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1. INTRODUCTION

The purpose of this guide is to provide guidance to project partners on the procedure for
requesting changes to the form during project implementation.

As established in the ERDF grant contract in its Clause 3 a) IX (General obligations of
the lead partner), the lead partner shall be responsible for the processing of modifications
affecting any of the documents that make up the approved project form, always
complying with the procedure and conditions set out in the Project Modifications Guide.

Requests for modifications must be submitted through the Programme's computerised
management system, e-MAC, which can be accessed from the Programme's website:
https://interregmac.org/.

2. CONDITIONS FOR PROJECT MODIFICATIONS

The modifications requested may not change the project objectives or the main actions
of the project and must be agreed upon by all the partners involved in the partnership.

The Joint Secretariat will only consider applications that are duly justified, that
incorporate all the necessary documentation and that have been processed using the
procedure set out in this guide.

3. PROCESSING OF REQUESTS FOR AMENDMENTS

The Lead Partner of the project is responsible for sending the request for modification
of the project, on behalf of all its partners, to the Joint Secretariat through the
Programme's IT system (e-MAC).

To perform the task "Modification Request" the Lead Partner shall log in to the e-MAC
with a user profile "sp" (Lead Partner).

In the main menu you will see the TASKS field, from which you can access the "Open
Tasks" tab and click on the green + button to add a task:

Tareas abiertas Evaluacion Modificaciones Anticipos y reembolsos Informes de ejecucion

TAREAS

You will then be presented with a drop-down menu, from which you must select
"Modification Request":
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Nueva tarea

(1 / TAREAS /| Nueva tarea

Tarea

Seleccione v

Volver

All the information required in the Task must be completed, including the necessary
attachments in the section "Documents attached to the Modification Request". The Task
menu is as follows:

Solicitud de Modificacidn

i / TAREAS / Solicitud de Modificacién

SOLICITUD DE MODIFICACION - 3

Datos generales del proyecto

Persona de contacto
Solicitud de Modificacidon

Anexos

Documentos adjuntos a la solicitud de
maodificacién

[@_solicitud de modificacidn

FINALIZAR

The section "General project data" always defaults to the acronym, title, code and Main
Partner.

In the section "Contact person”, the contact person of the Lead Partner as stated in the
project form is automatically displayed.

In the "Modification Request" section, the Type of Modification must be indicated
(according to section IV of this guide), marking the documents that are attached and in
the comments section, a brief explanation of the modification requested must be
given:
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SOLICITUD DE MODIFICACION - 3

Datos generales del proyecto Tipo de Modificacion

Modificacién del plan financiero

Persona de contacto . . .
Moadificacién en el contenido del proyecto

Solicitud de Modificacién Modificacién en la composicién del partenariado
Anexos Modificacién en el calendario del proyecto
Documentos adjuntos a la solicitud de
modificacion
Documentos Anexos
Informe justificativo de la modificacién solicitada
Nuevo plan financiero
[@_Solicitud de modificacién Nuevo cronograma de actividades

Nueva/s carta/s de compromiso/participacion

FINALIZAR Carta/s de renuncia

Apartados del formulario que variarian con la modificacién
Otros (especificar):

Especificar en el recuadro de observaciones

Observaciones

Guardar j§ Volver

Several types of modification may be selected together if, for example, the same request
for modification in the composition of the partnership involves modification of the financial
plan and the content of the project, if any, as well as the timetable.

All applications must be accompanied by the documentation necessary for their correct
assessment. In the section "Documents attached to the amendment application”, the
necessary annexed documents must be attached according to the type of amendment
(section IV of this guide):

SOLICITUD DE MODIFICACION - 4 . .. . .-
_ Documentos adjuntos a la solicitud de modificacidn

Datos generales del proyecto

Persona de contacto Descripcion

L . L. ST T T TS T T T T s E T TS "
Solicitud de Modificacion | Seleccione o arrastre el documento | @
' '

Anexos B e J

Documentos adjuntos a la Volver

solicitud de modificacién

[A_Solicitud de modificacién

FINALIZAR

Before finalising the modification, you will see a PDFE draft in the left-hand menu "Request
for modification"”, where you can check whether all the data is correct:
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In order for the modification request to be sent, you will have to tick the option "[gINISIgH.
Once it has been finalised, it can no longer be modified.

