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1. WHAT IS AN AMENDMENT? 

An amendment to a grant agreement (GA) is a legal act modifying the commitments initially accepted by the parties and which may create new rights or impose new obligations on them, or modifying significant parts of the GA. It allows the parties to agree on modifications to the GA during its lifetime. The provisions on amendments are embodied in Article II.9 of the GA for ICT PSP. 

An amendment can only be done in writing – an oral agreement is not binding on the parties. It is implemented through an exchange of letters and enters into force after the signature by the coordinator and the Commission. It has to be approved explicitly by both parties (. It takes effect on the date agreed by the parties. If no date is specified, it takes effect on the date of the Commission's approval in case the amendment is requested by the consortium, which is normally the case. 

An amendment can only be implemented after the entry into force of the GA and before the final payment is made. It has to be signed by duly authorised persons having the same capacity to represent the legal entity as those who signed the initial GA. All the other provisions of the GA not affected by the amendment remain unchanged and continue to have full effect. The amendment forms an integral part of the GA. It has to be compatible with the rules applicable to the GA (Financial Regulation, work programme adopted by the Commission under which the project is funded…) and with the articles of the GA. It cannot have the purpose or the effect of making changes to the GA which might call into question the decision awarding the grant or result in unequal treatment of the beneficiaries. If the coordinator proposes an amendment on behalf of the Consortium, it is advised that the project officer makes sure that the amendment proposed is clear, unambiguous and acceptable before the submission of any document. The project officer can discuss the amendment informally with the coordinator and use the model letters attached to this guide.

2. WHEN DOES THE GA NEED TO BE AMENDED? 

As a general rule, an amendment is necessary whenever the GA has to be modified. This is the case for any change of the variable data included in the core part of the GA, including special conditions, and for changes of Annex I. Requests for changes to the standard annex which were the subject of a Commission Decision can not be accepted (e.g. Annex II – General conditions). 

The cases in which an amendment is needed are described below. This includes those cases in which the GA explicitly states that a written amendment is needed, for example in Article II.8. 5 on the lifting of the suspension of the project or  for example is Article 2.2, when a beneficiary does not accede to the grant agreement within the deadline of 45 days after its entry into force, and the consortium proposes a solution to the Commission of how to address this situation. 

In some rare cases the GA gives the parties the possibility to implement certain modifications without changing the GA. These cases are described in Chapter 5 and include e.g. the case of a change of a name or legal details of a beneficiary that does not imply neither a change of legal entity nor a change to the budget.

The need for an amendment must be assessed with care. In the example below, what is presented as a mere name change is a change of legal entity.  It is advised to contact the project officer to discuss whether a change requires an amendment or not.

Example: 

Company A is a beneficiary in project X and sells its mobile phone business to company B; even if the same people, units, etc. continue working in the project: this is not a mere change of name and requires an amendment to the GA.

3. Implementation of an amendment

3.1. Exchange of letters 

An amendment is implemented through an exchange of letters – a request letter and an acceptance letter. The content of these letters must clearly demonstrate the agreement of the parties. Sample letters that are to be used are given in the Chapter 8 of this document. Both letters – of request and acceptance - together form the amendment. 

As the amendment can be initiated by the consortium or the Commission, an amendment is implemented in two ways:

· An amendment request from the coordinator on behalf of the consortium and a letter of acceptance from the Commission.

· An amendment request from the Commission and a letter of acceptance by the coordinator on behalf of the consortium.

The case when an amendment request is rejected is described in Section 3.3. 

3.2. Amendment request 

Introduction of amendment request

Both the Commission and the beneficiaries may initiate (and conclude) an amendment procedure. 

The initiative to amend the GA is normally taken by the consortium. However, the Commission can also propose an amendment, e.g. in case errors must be rectified. 

The coordinator is given a prominent role in the GA, being the intermediary between the consortium and the Commission. The coordinator is in charge of submitting any request of amendment by the consortium and is deemed to act on behalf of all beneficiaries when signing a request, or an acceptance or rejection letter concerning an amendment. Any amendment request or acceptance or rejection letter signed by the coordinator commits the consortium. The Commission will not usually verify the agreement of all beneficiaries. Nevertheless, the coordinator has to ensure that adequate proof of the consortium's agreement to such an amendment exists and is made available in the event of an audit or upon the request of the Commission. This means that the proof of the agreement of the beneficiaries must exist even if its submission is not required when the amendment is made. Evidence of agreement does not need to be a formal letter; e-mails or minutes of a project meeting suffice.

Valid request - Use of standard amendment request letters

The request must be submitted in accordance with Article II.9.1 of the GA. For a valid request, the following conditions need to be met: 

· The request must be submitted in writing and sent to the address notified in accordance with Article II.9.1 of the GA. A request sent by e-mail is not valid but the Commission may however decide to deal with such a request.

· The model letters enclosed in Chapter 8 of this guide should be used.

· The supporting documents for its request as outlined in Chapter 4

Who signs

The legally authorised representative of the parties will sign the amendment request (or acceptance letter):

· For the Commission, the Authorising Officer.

· For the beneficiaries, the legal/statutory representative of the coordinator (as mentioned in the GA), on behalf of the consortium. Should the legally authorised representative of the coordinator have changed, it should notify the Commission of this change (Article II.3 (b)). 

If the coordinator is to be changed without its agreement, the other beneficiaries or, alternatively, one beneficiary representing all
 other beneficiaries by means of a mandate have to sign the amendment. 

Time limit to initiate the amendment request

Amendment requests can only be introduced during the lifetime of the GA, i.e. after its entry into force and before the final payment is made. 

Even if there is no time limit for amendment requests mentioned in the GA, amendment requests of the consortium should be introduced before the end of the project, in particular when the extension of the duration of the project or changes to Annex I are requested. However, for final payment obligations the request could be done after the end of the project (e.g. changes in bank account, merger of the coordinator, …).

Requests for amendment should be submitted in advance of any change in order to allow an in-depth analysis of the request.

3.3. Amendment acceptance/acceptance in part/rejection 

Amendment requests must always be approved – by an acceptance letter - in writing
. The GA does not establish a time limit to approve or reject an amendment proposal by the parties.  .

Amendment requested by the consortium

In case the amendment request is made by the consortium, the Commission will endeavour to reply within 45 days from the receipt of the request. If the Commission does not reply within a reasonable period of time coordinators are advised to re-contact the Commission. 

If the Commission disagrees with the amendment request, the Commission will reject the request and indicate the reasons for its rejection. The Commission may suggest the consortium to submit a new request or that another amendment may be proposed by the Commission to the coordinator by means of an amendment letter. 

It often happens that the coordinator combines in one amendment request various modifications of the GA (e.g. extension of project duration, modification of responsibilities for work packages etc). The standard letter to be used for the amendment request indicates that it contains separate requests that can be approved independently from each other and the Commission can accept some of the modifications and reject others (no rule simul stabunt simul cadent but the parties can ask for it). 

