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Change Request & ITEA 2
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 aresult 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).




Changes in planned effort
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= 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 naotification, 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




Pending evaluation actions
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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.




First Change Request a ITEAZ
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

F X ITEAZ

Project ideas~ Projects~ Project evaluation~ Living roadmap~  Contacts~ Documents & templates~

Public

Calendar-  Events~

Soo-Kyung @

Projects / Project overview / 13001 Sample Project 2 / Management

Details of 13001 Sample Project 2 © Help

Introduction
Basics Partners Countries Work packages Costs & effort Reporting Calendar Management

Submission Process

Type Date submitted Submitted by Status Feedback
Change Request Today Soo-Kyung Shin Approved Change request
Change Request & days ago Soo-Kyung Shin Approved
Project management
Full Project Proposal & days ago Linda van den Borne Approved
Project Outline 28 May 2012 Linda van den Borne-Toupet Approved Project progressreporting

Project reviews

Documents available for submission T i e e s e e

The following documents can be selected upon the submission of the Change
Request. All checks are successful. The
process to create a Change

Document Merge Type Date uploaded Uploader Size FlamEs e A e S e e
# Annex& = FPPAnnex 08 Oct2013 Linda Vd Borne 67 KiB updated via the button

“Start/Update Change Request”
testd FPP Annex  310ct2013 Johanvan der Heide 87 KiB below.
[# Test FPP Annex Doc.docx & = FPP Annex 13 May 2016 Soo-Kyung Shin 13 KiB

=+ Start Change Request

Upload new documents for 13001 Sample Project 2
Type Upload Templates
RERSnnex Choose File | Mo file chosen

Only Microsoft Word documents are accepted




Online Change Request form (1/2: upper part) screen

ITEAZ3

Change Request

Find here an overview of the Change Request %

General information © Help
Project 1309 e et Change reguest
Project leader 2l v dur oo &
Organiaation  fEAGRo Draft and ofhoial amas
Type Minor

Right timing for the submisvion of &

Amount of milestones O 8

Amount of deliverab.. O

Update online project dats
Contact  Johan van der Heide &

Date created 14 May 2018

Update the FP9
Lastupdate  Today 1338

Start / Updato the CR
Summary of change request
A Subenil the CR

. Review process
Global impact

‘ ITEA Change request procedure
(vdeo)

Feedback to previous STG evaluation
A

Change Request
checklist

A The following information ks missing (#
* Reason
* Globel impact

A The lollowirg country has a change of more
than 10 percent in cost or effort or has left the
project but no motivation is given

o Germary

A There is 1 non funding related change given
without motivation, npact of proposed
solution




Online Change Request form I TEA 2
Edit Change Request page

Edit Change Request

Use the form below to edit the main elements of the change request
Project 13001 Sernpée Project 2 %

Contact Johan van der Heide

Amount of milestones 0 e
Specify here the total number of milestongs in the project

al

Amount of deliverables 0 -

Specify hero the total number of deliverables in the project

Sumemary of change request Surnmuary of change request

Provide a short list of changes this Change Request contalns (Eg changes In consortium, partners’ costs and effort, project

duration, work plan etc.)

Feedback on STG evaluation wve your feedback on STG evaluatio

Extra information Uso this form feid to give oxtra informatico
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Online Change Request form (2/2: bottom part) sCreen

Change Request information

Costs [k€]
Mumber of partners
Amount of milestones

Amount of deliverables

Delay (+) or advance (-} in months on the end date

Changed project leader
Project leader in latest version
Soo-kyung Shin

Before Change Request

01-09-2015

31-08-2018

187.43

21,505

38

&

43

‘With reference to the first ever submitted FPP

o

Current project leader
E1& Johanvan der Heide

Changed work package leaders

Work package

WP 1: Use Cases Soo-kyng Shin

Funding related changes

‘Work package leader in previous version %

After Change Request
01-09-2015
31-08-2018

189.16

22,424

38

0

0

‘With respect to the updated FPP

o

Updated Work package leader

E& Johanvan der Heide

(=1}

B84

In case of a national funding related change (Eg. result of a funding application, modification of a national funding contract etc), click the related country and provide

further information.

Country Type Last update
France (& Active  23daysago
Germany (& Active  29daysago
Metherlands & Active 1 month ago
Sweden (& Active 1 month ago
Turkey[# Active 1 monthago

Costs previous version Updated costs
3,844 3844
7.477 #8396
6,598 6,595
2362 2,362
1224 1224

Non funding related changes

In case of a changes in a project which is NOT related to national funding issue, click the below green button to provide further information. Multiple items can be
created. Non funding related changes can be related to technical issue (subject more difficult to expected, progresses slower than expected), market related
(dramatic modification of the market since the last FPP submission), or an unexpected circumstance such as withdrawal of a partner, for example.

+ Create non funding related change for Change Request for Sample Project 2

Effort previous version

3415

60.15

45.20

15.00

32.93

Updated effort
3415

# 6215

4320

15.00

¥ 32.66




Online Change Request form m ITEAZ
Funding related change report - 1

Funding related changes

In case of a national funding related change (Eg. result of a funding application, modification of a national funding contract etc.), click the related country and provide
further information.

