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GUIDELINES FOR NATIONAL COMPETENT AUTHORITIES

These brief guidelines should facilitate the preparation of information which the national competent authorities are required to submit to the International Narcotics Control Board (INCB) in accordance with the provisions of the Convention on Psychotropic Substances of 1971 (referred to in further text as “1971 Convention”) and the relevant ECOSOC resolutions. The guidelines should be used in conjunction with the Training Material for national competent authorities which is also available at this website. The guidelines have the form of responses to frequently asked questions:

Question 1:  Which forms/information have to be furnished to INCB? 

Question 2:  Where can I find the forms?
Question 3:  When do I have to submit the forms?
Question 4:  Where can I find advice on how to fill in the forms?
Question 5:  Will there be always something I have to report?
Question 6:  What should I be particularly aware of when preparing the reports? 

Question 7:  Which information is most frequently omitted from the reports?
Question 8:  Which are the most frequent mistakes in reports furnished to INCB?
Question 9:  Why is the high quality of my reports so important?
Question 10:  Are my reports reflected in any publications?  

Question 1:  Which forms/information have to be furnished to INCB? 

All national competent authorities have to submit to INCB the following forms containing the information that Governments are required to furnish to the Board, pursuant to the provisions of the 1971 Convention  and the relevant ECOSOC resolutions:

Green List and Forms
Form A/P:
Quarterly statistics of imports and exports of substances included in Schedule II of the Convention on Psychotropic Substances, 1971 (to be furnished to INCB pursuant to the 1971 Convention,  resolution I of the United Nations Conference for the Adoption of a Protocol on Psychotropic Substances, and Economic and Social Council resolution 1576 (L) and 1981/7), to be submitted four times a year at the end of the month following the quarter to which the statistics relate;

Form B/P:
Assessment of annual medical and scientific requirements for substances in Schedules II, III and IV of the Convention on Psychotropic Substances of 1971 (to be furnished to INCB pursuant to Economic and Social Council resolutions 1981/7 and 1991/44), revised Form B/P to be submitted at least once every three years.  Modifications to Form B/P can be communicated at any time, as often as necessary, using the same Form by ticking the relevant box;

Form P:
Annual statistical report on substances listed in the Convention on Psychotropic Substances of 1971 (to be furnished to INCB pursuant to Convention on Psychotropic Substances of 1971, articles 1, 2, 3, 12 and 16, resolution I of the United Nations Conference for the Adoption of a Protocol on Psychotropic Substances and Economic and Social Council resolutions 1576 (L) and 1985/15), to be submitted by 30 June of each year covering the statistics related to the previous year.

Question 2:  Where can I find the forms?

All forms can be downloaded from this website under item Green List and Forms. In addition, INCB sends letters to national competent authorities requesting them to submit the forms. A few copies of the forms are always attached to the letter. You can send a request to INCB by e-mail (secretariat@incb.org) for additional hard copies if you need them.

Question 3:  When do I have to submit the forms?

Form A/P:
must be submitted to INCB four times a year, not later than one month after the end of the quarter to which it relates, i.e. by 30 April (for the first quarter), 31 July (for the second quarter), by 31 October (for the third quarter) and by 31 January of the next year (for the fourth quarter).

Form B/P: 
should be submitted at least once every three years.  Modifications to previous assessments can be submitted anytime, as necessary. 

Form P: 
must be submitted by 30 June of the present year for the previous year (for example, we are in year 2006, Form P must be submitted by 30 June 2006 for the year 2005)

Question 4:  Where can I find advice on how to fill in the forms?

The INCB training material Training Material for national competent authorities is available on the INCB website Psychotropic Substances. It contains detailed guidelines for the preparation of Form A/P (Part II (D)), paragraphs 104 to 108, Form B/P (Part II. (E)), paragraphs 109 to 127 and Form P (Part II (C)), paragraphs 77 to 103. These guidelines contain practical examples on how to fill in the forms.

Instructions on how to fill in the form can also be found on each form. In addition, you will find useful information for the preparation of reports to INCB in the List of Psychotropic Substances under International Control the (Green List) which is available on this website. Look at page 2 of the Green List to see which information it contains.   

At any time, you may wish to send a request for clarifications concerning reporting on psychotropic substances (assessments, statistics) to the INCB secretariat (secretariat@incb.org). We will endeavour to respond to you as soon as possible.  