In case the consortium requests that all modifications are to be considered as a package (simul stabunt simul cadent) the request letter should explicitly state this – see Chapter 7 - and in this case the Commission cannot accept some of the modifications proposed and reject others.  

If a request is invalid, the Commission will indicate this in writing to the coordinator and will give the reasons as to why the request is invalid.  

It is highly recommended that before the amendment is formally requested, the coordinator on behalf of the beneficiaries discusses with the project officer the articles that the consortium would like to modify. 

Amendment requested by the Commission

When the consortium receives an amendment request by the Commission, a deadline to receive the reply will be established in the request letter. After expiry of the time-limit the Commission will no longer be bound to its offer.
3.4. Entry into force and 'taking effect'

"Entry into force" refers to the date upon which the amendment has legal force. The amendment request will only enter into force upon signature by the parties (the Commission and the coordinator on behalf of the consortium). When the consortium sends the request, the amendment enters into force on the date of the Commission's signature. When the Commission sends the request, it will enter into force on the date of the signature by the coordinator, and is subject to the conditions set out in the letter sent by the Commission.

"Taking effect" means the date from which the action/effects described in the amendment apply. This date may be the same as the one of entry into force (i.e. if there is no specific date agreed and the Commission signs last). However, if the amendment request specifies a date(s) in which the whole amendment or one of each of the individual modifications requested takes effect, and the amendment is accepted by the other party, it will take effect on that date(s). If no date is fixed, the amendment takes effect on the date of the approval letter of the Commission (in the cases where the consortium makes the request). 

In the cases where the Commission initiates the amendment, the letter must include a date from which the amendment takes effect. The acceptance of the Commission's offer by the consortium will imply the acceptance of this date. 

Examples:

1. The Commission accepts on 12/09/2008 an amendment requested on 01/08/2008 to add a new beneficiary in the GA. The consortium requests that this addition takes effect from 01/07/2008.

This amendment enters into force on 12/09/2008 (date of signature by the Commission) but following the Commission acceptance, the addition will take effect as from 01/07/2008, and costs incurred by that new beneficiary will be eligible as from that date. This is possible because this request has been included in the amendment. If the consortium request had not included a fixed date, the amendment would take effect from the date of the Commission's signature (12/09/2008), in other words, the same date as the entry into force.

2. Alternatively, the Commission may not agree with the date proposed by the consortium and on 10/09/2008 sends a counter-proposal fixing the date of addition of the new beneficiary on 01/09/2008. The proposal of the Commission indicates that it will expire if it has not received an acceptance letter from the coordinator within 60 days of the reception of the letter.  Following this, the Commission receives the acceptance letter on 15/10/2008, signed by the coordinator's legal representative on 07/10/2008. 

In this last case, the amendment will enter into force on the date of the signature by the coordinator's legal representative (07/10/2008), but it will take effect from  01/09/2008.
4. Amendment cases and supporting documents

4.1. REMOVAL OF ONE OR MORE LEGAL ENTITIES FROM THE LIST OF BENEFICIARIES IN ARTICLE 1(.2) DUE TO THEIR NON-ACCESSION TO THE GA (Article 2(.2) of the GA)

In this case, since the legal entity has never become a beneficiary, the termination of its participation is not needed. Nevertheless, in these cases, Article 1.2 of the GA and Annex I must be modified to reallocate the tasks initially foreseen to be performed by this entity and possibly to include a new beneficiary to take over those tasks. A request for amendment must be submitted by the coordinator, on behalf of the consortium, following the procedures described below (addition of a beneficiary and/or modification of Annex I).

4.2. ADDITION OF ONE OR MORE BENEFICIARIES 

At any time during the life of a project it will be possible to change, in agreement with the Commission, the consortium by adding beneficiaries. The new beneficiary will be subject to the same legal, operational capacity and financial viability validation as any other beneficiary and assume the same rights and obligations as established by the GA. Normally any change of the consortium requires an update of the Description of Work (Annex I to the GA), in order to clearly identify who is doing what and the budget per beneficiary. Note that the maximum EU contribution cannot be increased. 

Requested documents: 

· Modified Annex I to the GA describing the work to be performed by the new beneficiary (including a revised budget breakdown) to be submitted by the coordinator; 

· Grant Preparation Forms (GPFs) duly completed using NEF
 to be submitted by the coordinator,

· A2.5 – signed by the new beneficiaries and Form B - duly signed by the coordinator and the proposed new beneficiaries

· If the new beneficiary is not yet registered (has no 'PIC code') the beneficiary must self-register in the Unique Registration Facility (PDM-URF) or through the participant portal (PP), at http://ec.europa.eu/research/participants/urf and submit the legal documents and financial documents of the new beneficiary where required. 

· Normally, although it is not mandatory, the coordinator will also send an accompanying letter explaining the context and nature of the proposed change.

Special case of Pilot Type A projects – launch of competitive calls:

In a Pilot Type A project, if a competitive call to select this beneficiary has been carried out as foreseen in the special condition inserted in Article 8 and Annex I, the documents required by this special condition in the GA shall be provided. If a competitive call has not been carried out, justification for the selection of this beneficiary must also be submitted together with the requested documents (see above). Afterwards, the procedure is the same as for any other addition of a new beneficiary, with the additional obligation to enclose the documents proving the means by which the competitive call was published and the names and affiliation of the experts involved in the evaluation as well as the results of the evaluation). 

Special case of addition of one or more beneficiaries in Thematic Networks

As the maximum EU contribution set out in Article 5 of the GA cannot be increased, the addition of a new beneficiary is possible only if this addition would not lead to a higher overall EU contribution. Considering that the Thematic Networks are financed by lump sums and scale-of-unit costs that are based on the number of beneficiaries (concerning the costs of the coordinator) and the duration of the project or /their participation respectively, and the maximum EU contribution stated in Article 5 of the GA cannot be increased, this would in principle only be the case if the new beneficiary would participate in the project without funding 

Should it be considered necessary nevertheless to add new beneficiaries, it would have to be foreseen that the new beneficiaries do not benefit from EU contribution (introduction of the special condition "Beneficiaries with eligible costs but no EU contribution"). 

4.3. CHANGE OF COORDINATOR

When the project coordinator changes in an ongoing project, it is necessary to amend the GA to modify in particular the name of the coordinator on the first page of the GA, Articles 6.2 concerning the coordinator's bank account, and Annex I. The new coordinator must in addition inform the Commission of the new address to be used in any communication or request concerning the grant agreement, as referred to in Article 9 (this is not part of the amendment as such as the address is not given in the grant agreement). In some situations, the members of the consortium remain the same, but in other cases the change of coordinator results in its withdrawal or in the incorporation of a new beneficiary to the consortium. 

The following cases could be foreseen in case the consortium requests to change the coordinator:

4.3.1.  With its agreement 

The coordinator remains in the consortium. 

