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Application for change  

This form is to be used when a need for changes in the project has been identified that requires approval from HK-dir in accordance with HK-dir’s standard terms, section 2.4. It should also be used in cases where you deem it necessary to discontinue the project.  

If you are uncertain whether a change requires formal approval or wish to discuss matters related to the potential discontinuation of the project, you may contact one of the representatives for the funding scheme under which the project has been granted support.  

	Which project is the application for change related to (project ID)?

	
[● Project-ID]


	What types of changes is the application about?

	Please tick the boxes for the types of changes (you can select more than one).

☐ “Change related to the project’s results plan”should be selected if you find it necessary to adjust, remove, or add results to the approved results plan.

☐ “Changes related to the responsible institution, project manager, or partners”
 should be selected if permanent changes to the institution responsible for the project, the project manager, or the project partners are deemed necessary.

☐ “Extension of the project period”
 should be selected if you consider it necessary to extend the project duration beyond the period specified in the call for applications.

☐ “Project termination”
 should be selected if you consider it necessary to discontinue the project before its planned completion.





1	Changes related to the project's results

	Describe the changes you wish to make to the results plan

	Please provide a brief description of the reason for the need for changes, which results you wish to amend, and in what way. Ensure it is clear which result(s) are being referred to, and that they are distinctly separated from one another, for example, by referencing the results plan.

If it seems necessary to facilitate our understanding, also provide a brief comment on why the proposed change is considered necessary.

	
[● Write here]



	Describe any reallocations/reductions to the budget that are proposed based on the desired change(s)

	Please provide a brief description of which budget items are affected by the change(s) and how they are impacted (reallocation/reduction). Ensure it is clear which budget items are being referred to, and that they are distinctly separated from one another.

If it seems necessary to facilitate our understanding, please also provide a brief comment regarding the reallocation/reduction.

Please note that any potential budget reductions and their impact on the project's own contribution will be calculated by HK-dir when we assess the application.


	
[● Write here]




	Any additional information (if necessary)

	Include any additional information that you think is relevant in connection with the application for change.

	
[● Write here]








2	Changes related to the responsible institution, project coordinator, or partners

	Describe the changes that are considered desirable/necessary

	Please provide a brief description of the reason for the need for change and the specific changes being proposed.

If necessary to facilitate our understanding, please also provide a short comment on why the proposed change is considered most appropriate.

Note: Do not include personal data beyond what is necessary to justify/explain the proposed changes. Personal data received by HK-dir through the application will not be used for any purpose other than processing the application.


	
[● Write here]




	Describe any budgetary consequences the changes will have

	If the changes result in the need to reallocate/reduce budget items, please describe which items are affected and which adjustments should be made. 

Ensure it is clear which budget items are being referred to, and that they are distinctly separated from each other.

If necessary to facilitate our understanding, please also provide a short comment on why the proposed change is considered necessary.

Please note that any budget reductions and their impact on the project's own contribution will be calculated by HK-dir when we assess the application.

	
[● Write here]




	Any additional information (if necessary)

	Include any additional information that you think is relevant in connection with the  application for change.

	
[● Write here]








3	Extension of the project period
	Describe the extension of the project period that is considered necessary

	Please provide a brief description of the reason for the need to extend the project period, and how long an extension is considered necessary.

Please note that it is not necessary to apply for an extension of the project duration within the project end date specified in the call for applications. Extensions beyond this date can only be granted for 3, 6, 9, or 12 months, counted from the end date specified in the call for applications. No increase in funding will be granted in connection with extensions of the project duration.

	
[● Write here]




	Any additional information (if necessary)

	Include any additional information that you think is relevant in connection with the  application for chage.

	
[● Write here]








4	Discontinuation of the project 
	Describe the background for why the project is proposed for discontinuation

	Please provide a brief explanation of the reasons and considerations behind the proposal to discontinue the project.


	
[● Write here]


	Information on measures to avoid loss/unnecessary use of grant funds

	In the event of project discontinuation, there is an obligation to implement reasonable measures to limit loss and unnecessary use of grant funds, as per HK-dir’s standard terms, section 2.2.

Please describe the measures that have been/will be implemented to prevent loss or unnecessary use of grant funds. Common loss-limiting measures might include reviewing contract agreements to avoid further costs (e.g., cancellation/termination), halting planned payments to suppliers/partners, requesting the return of funds paid to suppliers/partners (where this is possible under relevant contracts), and instructing the cessation of work that would incur further costs in the project.


	
[● Write here]


	Information on activities that should be completed before discontinuation occurs

	Please provide a brief assessment of whether any of the project's activities/results should be completed before the project is . This is particularly relevant for activities/results that other individuals/parties have significantly relied on being carried out, e.g., study stays, events, etc. 

When making this assessment, also consider the extent to which the costs related to the activity/result have already been incurred. Ensure that the activities/results in question are clearly identified and separated, e.g., by referencing the milestones and results plan.


	
[● Write here]


	Information on used and unused grant funds

	Please specify what percentage of the grant funds has been used at the time of the application, and what percentage remains unused. The amount of funds used should also include those that are legally obligated to be paid out, e.g., due to a contractual obligation that cannot be cancelled/terminated, etc.


	Funds used: [● Amount]

	Funds unused: [● Amount]

	Any additional information (if necessary)

	Include any additional information that you think is relevant in connection with the application for change.

	[● Write here]
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