Question 5:  Will there be always something I have to report? 

There will always be information to be reported to INCB, in each country or territory.

Psychotropic substances must be available for legitimate medical and scientific purposes in all countries and territories. Therefore, Governments should establish assessments on psychotropic substances according to the needs of the country. These assessments provide the competent authorities of exporting countries with a rough indication of the annual legitimate requirements of importing countries for individual psychotropic substances in schedules II, III and IV, as an additional measure to prevent diversion of psychotropic substances from licit international trade into illicit channels. Assessments should reflect the total medical and scientific requirements for one year. They should therefore include quantities to be manufactured domestically and not be restricted to imports. It should be indicated on the form if quantities for export or re-export are included in the total. Quantities needed for industrial purposes (i.e. to manufacture other substances) should also be reported and the purposes should be indicated. 

A new Form B/P submitted to INCB reflects a full review of the assessment quantities established for each psychotropic substance used in the country.  The newly communicated quantities in the Form B/P will replace the previous ones submitted to INCB and any subsequent modifications to those submissions.  

The same form may also be used to submit modifications to the current assessments by marking the box next to the word “Modification”. Not only the additional quantities but also the revised total assessments should be indicated. By selecting the Modification box in the same Form B/P means that only substances involved will be replaced and the quantities for other psychotropic substances submitted in Form B/P or subsequent Modifications to that Form B/P remain the same. The assessments for psychotropic substances are not required to be confirmed by INCB.  The new figures will be placed in the INCB website for information of all Governments (www.incb.org).

All national competent authorities in Form P shall report statistical information on manufacture, stocks and trade in psychotropic substances. Countries that manufacture psychotropic substances have to report in Form P on actual stocks of psychotropic substances manufactured held by the manufacturers at 31 December of the year for which the statistics are furnished.

Most national competent authorities will also have other information to report to INCB on Form P, such as statistics on quantities used for the manufacture of other psychotropic substances or quantities used for the manufacture of preparations exempted under article 3, paragraphs 2 and 3, of the 1971 Convention.

All imports and exports of psychotropic substances included in Schedule II shall be reported to INCB in Form A/P on quarterly basis. It may happen that no psychotropic substances were imported/exported during the quarter to which the respective Form A/P relates. Anyway, the form should still be furnished to INCB indicating that no imports and exports took place during the respective quarter.

Total annual imports and exports of psychotropic substances listed in all Schedules of the 1971 Convention shall be reported to INCB in Form P including details on trade, that is indicating quantities imported and countries of origin of imports, as well as quantities exported and countries of destination of exports. 

If you cannot provide all information required, since it is not available to you, furnish the information at your disposal and indicate on the cover page of the form in the section for “Remarks” which information is missing, why and when it can be submitted.     

Even small quantities, such as less than 1 gram, should also be reported to INCB.

Question 6:  What should I be particularly aware of when preparing the reports? 

Some terms used in the 1971 Convention have a special meaning, which is different from their usual understanding in normal language use. You have to be aware of the proper meaning of these terms/concepts, as defined by the 1971 Convention (Article 1, Use of terms), to be able to prepare correctly the reports to INCB.  For instance one of the basic terms that you have to understand is “manufacture”. Look in the Training Material (Part II- C, paragraph 81) to find explanations on the understanding of this concept under the 1971 Convention.
While the term “manufacture” may include obtaining of preparations of psychotropic substances (separation of psychotropic substances from a plant, refining, and transformation of psychotropic substances into other psychotropic substances) it expressly excludes the manufacture of pharmaceutical dosage forms or preparations made on prescription in pharmacies.  Quantities of these preparations manufactured are then excluded from the statistical information to be submitted to the Board.

Imported quantities of psychotropic substances to be reported to INCB include however, quantities in bulk form (powder, liquid), quantities in pharmaceutical dosage forms (tablets, ampoules) and quantities imported in finished pharmaceutical products (pharmaceutical preparations containing psychotropic substances already packed and labelled).

Quantities of psychotropic substances reported to INCB should be expressed in terms of the pure anhydrous content of the psychotropic substances. Look in the Training Material (Part II, paragraph 71) for explanations on how to indicate quantities of psychotropic substances in forms furnished to INCB. Look in Part Three of the List of Psychotropic Substances under International Control (“Green List”) for a table showing the pure anhydrous drug content of psychotropic substances listed in the schedules of the 1971 Convention.