Country Type Last update Costs previous version Updated costs Effort previous version Updated effort
France (@ Active 23 daysago 3,844 3,844 34.15 34.15
Germa Active 29 days ago 7477 A 8,396 60.15 A62.15
Netherlands (£ Active 1 month ago 6,598 6,598 45.20 45.20
Sweden (& Active 1 month ago 2,362 2,362 15.00 15.00

Turkey (&' Active 1 month ago 1,224 1,224 32.93 ¥ 32.66




Online Change Request form m I TE A 2
Funding related change report - 2

Edit funding related changes

Use the form below to edit the funding related changes
Country Germany
Contact Soo-Kyung Shin

Reason Give the reason of this funding related change

What is the reason for the change in this country?

Impact Give the impact of this funding related change

What is the global impact is of the change in this country?

Proposed solution Give the proposed solution for this funding related change

What is the proposed solution?

Involved partners E Sample company 1
[:] Sample company 2
[:] Sample company 3
D Sample company 4
D Sample company 5




Online Change Request form ™ iTEAZ
Non funding related changes - 1

Non funding related changes

In case of a changes in a project which is NOT related to national funding issue, click the below green button to provide further information. Multiple items can be
created. Non funding related changes can be related to technical issue (subject more difficult to expected, progresses siower than expected), market related
(dramatic modification of the market since the last FPP submission), or an unexpected circumstance such as withdrawal of a partner, for example.

+ Create non funding related change for Change Request for Sample Project 2 P




Online Change Request form
Non funding related changes - 2

X ITEAZ

Non funding related change

Use the form below the create a new non funding related change

Contact

Reason

Impact

Proposed solution

Partners involved

Soo-Kyung Shin

This change has been created as an sample

What is the reason for the non funding related change?

Explain the impact of the above change.

What is the impact of this non funding related change?

Provide solutions for such impact.

What is the proposed solution for this non funding related change?

@ Sample organisation 1
@ Sample organisation 2
D Sample organisation 3
D Sample organisation 4




Online Change Request ! ITEAZ
All checks successful — submission possible

X ITEAZ

Project ideas~ Projects~ Project evaluation- Living roadmap « Contacts- Documents & templates~ Calendar - Events«

Soo-Kyung 9

Projects ' Projectoverview ' 13001 Sample Project 2 / Management  Change Request in 13001 Sample Project 2

Change Request

General information @ Help

Project 13001 Sample Project 2
Project leader Johan ven der Hede &
Organisation ITEA Office

Change request

Draft and official data

DS Mo Right timing for the submission of
| ming for the submissionof a
Reason Project end date has been shifted due to the planned effort adaptation in French C: &
consortium.

Amount of milestones 5
Amount of deliverabl., 2
Impact Theimpact of the change is not significant. Still, 3 new deliverable is added.

Update online project data

Update the FPP

Contact  Johan ven der Heide &
Datecreated Today 12:23
Lastupdate Today 12:41

Start / Update the CR

Submit the CR

& Edit Change Request Review process

2 [ Preview Change Request document
© Submit Change Request




Online Change Request u ITEA 2
Submission

- XX ITEAZ -

Project ideas~  Projects~ Project evaluation~ Livingroadmap~-  Contacts=  Documents & templates-  Calendar-  Events~

Soo-Kyung @

Submit Change Request for project 13001 Sample Project 2

Use the form to submit the Change Request

For the Change Request formation, the following documents types are required

* FPP Annex

Version documents ¥ Document: Annex (FPP Annex)

' Document: test (FPP Annex)
) Document: Test FPP Annex Doc.docx (FPP Annex)

Select version documents

Eme




Online Change Request u ITEA 2
Completed

X ITEAZ

Project ideas « Projects~ Project evaluation « Living roadmap « Contacts « Documents & templates~ Calendar « Events«

Public

Soo-Kyung 9

Projects  Project overview / 13001 Sample Project 2/ Change Request

¢ Change Request for 13001 Sample Project 2 has successfully been submitted
* Change Request document for project 13001 Sample Project 2 has successfully been added

Change Request of 13001 Sample Project 2

This is the latest submitted Change Request

General information Documents Country Costs Effort

Version details %

Projectname 13001 Sample Project 2%
Projectleader Johan van der Heide £5 &
Call ITEA3Calll
Startdate 01Jan2014
Enddate 31 Dec 2017 (48 months)
Versiontype Change Request (cr)
Status Declsion Pending
Change Request
Change Request  Change Request
Resolutiondate  Not reviewed yet
Date submitted 20-04-2017




Change Request u ITEA 2
Process

@ (+updated FPP) submitted by @<—|

1 week | [ CR not OK j-'[CR updated by Pl_j
@R processed by Office & PAs informed
2 weeks 1
C STG reviewers evaluation
1 week 1
C STG evaluation
!

C CR accepted J
!

Office informs PL, PAs
and ITEA bodies ‘
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Thank you for your attention
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