After completing the task, they must print the pdf file downloaded under
"Modification request", which must be signed (preferably with an electronic signature
and with a stamp if handwritten) by the legal representative of the Lead Partner.

They must then upload the document to the same task ("signed amendment request
section). This requirement is essential for the SC to be able to analyse the modification
request.

e

Datos generales del proyecto Datos generales del proyecto Datos generales del proyecto

Persona de contacto Persona de contacto Persona de contacto

Solicitud de Modificacion Solicitud de Modificacidn Solicitud de Maodificacion

Anexos Anexos |

3_Solicitud de modificacisn I [8_Solicitud de modificacitn I

‘ FINALIZAR ’

——

Anexos

Solicitud de modificacidn

Once the modification is approved/denied, the Lead Partner user will receive an
automatic notification from the e-MAC system. He/she will have to inform the rest of the
affected project partners. The verification document of the modification request signed
by the SC will be added to the project document repository in e-MAC.

After approving the modification, the SC will "open” the project form for the Lead Partner
to update all fields of the form affected by the approved modification.

As long as the project is "open" it will be locked and no tasks can be performed in the
application except for recording paid expenses.

Once the changes have been made and the form has been "validated", the Lead Partner
should send an email to the Joint Secretariat (info@interregmac.org), which will close
the project once it has checked that the changes match the approved modification.

ATTENTION: Any changes to any section of the form not explicitly covered by the
approved modification request will be considered as not accepted by the Programme.

Amendments shall take effect from the date of approval of the amendment
application in e-MAC.

All modifications shall, in any case, respect the rules laid down by the Programme.
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4. TYPES OF MODIFICATIONS

4.1. Changes to the financial plan.

The financial plan may only be amended as a result of the following circumstances:

4.1.1. Withdrawal by one of the ERDF partners of all or part of the funding committed
and commitment of other ERDF partner(s) already participating in the project or
new partners taking over all or part of that funding.

Condition: The partner renouncing and the partner taking over funding must
belong to the same region. In no case may they exceed the total ERDF allocated
to the region concerned.

Documentation required:

v Written justification for the requested modification.

v New detailed budgets for the project and for each of the partners
concerned in Excel format.

v' A letter of total or partial waiver stating the reasons for the waiver,
specifying the total amount and ERDF to be waived.

v" When the project is "open" in e-MAC to introduce the approved changes,
the new letter(s) of commitment of the partner(s) assuming the activities
and the total or partial remaining funding (whether they are existing
partners in the project or new ones, in which case they must be previously
validated in the register of entities in order to be associated to the
partnership) must be included.

Note: Resigning partners who have already received ERDF co-financing in the
form of an advance or reimbursement may be required to repay all or part of
these amounts.

4.1.2. Any of the ERDF partners renounces part or all of the funding committed without
any other partner(s) taking over that funding.

Documentation required:

v Written justification for the requested modification.

v New detailed budgets for the project and for each of the partners
concerned in Excel format.

v' A letter of total or partial waiver stating the reasons for the waiver,
specifying the total amount and ERDF to be waived.

Note: Resigning partners who have already received ERDF co-financing in the
form of an advance or reimbursement may be required to repay all or part of these
amounts.
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4.2. Changes to the content of the project.

The Programme only allows requests for modification of the content of the project as a
conseqguence of changes in the composition of the partnership.

In the latter case, in addition to the other elements requested in section 4.1 of this guide,
the following document must be attached to the amendment application:

v Detail of the sections of the form that are modified by highlighting the changes in
the text.

4.3. Changes in the composition of the partnership.

Changes in partnership may be considered as a result of:
4.3.1. Resignation of ERDF partners from the project.

4.3.1.1. Resignation of ERDF partner(s) with other project partners or new
partners taking over the funding:
o Proceed as described in section 4.1.1.

4.3.1.2. Resignation of ERDF partners without another partner in the project or
a new partner taking over the funding:
e Proceed as described in section 4.1.2.

