s normal planning principles (Section 3.1) apply, as well as the procedures outlined in various places in this Chapter (see for instance Section 3.4 on the ORB’s role in new and emergency operations etc.). As these supplementary programmes, new situations and emergency operations continue, they are drawn into the regular UNHCR planning and reporting cycle and should be made part of the Annual Programme Budget during the following year.

2.
The Planning and Reporting Cycle
2.1 UNHCR’s planning cycle spans three years; the prior year, the current year, and the planning year. It requires compliance with a number of planning procedures and reporting requirements, which all take place in a specific sequence known as the planning and reporting cycle.  The year-to-year progression of the Planning and Reporting Cycle is illustrated in the diagram below, which shows the shifts in terminology as each year passes.
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2.2
The various stages of each cycle are summarized below:

Prior

Year
December 
The Operations Review Board (ORB) issues programmatic and financial parameters according to global priorities and the level of anticipated resources for the new planning year (beginning 13 months hence).  This information guides Bureaux, Offices in the Field, and Headquarters’ Units prior to the preparation of Country Operations Plans (COP) and Headquarters’ Plans. This is followed by the issuance of instructions on planning and reporting, including policy guidelines to Offices in the Field prior to the preparation of the new planning year’s Country Operations Plans (COP).





Current

Year
January
Year names shift with start of new year (Para 2.1 above)



The Field prepares reports on prior year’s statistics and activities (annual reports on statistics, resettlement, protection, and operations). Units at Headquarters work on annual “Headquarters Report.”


February-

March
In the Field, a substantive and participatory operational planning exercise is carried out.  It is designed to provide a comprehensive presentation to Headquarters of anticipated requirements for the planning year by combining into one cohesive package--i.e. the Country Operations Plan (COP)--the summarized programme, project, administrative and staffing requirements of Offices in the Field within clearly stated objectives.  Offices in the Field also prioritize their requirements in order to minimize disruption of operations should resources be insufficient to fully meet the anticipated needs.


April
Headquarters (or Regional Directorates as appropriate) and Offices in the Field present the goals, sectoral objectives, and implementation strategy proposed by the Field in their COPs for the planning year.


April-May
The key resource allocation function is performed by the ORB, which reviews, for approval or amendment, all operations plans for the planning year and allocates resources to operations, as appropriate, on the basis of UNHCR’s global priorities and with reference to the level of anticipated resources.  The Board also determines the Annual Programme Budget target to be submitted to the Executive Committee (EXCOM).


June-

September
On the basis of the decisions taken by the Operations Review Board, Offices in the Field revise and update operations plans for the planning year, as required,. 


July-

August
The Field prepares the Mid-Year Progress Report for the current year to serve as input for the annual Mid-Year Progress Report, a global, consolidated version of which is addressed to donors. The Mid-Year Progress Report prepared by the Field is also an element in the mid-year review (the “August Review”) of the current year’s Annual Programme Budget.. 


October
EXCOM approves Annual Programme Budget for the planning year.

Offices in the Field share with Headquarters (or Regional Directorates, as appropriate) Food, Purchasing and Obligation Plans, and detailed FOBS budgets for the planning year. Likewise, if changed circumstances require, Field up-dates COP for planning year and forwards to Headquarters (or Regional Directorates as appropriate).

 
November
Headquarters (or Regional Directorates as appropriate) issues Letters of Instructions (LOIs), approved staffing tables, and ABODs for the planning year, based on the final version of the COP, the resource allocations of the ORB, and the Annual Programme Budget approved by EXCOM


December
The Field issues implementing instruments for the planning year--i.e. sub-agreements--on the basis of the Letters of Instruction received from Headquarters (or Regional Directorates as appropriate). 





Planning

Year
January
Year names shift with start of new year.

2.2 Please consult Annex 8.9 for a graphical view of the generic UNHCR planning and reporting cycle.

3.
Annual Calendar
3.1

Based on the planning and reporting cycle, an Annual Calendar for Reporting and Planning has been established. This calendar excludes the monthly SitReps (see Section 6.9) and requests for Inter-ORB sessions to amend already-approved budgets.

Annual Calendar for Reporting and Planning

MONTH
FIELD ACTIONS
HQ ACTIONS

(or Regional Directorate)

December

(prior year)
· Issuance of Sub-Agreements

Period: 1 January to 31 December of 

            (current year)

Based on the Letters of Instruction received from Headquarters, the Field starts to jointly finalize sub-agreements with its implementing partners stating the objectives and planned outputs for the upcoming current year.


· Reporting and Planning Instructions

Period: 1 January to 31 December on

             Reporting (prior year)  

              1 January to 31 December on 

              planning (planning year)

Instructions are based on ORB parameters on policies, finances, and priorities, thereby determining the tentative overall Annual Programme budget ceiling.
· Issuance of Implementing Instruments
Period: 1 January to 31 December of
             current year

Headquarters issues Letters of Instruction (LOIs), staffing tables, and ABODs to the Field for the planning year.

MONTH
FIELD ACTIONS
HQ ACTIONS

(or Regional Directorate)

January

(current year)
Year names shift with start of new year (see diagram in Para 2.1 above).  Field starts reporting on year just finished as new prior year.  Planning year becomes new current year, and a new planning year begins.  Field issues sub-agreements with implementing partners and starts implementation for new current year.


