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Description automatically generated]Trace Change Request v.1.2
PM² Template v.3.0.1                               Change Request Form 
	Trace, Pool 3	
	Project Name:
	< project name> 

	Project ID:
	<ID>
	Change ID:
	Assigned by Trace administrator



	Change Request 

	Change Name: 
	<short name for the CR>

	Pool:
	< Pool 3>
	Identification Date:
	<dd/mm/yyyy>

	Requested by:
	<The name of the requestor/group>
	Category:
	<Noncritical, critical>

	Type:
	☐ Budget change           ☐  Timeline change        ☐    Partner change    ☐ Other changes

	Change Description & Details

	<The purpose of this form is to capture the need and characteristics of a project change request. The change request is the first step of the change request process. Once the change request is logged into the Change Log, then this form is updated with the assigned Change ID and the form is archived.>


Change description:
<Describe change to the current situation (a problem, an opportunity or a new need – why is there a need for a change in the project? Describe the desired situation. What is the goal and benefits of this change request >







Impact or Risks:
<Describe the impact or risks of not implementing this change. If this impact or risks can be quantified, then this can help with the analysis (cost benefit analysis) and final decision regarding the implementation (or not) and the priority of this change.>





	References and Related Documents
	Location

	<XYZ.doc>
	

	
	

	
	



Filled in by Trace administrator
	Approvals 
	Approval needed
	Approved date
	Comments

	Trace Secretary
	<Yes/no>
	<dd/mm/yyyy>
	

	Trace Board of Directors
	<Yes/no>
	<dd/mm/yyyy>
	





Instructions

Project change management aims to bring transparency, accountability, and traceability to all project changes implemented after the project scope and project plans have been baselined. It ensures that changes with a significant impact in any of the project dimensions (i.e. scope, time, cost, quality, or risk) are properly assessed, agreed on, and approved by the appropriate level of authority.
A project change can result e.g. from a scope change, a new requirement, an identified issue, a preventive action to reduce the risk level, or from a decision taken to change any of the project baselines (scheduling, staffing, or budget). 
Changes can be requested (or identified and raised) throughout the project lifecycle by any Project Stakeholder. After receiving a change request, the Project Manager (PM) reports the requested change with this Change Request Form to the TRACE administrator by sending the Change Request form by e-mail to (akl@tek.sdu.dk).
The administrator logs the Change Request in the TRAC Change Management tool and initiates the necessary approval procedures.  Additional documentation may be requested depending on the change type and approval level. 

Approvals: 

Approval from the TRACE Board of Directors/TRACE secretary: 
All major and critical changes need to be approved by the TRACE Board of Directors.  The TRACE Secretary may approve minor and non-critical changes. The approval level needed will be evaluated and agreed upon based on the change request details. 
[bookmark: _Hlk182924557]
For approvals from the TRACE Board of Directors, the template “IM4 Board of Directors presentation Change Request TEMPLATE” should be used. 

Approval from IFD: 

Major changes that affect the conditions agreed in the Investment agreement with Innovation Fund Denmark may require additional approval from IFD. The needed approval level will be evaluated and agreed upon based on the change request details. 


Change types/documentation requirements: 
The following documentation is required according to the type and level of approval. 

Budget change:

If there are budget changes over 150.000 kr. An updated project budget needs to be sent to the TRACE administrator. The budget changes need to be made using the original sub-project budget template.  

Partner changes:

Documentation requirements: 

1. All new partner organizations need to sign the relevant declarations (DeMinimis, SME, undertaking not in difficulty)
2. All new partners also need to sign an accession agreement referencing the original investment and partnership agreements. 

  
According to the guidelines from IFD, we must also have a written explanation incl. reason for termination from the partners who have stopped. This can for example be an e-mail from the partner. This applies to partners who have signed the Investment Agreement. If the partners have already stopped before the investment agreement was signed, then it is enough for the project description and budget to be updated.

Changes affecting timeline and scope: 

In the case that the change affects the project timeline or scope, the relevant project documentation should be updated accordingly. Including project description, project timeline, Gantt chart, etc. 

Approval from the TRACE Board of Directors: 

For approvals from the TRACE Board of Directors, the template “IM4 Board of Directors presentation_Change Request_TEMPLATE” should be used. 
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