Requested documents for the new coordinator

If the new coordinator is already a beneficiary:

· Written request from former coordinator and new coordinator to the Commission on behalf of the consortium. This letter should be signed by both the former coordinator and the new one. It could also take the form of two separate requests and letters.

· Modification of the Description of Work (Annex I), including revised budget breakdown and proposal for the reallocation of tasks.

· Grant Preparation Forms (GPFs) duly completed using NEF to be submitted by the coordinator.

· A4 banking details of the new coordinator duly signed. 

· Financial documents for the coordinator (if required according to ICT PSP Guide for legal and financial viability checking).

In addition, if the new coordinator is not yet a beneficiary:
· A2.5 – signed by the new beneficiaries and Form B - duly signed by the coordinator and the proposed new coordinator

· If the new beneficiary is not yet registered (has no 'PIC code') the beneficiary must self-register in the Unique Registration Facility (PDM-URF), at http://ec.europa.eu/research/participants/urf and submit the legal documents and financial documents of the new beneficiary where required. 

4.3.2. Without its agreement 

In the case of request for a change of the coordinator by the other beneficiaries, the request should be signed by all the other beneficiaries forming the consortium or by one of them representing the others (with the agreement of the rest of the consortium that the Commission could verify, i.e. mandates by the other beneficiaries). 
4.4. PARTIAL TRANSFER OF RIGHTS AND OBLIGATIONS 

Termination/addition of a beneficiary ("in-out" clause) refers to the cases where the tasks of a beneficiary which leaves the project are assumed by another legal entity. The term "transfer of rights and obligations” has a different legal meaning, it is used in cases such as: 1) merger and acquisition which go beyond the change of ownership, or 2) when specifically requested by the beneficiaries concerned, in accordance with Article II.9 of the GA. 

In fact in the first case, the rights and obligations of the old entity are transferred to the new one, regardless of any amendment. It is the legal act relating to the transfer of rights and obligations and not the amendment which changes the fact that the old entity has been replaced by the new one and this is universally recognised. 

Not all cases of transfer of rights and obligations require an amendment to the GA. In that particular case in which a legal entity takes over all rights and obligations of another legal entity, which disappears, it is widely accepted that an amendment is not necessary (but there are four exceptions to this rule). This is usually the case of takeovers, mergers, etc.  The main point here is that the change in the GA is due to the disappearance of the previous beneficiary, and it affects universally all its rights and obligations, not only those related to the GA. Universal transfer of rights and obligations (UTRO) does not usually require an amendment of the GA concerned; the procedure to follow will be that of an information letter detailed below. 

In case of a partial transfer of rights and obligations from one entity to another(s) the following two cases need to be distinguished:

· Case 1): the original entity continues to exist: the new legal entity (through the purchase of departments, business units, etc. of the other entity) absorbs or takes over part of the rights and obligations of another legal entity; accordingly, some of the rights, obligations and "contracts" of the previous beneficiary will be transferred in favour of the new entity which becomes the beneficiary. However as the previous beneficiary continues to exist as a legal entity, some GAs may be affected, and some not, because only part of its rights and obligations are transferred to the new one. Therefore it is necessary to decide case by case.

Example: Company X sells it mobile phone division to company Z; all GAs where the mobile phone division of X was involved will be affected by a transfer of rights and obligations; other GAs where other divisions of company X work will not be affected.
· Case 2): the original entity disappears and more than one entity replace the original one: contrary to the first case (and contrary to the case of the UTRO, where the original entity is replaced by only one entity), even if the original beneficiary disappears, in this case there is not a universal transfer to a new single entity, but partial transfers to different ones.

Example: Company X is bought by two other companies (Y & Z), one of which will absorb the mobile phone division and the other the remaining divisions. Here for some GAs there will be a transfer of rights and obligations from X to Y, for some others from X to Z.

In these cases of partial transfer, for reasons of legal certainty and attribution of liabilities, a formal amendment of each GA concerned is required. 

The beneficiary will request via the coordinator the amendment for those GAs affected by the change. The coordinator must send to the Commission a written request for an amendment to the GA on behalf of the consortium, in accordance with the procedure detailed in point 3.2 above. 

They will use the clause "transfer of rights and obligations" for these amendments as detailed in the model provided in Chapter 8 of this Guide. 

 Requested documents: 

· Grant Preparation Forms (GPFs) duly completed using NEF to be submitted by the coordinator.

· A2.5 – signed by the new beneficiary and Form B - duly signed by the coordinator and the proposed new beneficiary.
· The Participant Identification Code (PIC) of any new legal entity. If the new legal entity is not yet registered in the Unique Registration Facility (PDM-URF), the beneficiary must self-register at: http://ec.europa.eu/research/participants/urf, and provide the legal documents and financial reports of the new beneficiary where required, following the instructions for self-registration. This includes the legal documents showing the transfer of rights and obligations.

· Although it is not mandatory, the coordinator will also send an accompanying letter explaining the context and nature of the proposed change.

In this case, it is important to take into account that the partial transfer of rights and obligations, without any other change, does not require a modification of the Description of Work (Annex I).

Neither does this clause require necessarily the submission of reports at the moment of the transfer (as in the case of termination), because the new entity takes over the rights and obligations of the old beneficiary in the GA. Accordingly, at the end of the reporting period, either:

· The new beneficiary submits reports for the whole period, including the period before the date of the transfer (single financial statement of the beneficiary for the period, where applicable etc.). 

· Or the old beneficiary submits reports up to the date of the transfer, and the new beneficiary from that moment up to the end of the reporting period (two financial statements, where applicable, etc.).

4.5. MODIFICATION OF PROJECT TITLE AND/OR ACRONYM (Article 1.1of the GA) 

Since the project title and acronym are mentioned on the cover page of the GA and in Article 1, once the GA has been signed, it is only possible to modify them through an amendment. A change of the project title or acronym should only be requested if this is necessary for legal reasons, e.g. if the consortium becomes aware that the acronym is a protected trademark.

Requested documents: 

· Written request from the coordinator to the Commission on behalf of the consortium.

4.6. MODIFICATION OF DURATION AND/OR OF START DATE (Article 3 of GA)

The modification of the duration of the project, number of months, and/or of its start date which are mentioned in Article 3.2 of the GA, have to be done through an amendment. In principle, the modification of the duration of the project should be requested before the end of the project. Requests for the modification of the duration may imply the modification of the reporting periods. 

The consortium has to be aware that even if the duration of the project is extended it will have to finalise the work with the same EU contribution.

For Thematic Networks financed by lump sums and scale of unit costs, an extension of the duration of the project is in principle not possible, as the lump sums and scale- of- unit costs are calculated, amongst other factors, on the basis of the duration of the project/participation of a beneficiary. 

The date proposed in the request for modification of the start date of the project cannot be prior to the submission of the proposal.

Requested documents: 

· Written request from coordinator, on behalf of the consortium  justifying the request.

