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Firstly, click on the 'Cost Change Requests' option 
from the Home menu

Click on 'Add' from the top right corner of the page

Click on the 'Proposed Effective Date' field

Select the appropriate date from the drop-down 
calendar. Here, click on the 6th of April 2025
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Click on the 'Add items' button from below the 
Product table

Next, click on the 'Please select one or more 
products' input field

Select your required items. Here, click on the 
Ambleside Ale row

Once you have entered all required items, click the 
'Add Selected Items' button from the right of the pop-
up
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Now, click on the 'List Price' field

Enter the proposed list price

Click on the 'Proposed New RRP' field

If this item is on promotion and therefore cannot apply 
the cost change on the proposed date above, enter 
the new proposed effective date for this item
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Once all the correct information has been entered into 
this form, click 'Submit' from the bottom of the page


