
Request for Feedback

Step-by-Step Guide



Introduction

• The partner may provide feedback to the operation using 
the standard form in Aconex Field Inspection, the PROMS 
platform. 

• This is optional and does not affect project closure but 
supports the collective efforts to advance relations 
between the operation and the partner. 

• Feedback can be given any time after project completion.



Step 1: UNHCR initiates the annual feedback 
process



1.1 UNHCR creates the Annual Feedback Form
Aconex | Field | Inspections | New Inspection | Annual Feedback Form | Start
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1.2 UNHCR renames the form and fills the necessary data 
fields
Title | Edit Icon | Change the title to be, e.g. Annual Feedback for xxxxxxxxxxx (the relevant 
contract number) | Fill first two data fields in the form with partner’s name and contract number 
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1.3 UNHCR saves the form and assigns it to the partner, 
including a due date
Save | Back Arrow | Click “Not Assigned”| Select the relevant partner | Click ‘Assign’ | Indicate 
“Due Date,” as required

1

3

2

54



Step 2: The partner receives the annual 
feedback form

• The partner’s Inspector Administrator receives a summary notification email 
at the end of the day with the assigned annual feedback form from UNHCR.

• Inspector Administrator can reassign the form to the relevant colleague, as 
applicable.



Step 3: The partner completes the annual 
feedback form



3.1 Partner answers questions, adds notes and/or 
attachment, as required, raises issues, if needed
Field | Inspections | Select the relevant Annual Feedback | Click ‘Edit | Fill all mandatory 
questions marked with asterisk | Raise an issue, attach a document, or add a note, as 
required
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3.2 Partner saves the form and re-assigns it to UNHCR
Click ‘Save’ | Back Arrow | Click “Partner’s Name”| Select UNHCR| Click ‘Assign’
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Step 4: UNHCR acknowledges the partner's 
annual feedback and closes the form



4.1 UNHCR reviews the partner’s answers, any 
attachments, addresses any issues, as required
Field | Inspections | Select the relevant Annual Feedback | Review partner’s answers, 
attachments and issues, if any | Progress should be 100%



4.2 UNHCR changes the status of the form from “In 
Progress” to “Closed” 
Status | Select ‘Closed’ | Add any relevant comments, if any| Click ‘Save’ | Status changes to 
‘Closed’
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