· Modification of the Description of Work (Annex I), including revised budget breakdown and schedule of deliverables, reporting periods, ….

· Grant Preparation Forms (GPFs) duly completed using NEF to be submitted by the coordinator.

4.7. MODIFICATION OF REPORTING PERIODS (Article 4 of the GA)

The project is divided into reporting periods of a specific duration, which are determined in Article 4 of the GA. Their modification has to be done by way of an amendment to the GA.

Requested documents: 

· Written request from coordinator, on behalf of the consortium justifying the request.

· Modification of the Description of Work (Annex I), including revised budget breakdown and schedule of deliverables, reporting periods, ….

4.8. CHANGE OF MAXIMUM COMMUNITY FINANCIAL CONTRIBUTION (Article 5.1 of the GA)

The modification of the maximum financial contribution to the project indicated in Article 5.1 of the GA has to be made through an amendment to the GA. Generally, such a modification can only consist in a reduction of the maximum financial contribution. An increase of the Community financial contribution is possible only in the special case where an extension of a Pilot Type A project on the basis of a new call for proposal is foreseen in the annual Work Programme.

Requested documents: 

· Written request from coordinator, on behalf of the consortium justifying the request.

· Modification of the Description of Work (Annex I), including revised budget breakdown and schedule of deliverables, reporting periods, ….

The modification of the maximum financial contribution may lead to a change in the pre-financing mentioned in Article 6 of the GA.
4.9. CHANGE OF BANKING DETAILS (Article 6.2 of GA)

The modification of the coordinator's banking details which are mentioned in Article 6(2) of the GA has to be done by means of an amendment. 

Requested documents: 

· Written request from coordinator, on behalf of the consortium, to the project officer   justifying the request; 

· A4 banking details of the coordinator duly signed. 

4.10. CHANGE OF THE AMOUNT OF THE PRE-FINANCING (Article 6.3 of the GA) 

If there is a modification of the maximum EU contribution for the project (see point 4.8 above), it may be necessary to update the amounts indicated in Article 6.3, via an amendment to the GA. 

Requested documents: 

· Written request from the coordinator, on behalf of the consortium justifying the request; 

4.11. ADDITION, REMOVAL OR MODIFICATION OF SPECIAL CONDITIONS (Article 8 of the GA)

The Commission has adopted standard special conditions to adapt the GA to the specific needs of a project. These special conditions are provided in Article 8. They take precedence over any other provisions of the GA (including its Annexes).

Any addition, deletion or modification of a special condition in Article 8 has to be done through an amendment to the GA. The text of these special conditions themselves cannot be modified. 

Requested documents: 

· Written request from the co-ordinator, on behalf of the consortium justifying the request and

· Depending on the type of special condition, it may be necessary to provide other information, legal documents, GPFs, budget breakdown, modified Annex I, etc.

4.12. MODIFICATION OF ANNEX I (Description of Work) 

The modification of the Description of Work may be required for the following aspects:

· Changes in the work to be performed: an amendment is required for removal/addition/substantial changes to work packages, deliverables, milestones … in the GA, or for substantial changes in the distribution of the work between beneficiaries.

· Changes in the budget breakdown: an amendment is only required for the cases of addition and termination of a beneficiary and for substantial changes linked to the above-mentioned changes in the work. 

Requested documents

· Written request from the co-ordinator, on behalf of the consortium justifying the request.

· Modification of the Description of Work (Annex I), including revised budget breakdown and proposal for the reallocation of tasks.

4.13. AMENDMENT REQUESTED FOR REINSTATEMENT OF THE WORK AFTER SUSPENSION OF THE PROJECT

According to Article II.8 of the GA, the project may be suspended by the Commission (unsatisfactory performance) or on request of the consortium (force majeure, exceptional circumstances)

4.13.1. Request from the coordinator for suspension

The request is not accepted until the Commission agrees explicitly to it by a formal letter specifying the terms of the suspension and the conditions needed to re-instate the work.

4.13.2. Suspension by the Commission

The Commission will inform the coordinator of the terms of the suspension, the justification for suspension and the conditions necessary for the work to be resumed. If the continuation of the project is decided at the end of the suspension period, it will then be necessary to make an amendment to the GA (extension of the duration, modification of Annex I, etc.). The date in which the amendment becomes effective needs to be concomitant with the date of the lifting of the suspension from which date subsequent costs may be charged again to the project.

4.13.3. Amendment reinstating the continuation of the GA

In cases where the consortium asks the Commission for the lifting of the suspension, it could do so in a separate letter from the one requesting the amendment. This letter requesting the amendment would indicate the changes needed or combine the request for the lifting with a request for amendment in the same letter, following the model letter provided under point 7 of this Guide, and including the reference to the lifting of the suspension as proposed as an option in the last paragraph of this model. 

Supporting documents

· Written request from the co-ordinator, on behalf of the consortium, to the project officer justifying the request.

· In case of request of reinstating the continuation of the GA, modification of the Description of Work (Annex I).
5. CHANGES WHICH DO NOT REQUIRE AN AMENDMENT: INFORMATION PROCEDURE 

The GA may be affected by other types of changes, which do not depend on the agreement of the parties and which do not require an amendment signed by the authorised legal representatives of the parties. However, beneficiaries must inform the Commission and the other beneficiaries about them, following an information procedure lighter than that required for an amendment. The GA sets out, under Article II.3 (b), a general obligation to beneficiaries to inform the other beneficiaries of the consortium and the Commission through the coordinator in due time and in writing about these changes. 

Beyond this obligation to inform the coordinator of the project, the beneficiary has to inform the Commission about the changes mentioned below, as they will affect the ongoing GA. 

The main differences between the amendment letter and the information procedure are the following:

· The beneficiary, through the LEAR (Legal Entity Appointed Representative), informs directly the Commission (there is no need to ask the coordinator of each affected GA to prepare an amendment request). The LEAR of the beneficiary concerned makes the request for change via the Participant Portal and accesses the Unique Registration Facility (URF) under 'My Organisations' tab after the ECAS registration/login. 

· The supporting documents are uploaded by the LEAR on behalf of the beneficiary in the URF and not per GA (no need to send multiple amendment requests and supporting documents for each GA where the beneficiary participates).

· Once the changes are validated by the Central Validation Team (CVT) of the Commission, the updated data will be visible for the LEAR in the Participant Portal under 'My Organisations' tab. Beneficiaries should inform the coordinators of the project(s) where they participate of the changes, in conformity with Art. II.3 (b) of the GA.

Even if there is no legal obligation for the Commission Services to inform the coordinators of the projects about the changes subject to the information procedure, the different Commission Services  may decide to do so (see model 8.8).

The main cases where the LEARs of the beneficiaries should request changes via the Participant Portal (Unique Registration Facility- PP- URF) are the described below. The procedure to be followed in these cases is described in point 5.4 below.

