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Change Request 

Characteristics

▪ Several changes might occur after a project is labelled and 
during the whole project lifetime. Changes in a project need to 
be reported via a Change Request (CR)

▪ A Change Request is the formal way of proposing and 
communicating changes in a labelled project, such as:

- New partners / withdrawing partners

- Revised planned effort figures as a result of national funding 
decision

- Changes in the work package content

- New project start / end dates

▪ A Change Request is the only official way to communicate any 
changes in the project to the ITEA Office and a guarantee that 
they are processed.
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Changes in total planned costs

▪ For project partners who never received an ITEA contribution invoice 
before 1 January 2018 the following rules apply:

- After the national funding contract has been signed the eligible 
planned costs of a partner as stated in the contract are presented on 
the ITEA website. 

- The national contract based cost figures can not be modified 
anymore, unless a new national funding contract is made. 

▪ For project partners who already received an ITEA contribution 
invoice before 1 January 2018 the following rules apply:

- The eligible planned costs are defined in the initial FPP or in the latest 
submitted Change Request and presented on the ITEA website.

- Eligible planned costs of the running year and future years can be 
adapted via  Change Request. Cost of the previous year can only be 
adapted until the end of Q1 of the running year.

- Changes in total eligible planned costs must be motivated on request 
of the ITEA Office via national contract data.
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Changes in total planned effort

▪ Changes in total planned effort data in a Change Request can 

only be approved in cases like the following examples:

- as a result of a national funding decision

- as a result of a strategic change agreed in the consortium;

- based on new insights affecting the planning data for the future 

work in the project.

▪ In addition to one of the above, there may be shifts effort from 

one year to the next (such shifts may or may not be the reason 

to enter a Change Request – that is up to the consortium to 

decide).
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Changes in planned effort

▪ Changes to effort of the previous year may be accepted if they 

are submitted through a Change Request before the end of 

Q1 of the running year, and hence accepted by end April / early 

May. 

- Partners are no longer able to adapt effort of previous year after 

the Q1 of the year.

- If such a CR is rejected, the consortium can claim a deadline 

extension for changing previous year effort of three months after 

the rejection notification, in order to submit an updated version of 

the CR (expected to be accepted or rejected by end September at 

the latest).
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Change Request form online

▪ The Change Request (CR) form is entered fully online:

- Data (e.g. effort, partners, work package leaders,…) can be changed via the 
Community website by Project leader and WP leaders. Partners can only 
update their own data.

- As soon as all checks are successful, a button “start Change Request” will 
appear. This will lead you to a form where additional information needs to be 
filled in (e.g. reason, impact, solution).

- Furthermore, If the FPP is adapted, you need to upload the new FPP Annex 
(not the merged file) under Management tab (Management>Project 
management). 

- Once all checks in the CR checklist are successful you can submit the CR.  

▪ The Change Request process can be initiated and submitted only by a 
project leader (or proxy)

▪ Make sure to adapt the FPP in line with changes indicated on the change 
request form

▪ The evaluation of the submitted CR will only be done by the ITEA 
Steering Group reviewers, but Public Authorities are informed about the 
receival and approval of a CR and have access to the CR
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Pending evaluation actions
Update status evaluation actions

▪ During several evaluations (FPP, PPR, previous CR) by the 

ITEA Steering Group they can provide actions to improve the 

project. 

▪ All these actions are collected and stored in the project action 

list tool on the ITEA website (under management tab)

▪ At several occasions, including the CR evaluations, the ITEA 

Steering Group reviewers will check the status of the pending 

actions

▪ The project leader has to update the status of the project 

actions that are applicable and report on this in the CR. 
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First Change Request

Mandatory CR

▪ From ITEA 3 Call 3, the ITEA label has limited validity. 

▪ In case the effort of active partners in a project constitutes less 

than 50 % of total effort compared to the original FPP before 

the project kick-off, a CR must be submitted and approved to 

maintain the ITEA label. 

▪ Active partners belong to one of the following category: funded 

partners, self-funded partners, partners who are waiting for 

submitted funding application results. 

▪ Adaptations in the project should reflect the reduced size and 

the project plan needs to be redefined. 
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Creating a change request
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Online Change Request form (1/2: upper part) screen
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Online Change Request form

Edit Change Request page
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Online Change Request form (2/2: bottom part) screen
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Online Change Request form

Funding related change report - 1
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Online Change Request form

Funding related change report - 2



15

Online Change Request form

Non funding related changes - 1
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Online Change Request form

Non funding related changes - 2
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Online Change Request

All checks successful – submission possible
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Online Change Request

Submission



19

Online Change Request

Completed
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Change Request

Process

1 week

2 weeks

CR (+updated FPP) submitted by PL

1 week

CR processed by Office & PAs informed

STG reviewers evaluation

STG evaluation

CR accepted

CR updated by PLCR not OK

Office informs PL, PAs

and ITEA bodies



For any question or support: 

info@itea3.org



Thank you for your attention