· Annual Resettlement Statistics 

Period: 1 October to 31 December of 

              prior year
Due: 31 January





· Annual Statistical Report 

Period: 1 January to 31 December prior year

Due:     31 January





· Consolidated Appeal Process (CAP)

UN Country Team consults with Humanitarian Coordinator on planning year programme


February
· Annual Protection Report 

Period: 1 January to 31 December prior year

Due:     28 February


· Headquarters Reports 

Period: 1 January to 31 December prior year 
Due:     28 February


· Country Report (which also replaces the former “Final PMR”)

Period: 1 January to 31 December prior year

Due:     28 February
· Consolidation of Annual Statistics

MONTH
FIELD ACTIONS
HQ ACTIONS

(or Regional Directorate)

March
· Country Operations Plan 

Period: 1 January to 

             31 December planning year
Due:     30 March

· Sub-Project Monitoring Reports (Final SPMRs) to be forwarded to Headquarters

Period: 1 January to 

             31 December prior year
Due:     15 March (if liquidation date 



   was 31 January)
· High Commissioner’s Report to ECOSOC 

to be prepared by Bureaux, Divisions and Departments
Period: 1 January to 

             31 December current year

Due:      mid-March

· Sub-Project Cards

Period: 1 January to 

             31 December prior year

Due:     15 March (if liquidation date 



   was 31 January)



· Headquarters Plans

to be prepared by all Bureaux, Divisions, and Departments

Period: 1 January to 

             31 December planning year
Due:     30 March





· Global Report 

to be prepared by Bureaux, Divisions and Departments
Period: 1 January to 31 December prior year
Due:     30 March (at DRRM)

Launch date:  June

April
· Quarterly Statistical Report

Period: 1 January to 31 March current year
Due:     15 April

· Quarterly Resettlement Statistics
Period: 1 January to 31 March current year
Due:     30 April


May

· Donor Consultations: DRRM to discuss with donors tentative year  requirements

Period: 1 January to 

             31 December planning year
Due:      mid-May



· Resource Approval by ORB for planning year Annual Programme Budget: Minutes of ORB meeting with approved budget tables to be issued by PCS/Budget Section and distributed to Field/HQ.

Period: 1 January to 

             31 December planning year
Due:       end-May 

June
· Mid-Term Report (MTR) 
for countries participating in the UN Consolidated Appeal Process (CAP) on current year programme to be submitted to OCHA  after clearance with Headquarters/Regional Directorates
· Draft inputs for Annual Programme Budget (Bureaux/ Divisions/Departments)

Period:
1 January to 




31 December planning year

Due:

30 June to DOS/DRM

July
· Mid-Year Progress Report 

from Country Offices

Period: 1 January to 30 June current year
Due:     15 July at Bureau
· Consolidation of Annual Programme Budget by DRM/DOS for submission to ACABQ and EXCOM

Period: 
1 January to 




31 December planning year

Due:

30 July

July (cont.)
· Education Statistics
from Country Offices covering scholarships granted under the DAFI and Houphouet-Boigny programmes

Period:
Academic Year

Due:

15 July at Bureau



· Current Year Annual Programme Budget Review 
Period: 1 January to 

             31 December current year
Due:     15 July  at Bureau



· Quarterly Statistical Report   

Period: 1 April to 30 June current year
Due: 15 July

· Quarterly Resettlement Statistics
Period: 1 April to 30 June current year
Due:     30 July



· Consolidated Appeal Process (CAP)

UN Country Team determines strategy for planning year


August
· Mid-Year Progress Report (includes SPMR reporting to 30 June of current year)
Period: 1 January to 30 June current year

Due:     10 August 


· Mid-Year Progress Report consolidation of current year country inputs by DRRM after review by Bureaux;

Period: 1 January to 30 June current year

Due:     1 August (at DRRM)

Launch date: early September



· Current Year Annual Programme Budget Review
Period: 1 January to 

             31 December current year
Due:     15 August for Operations Review 

             Board (ORB)

September

· Global Appeal prepared by DRRM based on inputs from Bureaux/Divisions/ Departments and Country Operations Plans/Headquarters Plans
Period: 1 January to 

             31 December planning year
Due: 30 September
Launch Date: 30 November

October
· Quarterly Statistical Report 
Period: 1 July to 30 September current year
Due:      15 October 

· Quarterly Resettlement Statistics 

Period: 1 July to 30 September current year
Due:      31 October 
· Annual session of the Executive Committee to review and approve Annual Programme Budget for the planning year during which consultations take place with donors on potential commitments followed by the Pledging Conference in New York in mid-November

October (cont.)
· Submission of FOBS budgets and Food, Purchasing and Obligation Plans to Bureaux, as well as Project Descriptions and FOBS budgets to HCDS/DOS (copy to Bureaux) for educational projects (funded under Houphouet-Boigny Scholarship Programme and DAFI).

Period: 1 January to 

            31 December planning year
Due:     15 October 





· Consolidated Appeal Process (CAP)

Field drafts for planning year to be submitted to OCHA after clearance with Headquarters/ Regional Directorates 


November

· Issuance  of Letters of Instruction, staffing tables, and ABODs based on  EXCOM approval of Annual Programme Budget;

Period: 1 January to 

             31 December planning year
Due:     15 November

December
· Preparation of Sub-Agreements with
      implementing partners for planning year
      operations
Period: 1 January to 

            31 December for planning year
Due:  latest in January of planning year


January

(planning year)
Year names shift with the start of new year (see January above).
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