5.1. Change of name and legal details of a beneficiary.

When a beneficiary undergoes a "change of name" or "legal details", the LEAR of the beneficiary requests the update of its new details in the Commission database via the Participant Portal (PP), and uploads all legal documents related to that change (copy of the documents related to the change of name and/or legal details in the Registry or Chamber of Commerce, etc.), in order to be sure of the nature of the changes. 

In certain cases, what may appear to be a "change of name", may in fact refer to different cases, some of which will require an amendment (e.g. change of legal entity), the procedure to follow then is that established in Chapter 4. 

When the legal details of a beneficiary are changed, such as its address, no formal amendment is needed. 

Examples:

·   X ltd moves its headquarters from Paris to Lille

·  Nemo s.a. changes its name to Nemorino s.a.

If however a new entity has been created, an amendment to the GA is required, unless it is a case of a universal transfer of rights and obligations, and the new entity has to be registered in the Unique Registration Facility starting with self-registration at: the Participant Portal http://ec.europa.eu/research/participants/portal  following the instructions given thereby. 

5.2. Universal transfer of rights and obligations (UTRO)

In this case, the "new" entity assumes universally all rights and obligations of the old legal entity, and the "old" beneficiary disappears. This is usually the case of takeovers, mergers, etc. The main point here is that the change in the GA is due to the disappearance of the previous beneficiary, and it affects universally all its rights and obligations, and not only those related to the GA. 

  Examples: 

·  Company X Ltd disappears and  becomes X plc

· Company X merges with company Z 

While a UTRO "per se" does not require an amendment, in some cases the changes regarding the beneficiary may also involve the need for an amendment to the GA. For example, an amendment will be necessary for cases where the beneficiary concerned is the coordinator of the project; in those cases the GA will have to be amended and the coordinator's banking and communication details will have to be updated as well. An amendment could also be required if the transfer implies the necessity to include a special condition in the GA or another modification which implies an amendment as described in Chapter 4 supra.   

A merger or takeover which has an impact on the eligibility criteria may lead to the termination of the GA or the participation of this beneficiary at the initiative of the Commission.

It is also possible that, following this change requiring only an information procedure, the consortium in a specific GA requests the termination of the participation of the beneficiary, or that one of the beneficiaries in the GA decides to withdraw from the project. In this case, the relevant request for termination should be addressed to the Commission according to the standard procedure detailed in Chapter 4.

5.3. Procedure 

The procedure to be followed for the cases mentioned above (points 5.1 and 5.2) is as follows: 

Introduction of a request for change by the beneficiary

(i) If a LEAR (Legal Entity Appointed Representative) has been appointed

The beneficiary concerned - via its Legal Entity Appointed Representative (LEAR) - introduces the request for change (including the supporting documents) online on the Web interface of the Unique Registration Facility (URF)
 of the Commission, which is accessible via the Participant Portal (http://ec.europa.eu/research/participants/portal). 

The LEAR has to:

1. Go to the Participant Portal http://ec.europa.eu/research/participants/portal and sign in with his/her ECAS password.

2. Go to 'My Organisations' tab and introduce the requested changes in the given field together with the date from when the change is effective, on the basis of the legal document provided, if applicable. The types of change that can be introduced via this method include: 

- Organisation data;

- Legal address;

- Status of the organisation; 

- Enterprise data (in particular the SME status)

- Mergers, acquisitions, etc. resulting in the transfer of rights and obligations from a legal entity. 

3. Upload the supporting documents in the 'Document management' section. 

4. Finalise his/her request for change by pushing the 'Submit' button on the portal. 

Once this procedure is accomplished, in principle, no further communication between the LEAR and the Commission is necessary. 

However, in case of problems, such as for example missing supporting documents, the CVT will contact the LEAR by e-mail to request the additional information.

 (ii) If no LEAR has been appointed

Before being able to introduce any change, the beneficiary has to appoint a LEAR for its organisation, who has to be validated first, by the CVT. 

For further information on the appointment of LEAR's, please follow the steps described on:

· the Cordis portal: http://cordis.europa.eu/fp7/pp-lear_en.html; or

· on the Participant Portal FAQ (frequently asked questions) section: http://ec.europa.eu/research/participants/portal.

Contact:

Should you experience any problems, please contact the validation services of the Commission 

e-mail: REA-LEAR-VALIDATION@ec.europa.eu

Research Executive Agency

FP7 Support (A1)
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1049 Brussels

Belgium

5.4. Commission response
Following the verification and acceptance of the request for change by the CVT, the Commission updates the information in its IT system(s). The validated changes will then be visible to the LEARs via the Web interface of the URF. 

Depending on the organisational arrangements, the responsible Project Officers (assigned in the internal grant management system of the Research DGs; CPM, PHOENIX and EPMS) are automatically informed (could be by email) of the changes and of the number of the grant agreements which are concerned and his Directorate (to enable this, a process between PDM and CPM, PHOENIX and EPMS, has been established).  PO should make sure that these changes are properly reflected in the grant agreements when applicable.

Via the PDM 'Comment' field in the registry, the Project Officers have the possibility to see the reason(s) justifying the requested change and the effective date of the change or, alternatively, the reasons justifying its "non acceptance".

In some circumstances, the Commission may take the initiative to inform the consortium of any changes (e.g. discovered during an audit of a beneficiary or in the frame of another GA). 

5.5. Other cases where the Commission should be informed

Apart from the cases mentioned above, the GA foresees under Article II.3 (f) of the GA other cases where there is a general obligation for a beneficiary to inform the Commission and other beneficiaries through the coordinator: 

· The names of the persons(s) who shall manage and monitor its work, and its contact details as well as any change to that information

· Any event which may affect the implementation of the project and the rights of the Community.

· Its contact address as well as any changes to that information 

For these cases not specifically covered in points 5.1-5.3, the only requirement for the beneficiary is to inform the Commission in accordance with Article 9 of the GA.

The same applies for any change in the coordinator's contact details for communications, as notified to the Commission at the time of signature of the grant agreement. 

5.6. The specific case of change of authorised representative of a beneficiary

The case of change of authorised representative as indicated in the GA is of particular significance. In this case, there is no need for an amendment to the GA but the information for the GA concerned should be updated. It is important that when the signature of the authorised representative is required (e.g. amendment) there is no doubt about the validity of the change of the authorised representative.

The change must be treated at the level of each individual GA, by the operational directorate in charge within the Commission, as authorising representatives from one legal entity may be different from one GA to another. 

Two situations usually arise:

· It may happen that the change/appointment of an authorised representative is raised within the frame of an amendment request (requested for other reasons) and the signature of the authorised representative (usually the coordinator's authorised representative) does not correspond to the Commission records. In this particular case, (where there has not been a letter addressed by a beneficiary to the Commission to inform about the change, but the change is requested within the framework of an amendment request), the amendment procedure described in Chapter 4 should be used, and the change of authorised representative has to be mentioned in the letter accompanying the amendment request from the coordinator.