Question 7:  Which information is most frequently omitted from the reports?

Any omission to submit mandatory information to INCB creates a problem and requires additional correspondence between INCB and the national competent authority to clarify the matter.

The list of the most frequent omissions is as follows:

Form A/P - Some authorities fail to indicate the country/countries from where the substance has been imported

Form B/P - Some authorities fail to provide quantities for export/re-export.

Form P
    - Some authorities fail to provide details on the countries of origin of their imports or the countries of destination of their exports. Some authorities fail to provide information on stocks held by manufacturers.

Question 8:  Which are the most frequent mistakes in reports furnished to INCB?

The most frequent mistakes are those related to incorrect understanding of the meaning of the basic terms, such as “manufacture” and incorrect indication in the forms of quantities of psychotropic substances (see also the answer to Question 6).  

The mistakes happen most frequently in the following cases: 

Form A/P- A psychotropic substance in Schedule II shall be reported as imported only when it has actually arrived to the importing country/territory (physical transfer). The issuance of an import certificate is not enough for substances to be included in the import statistics. Similarly, the issuance of the export authorization is not enough for substances to be included in the export statistics.   The reported quantity should reflect the actual quantity imported/exported.

Form B/P – Lack of precise indication on the unit of weight in the form, grams or kilograms, and where symbols such as (,) comma or (.) point are used. This may require further clarification with the authorities. Missing information on whether the quantities indicated include quantities for export/or re-export.

Form P - Statistics on manufacture should not include information on transformation of psychotropic substances into salts or preparations of the same substance.  Statistics on stocks refer to those held by manufacturers of psychotropic substances and should not include stocks of pharmaceutical preparations at the wholesaler or retail level. Information on trade in psychotropic substances is incomplete: trade details on each substance should contain not only the total quantity traded in the year in question but also the breakdown by quantities (imported from/exported to) and the respective countries (of origin/destination) involved. 

Quantities of psychotropic substances indicated in all forms should not be expressed in terms of esters, ethers or salts but in terms of the content of pure psychotropic substance. 

Question 9:  Why is the high quality of my reports so important?

Timely and complete submission of all mandatory reports to INCB by national competent authorities is very important for the proper functioning of the international drug control system as a whole, and the control of psychotropic substances in each reporting country/territory. 

Assessments of annual requirements of psychotropic substances published by INCB are used to determine the limits of the quantities of psychotropic substances, which individual countries and territories may import. The Parties should verify that exports of psychotropic substances to any country or territory are within the established assessments for that country or territory. Appropriate assessments are therefore very important to ensure adequate availability of psychotropic substances for legitimate uses.  

Failure by a national competent authority to provide mandatory reports to INCB, or frequent mistakes and inconsistencies in reporting, may indicate problems in the implementation of the provisions of the 1971 Convention in the respective country. In accordance with its treaty mandate, INCB has to bring such situation to the attention of the Government concerned in order to ensure proper implementation of the respective treaty provisions. Failure by a national competent authority to furnish mandatory reports is also reflected in INCB publications (see answer to Question 10).   

INCB uses information received from national competent authorities for various studies and analyses. The quality of these studies/analyses depends to a large extent on the data available. For example, by analyzing reports on international trade received from Governments, INCB may identify attempts at diversion of psychotropic substances from licit trade into the illicit traffic. Failure by any national competent authority to provide complete and accurate reports on international trade in psychotropic substances (Forms A/P, P) makes the identification and prevention of diversion attempts more difficult.    

Question 10:  Are my reports reflected in any publications?

The status of receipt by INCB of assessments and statistics for psychotropic substances (Forms A/P, B/P, and P) from all countries and territories is reflected in part two of the annual Psychotropic Substances - Reports (Psychotropic Substances, Statistics for …). Past issues of this publication are available on the INCB website. You may wish to check whether the data reported by you were correctly included in the respective tables of this publication and inform the INCB secretariat of any discrepancy between your reports and the data published.   

The updates of the assessment for psychotropic substances of all countries and territories are published every two month at the INCB website (www.incb.org) in the section “Assessments, Update ...”.
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