
Project Change Request (PCR)
	Project Name
	

	Lead Participant
	

	Project Participant Submitting PCR:
	

	Date submitted:
	



Section 1: Details of Project Change Request
Area of Change (Indicate with “X”):
	Overall Project Objective or Location
	

	Overall Project Budget (as in Schedule B) 
	

	Reallocation of Eligible Costs between Cost Categories or Work Packages ($) 
	

	Project Schedule
	

	Project Milestones
	

	Key Project Personnel
	

	Adding or Removing Participants
	

	Other 
	



Level of Change as per the Change Management Schedule in Project Agreement (Indicate with “X”):
	Significant Change
	

	Major Change
	

	Moderate Change
	

	Minor Change
	



A full description of the change being requested:
(Insert here)
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Section 2: Changes to Financial Terms (Project Budget) - if N/A, skip to Section 3
Summary of the resulting changes to the Project Budget in the affected cost categories and work packages and/or funding sources. 
In addition to completing the following tables, please append an updated copy of the budget tables Excel document to the PCR Form.
Change Type: (Check all that apply)
	Change to Funding Provider
	

	Change to Cost Category
	

	Change to Work Package
	



Change Details: (Show each change separately)
	Funding Provider **
	Cost Category
	Work Package #
	Current Approved Budget (Funding Provider, Cost Category, or Work Package)
	Change $ Amount *
	Updated Budget
	Explanation of Variances ***

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	 
	
	
	
	
	
	 

	 TOTAL
	$
	$
	$
	 

	
	
	
	
	
	
	


* Total amount (increase or (decrease)) expected over the life of the project.
** The funding provider(s) who will be funding the change. If there is more than one funding provider that will be funding the change, include percentages or dollar amounts for each funder.
***Variances include any expenditure(s) that will result in budget variances in work packages and cost categories.  For the purpose of this document, a budget variance is defined as the difference between the current approved budget for the full term of the project, and the estimated final forecast expenditures for the same period.  It is critical to ensure that all significant budget variances are addressed in a fulsome manner. Clear and concise explanations of variances will result in significantly less follow up questions and queries by OSC.


A full description of the cause or nature of the proposed change in expenditure(s):

(Insert here) 





Section 3: Attestation of Project Participant submitting PCR
On behalf of <PROJECT PARTICIPANT NAME>, I hereby declare that the above information is complete and accurate, and that any changes to Project Budget as outlined above represent Eligible Project Costs in accordance with OSC Cost Eligibility Guidelines.
On behalf of <PROJECT PARTICIPANT NAME>
Name: _____________________________________
Authorized Signature: _________________________
Date: ______________________________________

Section 4: Project Change Request OSC and Steering Committee Approval
On behalf of CANADA’S OCEAN SUPERCLUSTER[footnoteRef:2] [2:  Required for Significant Changes] 

Name: _____________________________________
Authorized Signature: _________________________
Date: ______________________________________

On behalf of <LEAD PARTICIPANT NAME>
Name: _____________________________________
Authorized Signature: _________________________
Date: ______________________________________

On behalf of <PARTICIPANT NAME>
Name: _____________________________________
Authorized Signature: _________________________
Date: ______________________________________

On behalf of <PARTICIPANT NAME>
Name: _____________________________________
Authorized Signature: _________________________
Date: ______________________________________

On behalf of <PARTICIPANT NAME>
Name: _____________________________________
Authorized Signature: _________________________
Date: ______________________________________


A COPY OF THIS COMPLETED PROJECT CHANGE REQUEST MUST BE SUBMITTED TO THE OSC PROGRAM MANAGER AND/OR THE OSC PROJECT FINANCE MANAGER
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