In this case, the request should be addressed by the coordinator to the Commission to the address indicated upon signature of the GA. 

· The beneficiary writes directly to the Commission to inform about general changes in its authorised representative for the signature of a general individual GA or a series of GA. The beneficiary should send this information to the operational unit and clearly define the extent of the changes proposed, as well as the GA concerned by them. 

In both cases the Commission should receive clear proof of the change of authorised representative; it could  be provided by means of a letter in which the previously authorised representative (as appears in the GA) appoints or confirms the appointment of the new person. It could also be proved by means of documents certifying the change.

Example: Official journal appointing new Rector for a University. 

Other kinds of documents could also be used, including private ones (e.g. appointment by the Board of Directors, etc.) it is preferable to have a letter from the previously authorised representative. 
Every operational directorate concerned will update the information for their GA and should confirm the change to the beneficiary (this is not necessary in cases where the signature is required by an amendment, in which case the signature of the amendment by the Commission suffices). 

6. IT support – URF/PP and NEF

(1) URF  (Unique Registration Facility)/PP (Participant Portal) 

The URF/PP are used to record any changes in the legal data of an organisation. The process is as follows

(a) The LEAR (Legal Entity Appointed Representative) of the entity introduces the request in the PP/URF on line.  

(b) The URF/PP request triggers a request for supporting documents to be sent by the entity.

(c) The CVT (Central Validation Team) validates the information and sends an acknowledgement letter to the beneficiary.

(d) The requested change becomes visible in NEF (see below) and becomes part of an amendment request (see Chapter 4) or triggers an information letter (see Chapter 5)

(2) NEF – Negotiation Facility

(a) The co-ordinator indicates to the project officer that an amendment is needed.

(b) The financial officer opens an amendment session in NEF .

(c) The co-ordinator is  alerted that an amendment session is open in NEF.

(d) The co-ordinator accesses NEF through the PP and makes  the necessary changes to the contractual data in NEF.  When  ready, he/she submits the session to the Project Officer who technically approves
 the amendment – in which case the coordinator sends the amendment letters – or opens a new amendment session in NEF – in which case the coordinator reworks the amendment request.

7. TERMINATION AT THE INITIATIVE OF THE CONSORTIUM

7.1. Withdrawal (version 1 GA)/ Termination of the participation of (a) beneficiary(ies) (version 2 GA) 

The request of withdrawal of a beneficiary (version 1 of the GA) as well as the request of termination of the participation of a beneficiary (version 2 of the GA) always involves a request for amendment.

In version 1 of the GA, the Commission could not object to the withdrawal of a beneficiary from the project unless this withdrawal substantially affected the implementation of the project (Article II.10.2 .b) 

In version 2, the consortium may request the termination of the participation of a beneficiary in the project (Art. II.10.1.b);
Who requests and how? 

Any request shall be submitted by the coordinator in accordance with the procedure established in these guidelines, point 3. 

If beneficiaries want to request the termination of the participation of the coordinator without its agreement the request shall be submitted by all other beneficiaries or by one of them representing the others (Chapter 4.3.2 for details)

Content of the request

A number of documents and information have to be submitted together with the letter of request (see below). A termination request not including these supporting documents is not valid and has to be rejected. 

In addition to these documents, version 2 GA includes the obligation for the coordinator to send an opinion letter of the beneficiary whose participation is being terminated. If this document has not been sent, the Commission would consider that the beneficiary concerned disagrees. This letter can be replaced by "… proof that this beneficiary has been requested in writing to express its opinion on the proposed termination of its participation within the time-limit established by that notification. This time-limit will not be inferior to one month" (Article II.10.1.b).

When a beneficiary withdraws (version 1 of the GA) or the termination of the participation of a beneficiary is requested by the consortium with the agreement of the beneficiary concerned (version 2) and there is an amount to be reimbursed by this beneficiary, it is understood that the beneficiary has already reimbursed to the consortium the said amount or will do it rapidly and that, in any case, no action on the part of the Commission is required to recover this amount. It should then be stated in the request that this amount is at the disposal of the consortium and under its responsibility.

In any other case, for example, when the beneficiary concerned does not agree, or it is not in a position to reimburse (e.g. bankruptcy), this should be explained in the request.

Requested documents:

- Written request from the coordinator, on behalf of the consortium, requesting and justifying the withdrawal (version 1 GA) or the termination of the participation of the beneficiary concerned (version 2 GA), including the proposed date on which the termination shall take effect, and the consortium's proposal for reallocation of the tasks and budget of that beneficiary.

- A letter on the reasons to withdraw from the project explaining why this withdrawal would not substantially affect the implementation of the project (version 1 GA). For version 2 GA, a letter containing the opinion of the beneficiary whose participation is requested to be terminated (in case of bankruptcy, letter of the liquidator), 

- The reports and deliverables referred to in Article II.4 (including Form C and CFS if required), relating to the work carried out by this beneficiary up to the date on which the termination takes effect, together with a comment of the coordinator on these reports and deliverables and a declaration on distribution of payments to this beneficiary by the coordinator.

- Modified Annex I - Modification of description of work (including revised breakdown of costs)

In the absence of receipt of such documents, the request shall not be considered as a valid request.

The letter containing the opinion of the beneficiary concerned (version 2) can be replaced by proof that this beneficiary has been requested in writing to express its opinion on the proposed termination of its participation and to send the reports and deliverables but failed to do so within the time-limit established by that notification. This time-limit shall not be inferior to one month. In this case, if no reports have been submitted with the request for termination, the Commission shall not take into account any further cost claims of that beneficiary and shall not make any further reimbursement for it.

Approval or rejection of the request

Version 1 of the GA: in its request the coordinator can indicate a date from which withdrawal is effective. If this date is not indicated, the withdrawal of a beneficiary is effective (Article II.10.2) on the date of the notification of the Commission's letter of acceptance (explicit approval) or, in absence of written answer by the Commission, after one month following the date of notification of the request to the Commission (tacit approval). 

Version 2 of the GA: the termination of the participation of a beneficiary takes effect on the date agreed by the parties. If no date is agreed, the termination will take effect on the date of the Commission's approval notified to the coordinator. If the participation of a beneficiary is terminated, the decision of termination must be notified to the beneficiary(ies) concerned (II.10.1.last paragraph). The absence of a response by the Commission within one month shall NOT constitute approval of the request as in version 1.

In the cases where tacit approval within one month is applicable (version 1), the approval applies only to the termination and not to the content of the reports attached to the request. For the approval of these reports the provisions of Article II.5 apply. This means, that the termination of the participation of the beneficiary is approved and that the reallocation of the tasks proposed is only provisionally approved. There could be a need for the reallocation of tasks which have been reported as having been done but not accepted by the Commission following analysis of the relevant reports and deliverables. 

