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< Letterhead of the Beneficiary >
Mr. Muhsin Altun

Central Finance and Contracts Unit

Eskişehir Yolu 4.km 2.Cd. (Halkbank Kampüsü)

No: 63 C Blok 06580 Söğütözü/Ankara

Tel: 0312 295 49 00

Fax: 0312 286 70 72

Date
RE:
Request for Addendum 

Purpose of Addendum: [select appropriate, delete other options [Contract extension] [Reallocation between budget headings exceeding 15%] [Change of project partner] [………..] 

Contract No: TR ……………..


Grant Amount EUR: ……………. EUR
 


Title of Project: …………………………………………………………… 


Dear Mr. Altun,

We would like to ask your approval for the following modifications in the above-mentioned contract:

<describe the modification – WHAT WILL CHANGE>

<provide justification – WHY IT WILL CHANGE>
<In case of modifications in the budget insert following table:>

	Budget Item / Budget Heading
	Initial Contract Budget
	Amendment 1, 2, 3,.. 

(for each amendment separate columns should be prepared)
	Revised Budget

	
	Unit
	# of units
	Unit rate (in EUR)
	Costs 
(in EUR)
	EUR
(+,-)
	# of units
	Unit rate (in EUR)
	Costs      (in EUR)

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


<In case of change/removal of a project partner:>

<describe the modification – WHY PARTNER WILL CHANGE/REMOVED>

<provide justification – HOW BENEFICIARY WILL IMPLEMENT THE PROJECT WITH NEW / WITHOUT A PARTNER >

Yours Sincerely,

<Signature of authorised representative of the legal entity >

< Name and position of authorised representative of the legal entity >

CHEKLIST FOR CONTRACT CHANGES

	Contract No:


	

	Name of Grant Beneficiary:
	

	Date and No. Of Change Request:
	


Please tick (√) one or more of the following in line with your request for Contract change(s). This table should be submitted to the EUSG attached to your request for contract addendum..

	Description of Change Request
	Tick

	Big Changes – Require Contract Addendum
	   □

	Shortening activity periods


	   □

	Major reductions in the number of beneficiaries in training and other activities
	   □

	Changing training or other event subjects


	   □

	Transfer among budget items exceeding 15% of the relevant budget headings


	   □

	Transfers to administrative costs from other budget heading(s)


	   □

	Adding a new item to the budget


	   □

	Time extension for the project


	   □

	Changes in the project partners and associates


	

	Changes in the name and legal status of the Grant Beneficiary
	   □


