EdeX Grants
Annex A

Request for Change of Research Team Variation Request
For instruction on how to submit for change of Research Team Variation Request, navigate to ServiceNow -> Learn Something -> Research Services -> RISE Resources -> ‘Training Slides for Principal Investigators (Project Variation)’.
Follow the instructions accordingly to request for project change.
In the justification section under RISE, 
· Please elaborate on the role & involvement of the nominee in the existing project, and the need for the proposed change:
· If current PI is leaving the University, please provide details such as PI’s last day of work in University, name of institutions he will be joining, etc
Note: The nominated PI must be a full-time NTU staff member and not employed under a research contract or any contract-related employment.



















Annex B
Virement of Funds Variation Request
Please attach this segment, duly completed, to your RISE Virement of Funds Variation request. For guidance on how to submit for budget virement navigate to ServiceNow -> Learn Something -> Research Services -> RISE Resources -> ‘Training Slides for Principal Investigators (Project Variation)’.

In the justification section under RISE, 
· Please provide reasons for forgoing the approved items.
· Explain need the need for additional manpower, consumables, etc., and explain why these were not included in the original budget.

A.   Summary of Variation Request 
 
	 
No 
	 
Account to transfer fund from 
	 
Account to transfer fund to 
	 
Amount to be transferred ($) 
	 
Remarks ** 
a) State how proposed changes will affect the project, including targets, deliverables, date of completion, etc. 
b) If variation involves the change in purchase of equipment or consumable items, state which original equipment/ consumable items to forgo and the items to be purchase in replacement, if any. 
c) If variation involves the change in manpower, state which budgeted position to forgo and the new position to be hired in replacement, if any.  
                  (use attachments if necessary) 
 

	 
	 
	 
	 
	 
 

	 
 
	 
	 
	 
	 

	 
 
	 
	 
	 
	 


 
[** IMPORTANT: Please complete this section, or the request will be rejected without review. If in doubt, please check with your School’s Finance Office]  
 
 
B.   Reasons for forgoing originally approved items: 
i. Explain why item is not required or how savings is derived. 
 
 
C.   Reasons for requiring additional or new items: 
ii. Explain need for additional manpower or consumables, etc and why this was not catered for in the original budget. 
 
 
iii. For equipment/facilities requested, indicate if such items are already available in your Department/University, and explain why it is not possible to use existing equipment/facilities.  In particular, where the project is due for completion in a year’s (or less) time, justify the need for the items at such a late stage of the project.  For additional manpower requested, indicate whether assistants are available in the projects or other research projects under the same Principal Investigator, and why the existing assistants cannot be used. 

Annex C
 
Change in Project Duration Variation Request

Please attach this segment, duly completed, to your RISE Project Duration Variation request. For guidance on how to submit for budget virement navigate to ServiceNow -> Learn Something -> Research Services -> RISE Resources -> ‘Training Slides for Principal Investigators (Project Variation)’.

Follow the instructions accordingly to request for project duration variation. PI must submit a progress report and obtain approval from the EdeX Grant Administrator before the extension request can be processed. 

Note: A maximum extension of 6 months is allowed. If more time is needed, please consult with the grant administrator. Submit your request for project duration variation at least 3 months before the project completion date.

In the justification section under RISE, 
· Please provide reasons for extension.
· Key milestones over the extended 6 months e.g. targeting to achieve X by (date)
Note: 	PI is to attach ALL of the following items  
(please tick) 
​​☐​   Latest Annual Progress Report Submitted (for EdeX T&L Grant only) 
​​☐​   Other supporting documents (if any). 
 
 
	A.  History of Project Extensions (if any) 
 

	From dd/mm/yyyy 
	To  
dd/mm/yyyy 
	No. of months extended 
	Reasons for Project Extension 
(Brief Description) 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 


 
 
	B.  Current Project Extension Request 
 

	From dd/mm/yyyy 
	To  
dd/mm/yyyy 
	No. of months extended 

	 
	 
	 
 


 
	Detailed Reasons and Justification for Current Project Extension. Ensure that this information is also included in the "Justification" column on RISE. *Please remove the text formatted in blue. 
 

	 
Reasons for Extension:  
Briefly explain any unexpected issues, delays, resource constraints, or additional requirements that necessitate an extension. 
 
Please specify what actions/tasks need to be completed. 
 
[Task 1]:  
[Task 2]:  
[Task 3]:  
 
Please outline how you intend to utilise the extended time effectively. Include specific tasks or activities planned to ensure project completion within the new timeline. 
 
 
 
 
Benefits of Extension: 
Please describe the anticipated benefits or outcomes of extending the project timeline. Explain how the additional time will contribute to the project's success or enhance its deliverables. 
 
 
 
 
 
 


 






Annex D

Request for Termination/Lapse of Research Project

Please attach this segment, duly completed, to your RISE Exceptional Cases request. For guidance on how to submit for budget virement navigate to ServiceNow -> Learn Something -> Research Services -> RISE Resources -> ‘Training Slides for Principal Investigators (Project Variation)’.

Note: 
· Requests for project termination/lapse should be made 3 months before termination/lapse. 
· The EdeX Grant Administrator should work with PI to explore all possible options to bring the project to proper completion (eg. change in PI) before consideration of termination/lapse of project. 

In the justification section under RISE, 
· Please provide detailed reasons and justification for termination/lapsing of research project
· 
	Requested Effective Terminated / Lapsed Date:

	Duration of Project (Months): xx months


· 
	Please provide detailed reasons and justification for termination/lapsing of research project. Include the following information
· A summary of the work completed to date, including milestones achieved.
· Any challenges or issues encountered that have led to the decision to terminate or lapse the project.
· Efforts made to resolve these issues and why they were unsuccessful.
· Recommendations or plans for any remaining project funds or resources.




	If current PI is leaving the University, the Dean of College or the Chair of School is to provide details such as PI’s last day of work in University, name of institutions he will be joining, etc.