Special care should be taken when the termination of the participation of a beneficiary is requested by the consortium without the agreement of the beneficiary (version 2 of the GA). The Commission has to take into consideration both the arguments raised by the consortium and by the beneficiary, and has to arbitrate. The Commission has to give the reasons for its decision to accept or to reject the request for termination. Where the consortium agreement sets out clear rules on terminating the participation of a beneficiary and where these rules have been applied, the Commission will in principle not oppose the termination. 

7.2. Termination of the GA

Who requests and how? 

Any request shall be submitted by the coordinator in agreement and behalf of all beneficiaries.  

The Commission will not usually verify the agreement of all beneficiaries. Nevertheless, the coordinator must ensure that adequate proof of the consortium's agreement to such a termination request exists and is made available in the event of an audit or upon the request of the Commission.

The consortium may request the termination of the GA only on the grounds mentioned in article II.10 (1) of the GA: technical or economic reasons affecting the project; the potential use of the results of the project diminishes. These grounds are the same in both versions of the GA. 

Content of the request 

· The reasons for requesting the termination.
· The proposed date on which the termination shall take effect.
· The reports and deliverables referred to in Article II.4 of the GA.
Approval or rejection of the request

Version 1 GA states that: in its request the coordinator can indicate a date from which termination of the grant agreement is effective. If this date is not indicated, termination of the grant agreement is effective (Article II.10.2) on the date of the notification of the Commission's letter of acceptance (explicit approval) or, in absence of written observations by the Commission, after one month following the date of notification of the request to the Commission (tacit approval). Termination would take effect on the 30th day after the reception of the request unless retroactive effect is requested. In this case, termination would be effective from the date proposed in the request. 

Version 2 GA states that: the termination of the grant agreement takes effect on the date agreed by the parties. If no date is agreed, the termination will take effect on the date of the Commission's approval notified to the coordinator. (II.10.1.last paragraph). The absence of a response by the Commission within one month shall NOT constitute approval of the termination request as in version 1 (no tacit approval).

In order to agree on the termination, the Commission should approve the reports and deliverables submitted. The termination cannot be effective until the reports are approved by the Commission. After the submission of the reports no further costs will be eligible. If the Commission requests any modification/missing reports only the costs related to the drafting of these reports may be charged to the project. 

8. MODEL LETTERS

8.1. REQUEST LETTER

The request for amendment may come from the Commission or from the coordinator on behalf of the consortium.

8.1.1. MODEL TO BE USED BY PROJECT COORDINATORS

The following model has to be used by project coordinators to request the Commission to modify the GA. Coordinators will use the clauses detailed in this model in accordance to their particular amendment request.

[Insert place and date] 

[Insert the Commission address for all communication notified upon signature of the GA]

REGISTERED WITH ACKNOWLEDGEMENT OF RECEIPT or BY COURIER SERVICE WITH ACKNOWLEDGMENT OF RECEIPT 

Dear [insert the name of Commission authorised representative as mentioned in the last page of the GA],

Subject: 
Request for Amendment No. [insert number] to grant agreement No. [insert number] - Project title "[insert Acronym]"

With reference to the above mentioned grant agreement, I request on behalf of the consortium to modify the grant agreement as follows:

Change of coordinator

[Name of initial coordinator] will no longer assume the role of coordinator of the Project and [name of new coordinator] will assume this role from [date].

[This amendment request also has to include the request to modify Article 62) of the GA in order to update the coordinator's banking details].

[Only in the specific case of a change of coordinator, without its agreement, shall the request be submitted by all beneficiaries or by one representing the others. If all sign, each beneficiary must print clearly below the signature:

- the name of the legal entity

- the name of legal representative

- the corporate seal,  if necessary. ]

Removal of one or more legal entities from the list in Article 1.2 due to their non-accession to the GA

The following entit[y][ies] [[is][are] removed from the list in Article 1(2) due to [its] [their] non-accession to the grant agreement:

- [insert full name and legal form of the beneficiary(ies)] (national registration number if any)

Article 1(2) of the grant agreement is modified accordingly. 

Termination of a beneficiary’s (ies') participation
The participation of the following [beneficiary][ies] is terminated [from the date[s] specified in the following table] [from the date of the Commission’s signature] [the 45th day following the date of receipt of the request]: 

	Full name and legal form of the beneficiary(ies) (national registration number if any)
	End date of participation

	
	


Article 1.1 of the grant agreement is modified accordingly. 

Addition of one or more beneficiary(ies)

The following entit[y][ies] [[is][are] added as [beneficiary] [ies] with effect from the date[s] specified in the following table:

	[name of beneficiary] ([acronym]), established in [name of State and full address], 

represented by its legal/statutory representative[s], [Mr/Ms [insert name], [function], 

[and/or [Mr/Ms [insert name], [function]], or [his] [her] [their] authorised representative[s]
	Start date of participation

	
	


Article 1(2) of the grant agreement is modified accordingly. 

Partial transfer of rights and obligations 

[name of beneficiary which takes over the rights and obligations] ([acronym]), established in [name of State and full address], represented by its legal/statutory representative[s], [Mr/Ms [insert name], [function], [and/or [Mr/Ms [insert name], [function]], or [his] [her] [their] authorised representative[s], for the purposes of this grant agreement has taken over the rights and obligations of [initial beneficiary’s name and legal form], as of [insert date]. 

Any reference in the grant agreement, including Annex I and the indicative breakdown of budget and the Community financial contribution between beneficiaries, to [initial beneficiary’s name and legal form] shall be deemed to be a reference to [name and legal form of the beneficiary which takes over the rights and obligations], therefore [name and legal form of the beneficiary which takes over the rights and obligations] is a member of the consortium identified in Article 1(2).

Notwithstanding the transfer referred to above, the Commission and/or the Court of Auditors of the European Communities and their authorised representatives shall continue to enjoy the rights referred to in Articles II.28 and II.29 of the grant agreement in respect of work undertaken by [initial beneficiary’s name and legal form] which shall continue to be bound by the provisions of the grant agreement and its Annexes relevant to the effective exercise of these rights.

Modification of project title (Acronym)

The Acronym of the project is changed from "[former Acronym]" to "[new acronym]".

Any reference in the grant agreement and its annexes, including Forms A and B, to "[former Acronym]" will be deemed to be a reference to "[new Acronym]". 

The title of the project is changed from "[former title]" to "[new title]".

Any reference in the grant agreement and its annexes, including Forms A and B, to "[former title]" will be deemed to be a reference to "[new title]".

Modification of duration  

The duration of the project specified in Article 3(2) of the grant agreement is modified as follows: 

New duration: [insert new number]

Modification of start date

The start date of the project specified in Article 3(2) of the grant agreement is modified as follows: 

New starting date of the project: [insert new start date] 

Modification of reporting periods

Article 4 of the grant agreement is modified as follows:

- P1: from month 1 to month X

- P2: from month X+1 to month Y

- P3: from month Y+1 to month Z

- (…)

- P[last]: from month [N+1] to the last month of the project.