4.3.2. Resignation of Third Country partner(s):

The amendment application must be accompanied by the following
documentation:
v' Report justifying the requested modification
v’ Letter of resignation from the third country entity or, failing this, a report
from the lead beneficiary explaining the non-participation of the third
country entity in the project.

4.3.3. Incorporation of new partner/s from Third Country

The amendment application must be accompanied by the following
documentation:

v" Report justifying the requested modification

v' When the project is "open" in e-MAC, the new letter(s) of commitment of
the partner(s) to be incorporated, which must be previously validated in
the register of entities to be able to associate them to the partnership).
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4.4, Modifications to the project schedule.

The completion date of the projects is determined in the timetable of each project form
in e-MAC, as set out in clause 11 of the ERDF grant contract signed between the
Managing Authority and the Lead Partner.

If necessary and duly justified, an extension for the implementation of the project beyond
the end date indicated in the e-MAC may be requested, in accordance with the conditions
set out in the terms and conditions of each call.

Extensions are requested for project as a whole, not for individual partners.
Documentation required:

v' Report justifying the requested modification specifying the new date of
completion of the project.

5. CHANGES THAT DO NOT REQUIRE A CHANGE REQUEST

5.1. Budgetary deviations
5.1.1. Budget deviations within the total budget of the partner:

All expenditure in excess of the amount budgeted under an item may be
declared withoutlimit: provided that the entity's total budget is not
exceeded.

The overspending of the budgeted amount on an item/activity may be
validated and will be considered reimbursable.

5.1.2. Deviations in the partner's total budget (over-execution):

Expenses exceeding the beneficiary's approved budget may not be
declared.

The Managing Authority may establish an extraordinary deadline for the
declaration of expenses paid for the project that exceed the partner's total
budget.
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5.2. Changes in the data of entities in the Register of Entities.

Changes affecting the data in the Register of Entities must be requested to the
Joint Secretariat via e-mail (info@interregmac.org ) specifying the data affecting
the Entity's Register and attaching the supporting documentation.

The Joint Secretariat shall modify the necessary data in the Register of Entities
so that the change is automatically reflected in the forms of all projects in which
that entity participates. Instructions will be given if the creation of a new entity in
the Register of Entities is necessary.

5.3. Changes to the contact person in the project form.

Changes to the contact person on the form should be requested to the Joint
Secretariat via e-mail (info@interregmac.org ).

5.4. Changes of associated participants.
5.4.1. Resignation of an associate member.

An email should be sent to info@interregmac.org_communicating the
cancellation of the associated participant.

5.4.2. Incorporation of an associate partner.

An e-mail should be sent to info@interregmac.org_communicating the
incorporation of the associated participant including the necessary data
for registration in the project form.

5.5. Changes to the schedule that do not affect the duration of the project.

It will not be necessary to request a maodification of the timetable to adjust the
guarters/years of implementation by specific project objectives.

5.6. Change in the workers foreseen in the application form.
It is not necessary to apply for an amendment to change/incorporate/delete
workers (positions or categories) foreseen in the financial plan of entities with unit

personnel costs. It is therefore possible to declare the personnel costs of workers
other than those foreseen in the application form.

6. MODIFICATIONS NOT ALLOWED BY THE PROGRAMME
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» Modifications involving changes between the ERDF co-financing amounts
allocated to each of the regions.

» As ageneral rule, modifications to the content of the project involving redefinition
of actions, specification of activities, updating of indicators, etc., in order to adapt
the project form to the actual implementation of the project. This information will
be reported directly in the annual and final implementation reports, where the
deviations between what was planned and what was achieved must be
explained.

7. OTHER CHANGES

In case of any other necessary modifications not covered by this Guide, please contact
the SC prior to requesting them in e-MAC.

8. DECISION-MAKERS

The SC will refer consultations on the requested amendments to the decision of the
Steering Committee. The Steering Committee may decide, where appropriate, that the
Joint Secretariat shall take decisions directly on specific types of amendments.

Changes to the project form resulting from approved modifications shall not imply
modification of the text of the contract between the Managing Authority and the
lead beneficiary.

As stated in clause 2.2 of the contract, the latest version of the project in the e-MAC
system will be taken into account at all times, and all the documents that make up the
project form form an integral part of the contract.
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