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Contract modification notification letter

< Letterhead of the Beneficiary >

Mr/Ms [Head of IA]
< Date>
RE:
Notification Letter No <insert consecutive number of the Notification letter>


Purpose: [select appropriate, delete other options [minor modification of Annex I] [Reallocation within budget heading] [Reallocation between budget headings up to 25%] [Replacement of Project coordinator] [Replacement of audit firm]  [Change of bank account] [Change of address]

Contract No: 



Grant Amount EUR:
 


Title of Project: 


Dear Mr/Ms……….,

[Select the appropriate options and delete the options, which do not apply].

In case of Minor Modifications in Annex 1 Description of Action (activities, work plan)
[We would like to notify following modifications in Annex I to the Contract.

<describe the modification – WHAT WILL CHANGE>

<provide justification – WHY IT WILL CHANGE>

[Updated work plan is attached.]

In case of Modifications in the Budget 

[We would like to notify the following reallocation of costs of the above-mentioned contract:

<describe the modification – WHAT WILL CHANGE>

<provide justification – WHY IT WILL CHANGE>

The table below summarized the budget amendments: 

	Budget Heading  /Budget Item 
	Initial contract budget
	Amendment 
	Amended  Budget

	
	Unit
	# of units
	Unit rate (EUR)
	Costs 
(EUR)
	EUR
	% of Budget heading
	# of units
	Unit rate (in EUR)
	Costs (in EUR)3

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


<Following supporting documents are attached: <please list>]

In case of Change of project coordinator:

[We would like to notify replacement of project coordinator.


Mr/Ms < name of new Project coordinator > replaced Mr/Ms  < name of initial Project coordinator>

CV of Mr/Ms < name of new Project coordinator > is attached.]

In case of Change of audit firm:

[We would like to notify replacement of audit firm.

The new audit firm which will carry out the verification(s) referred to in Article 15.6 of Annex II is <name, address, telephone and fax numbers>

Find attached documents proving that the new auditor is a member of an internationally recognized supervisory body for statutory auditing].

In case of Change of bank account:

[We would like to notify the changes to the bank account details in the above-mentioned contract.


From:   <initial bank account>


To:       < new bank account > 

Financial Identification Form is attached.]

In case of Change of address

[We would like to notify the changes to the address details in the above-mentioned contract.


From:   <old address>


To:       < old address > ]

Yours Sincerely,

<Signature of authorised representative of the legal entity >

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