Change of Community financial contribution

[The Community financial contribution is decreased by EUR [insert decreased amount] ([insert amount in words] euros).] 
The maximum Community financial contribution specified in Article 5(1) of the grant agreement is modified as follows: 

EUR [insert new amount] (in words: [insert amount in words] euros)

This modification takes effect from [insert date] [date of entry into force of this amendment].

Change of banking details

The coordinator's banking details indicated in Article 6(2) of the grant agreement are amended as follows: 

Name of bank: 

Name of account holder:

Account reference: [IBAN code]

[Increase] [Decrease] of the amount of the pre-financing 

The pre-financing is [increased] [decreased] by EUR [insert increased or decreased amount] (in words: [insert increased or decreased amount in words] euros). This [complementary] pre-financing shall be paid to the coordinator within 45 days following the date of entry into force of this amendment.

Therefore, the total amount of the pre-financing specified in Article 6 of the grant agreement is modified as follows: 

EUR [insert total amount] (in words: [insert total amount in words] euros)

This modification takes effect from [insert date] [the date of entry into force of this amendment].

Addition, removal or modification of special conditions 

The special condition(s)

	Text of the special condition

	


[is] [are] added to Article 8 of the grant agreement as from [insert date]. 
The special condition(s)

	Text of the special condition

	


[is] [are] removed from Article 8 of the grant agreement as from [insert date].

The special condition(s) set out in Article 8 of the grant agreement [is] [are] modified as follows:

	Text of the special condition

	


as from [insert date].

Modification of Annex I - Description of Work

Annex I - Description of Work is modified. 

[The revised [Part A.1, A.2, A.3] [Part B1, B2, B3] of Annex I dated [insert date] attached to this letter replaces any former version.] [S4: please check against structure of ICT PSP Annex I]

[The revised page[s] numbered "[]" [through "[]"] dated [insert date] attached to this letter shall replace the corresponding page[s] in Annex I to the grant agreement.]

[Addendum No.[] dated [insert date] attached to this letter shall be incorporated as part of Annex I to the grant agreement. In case of conflict between Annex I and any provisions of Addendum No.[], the latter shall prevail.]

[To be added in certain cases:]

[Consequently, I also request on behalf of the consortium that the suspension of the project is lifted as of [insert date]]

[This amendment request contains separate requests that can be approved independently].

[To be added in all cases:]

 All other provisions of the grant agreement and its annexes shall remain unchanged.

Yours sincerely, 








 …………………

For the coordinator on behalf of all beneficiaries, done at [insert place]

Name of the legal entity [insert full name]:

Name of legally authorised representative:

Title of legally authorised representative:

Date:

Signature of legal representative of the coordinator:

Stamp of the organisation (if applicable):

8.1.2. MODEL TO BE USED BY THE COORDINATOR TO ACCEPT THE          COMMISSION REQUEST

[Insert place and date] 

[Insert the Commission address notified upon signature of the grant agreement]

REGISTERED WITH ACKNOWLEDGEMENT OF RECEIPT or BY COURIER SERVICE WITH ACKNOWLEDGEMENT OF RECEIPT

Dear [insert the name of Commission authorised representative],

Subject: 
Request for Amendment No. [insert number] to grant agreement No. [insert number] - Project title "[insert Acronym]"


Your letter requesting amendment dated [insert date] 

[Ref. insert reference]

With reference to the above letter, this is to inform you that the consortium agrees to your request to modify the grant agreement as follows:

[Insert the appropriate clauses from the model request] 

This amendment comes into force on the date of signature of this letter, and with effect from the date mentioned in the Commission letter.

Yours sincerely, 



………………..

For the coordinator on behalf of all beneficiaries, 

Name of the legal entity [insert full name]:

Name of legal representative:

Title of legally authorised representative:

Date:

Signature of legal representative of the coordinator:

Stamp of the organisation (if applicable

8.2. INFORMATION LETTER FROM THE BENEFICIARY TO THE COMMISSION

[Insert place and date], 

[Insert the address of the Unique Registration Facility of the Commission 

REGISTERED WITH ACKNOWLEDGEMENT OF RECEIPT or BY COURIER SERVICE WITH ACKNOWLEDGEMENT OF RECEIPT

Dear (insert the name of Commission authorised representative of URF),

Subject: 


With reference to the above letter, I would like to inform you that there has been a:

· [Universal transfer of rights and obligations from [old name] to (new name).

Therefore, [legal name of the beneficiary] has modified its legal details as follows:

- [name of beneficiary] ([acronym]), established in [name of State and full address], represented by its legal/statutory representative[s], [Mr/Ms [insert name], [function], [and/or [Mr/Ms [insert name], [function]], or [his] [her] [their] authorised representative[s],
· [Modification of the legal entity details (change of legal [name][address] [representative])

	Old legal [name][address] [representative])


	New legal [name][address] [representative])


	Effective date


	
	
	


 [An amendment will still be necessary for these cases where the beneficiary concerned is the coordinator of the project and it becomes necessary to update the coordinator's banking details (Article 6.2 of GA), or if the changes require the addition, removal or modification of a special condition to the GA.)]
· [Change][Mistake] in [indirect costs calculation] 

- The [indirect costs] of (full name and legal form of the beneficiary (national registration number if any) established in (full address city/state/province/country), has been modified as follows:

	Old [legal status] [indirect costs]
	New [legal status] [indirect costs]
	Effective date


	
	
	


The provisions of the grant agreement and its annexes remain unchanged.









Yours sincerely,









……………….

Beneficiary's contact person/authorised representative

Copy: [Coordinator of the project] 

Enclosures: 


1. Supporting legal documents

2. List of ICT PSP projects where the beneficiary participates 
� See new version of article II.9.3 of the GA.


� The model GA has been modified with regard to withdrawal of a beneficiary / termination of the grant agreement at the request of the consortium. See for details Chapter 7.





� At the time of the drafting of the Guidelines, this functionality is not yet available.


� Before signing grant agreements in CIP, the existence and legal status of participants have to be validated by the Commission. This validation will only be done once in CIP for each legal entity. Once an entity has been validated, it can participate in subsequent grants without needing to repeat the validation procedure. To implement this principle, a facility called URF (Unique Registration Facility) hosted on the Participant Portal (accessible after ECAS login) has been set up. 





� 	NEF was initially only used to support negotiations – its use has since been extended to also handle payments and amendments


� 	Technical approval means that all data has been correctly supplied – e.g. all supporting documents are present. A technical approval does not imply that the Commission is in agreement with the amendment request. As indicated in this Guide the agreement with an amendment is provided by an authorised representative of the Commission by signing the agreement letter.





Commission européenne, B-1049 Bruxelles / Europese Commissie, B-1049 Brussel - Belgium. Telephone: (32-2) 299 11 11.
Office: BU31 7/66. Telephone: direct line (32-2) 2968538. Fax: (32-2) 2962575.
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