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SAMPLE LETTER FOR SPONSOR PRIOR APPROVAL
DEPARTMENT LETTERHEAD

Sponsor 

Sponsor Technical Contact

Address

Address

Sponsor Award Number: 






Project Title: 








Purdue Grant Number:  



Explanation/Justification: Include the scientific rationale and the impact of the requested account on the project budget.
Requests for No-Cost Extensions should explain why the project completion was delayed and how any budget balance will be expensed during the extension period.  

Requests for foreign travel should state how the trip will benefit the project.
Requests for the purchase of capital equipment should list each item separately with cost, source of funds if other funds are being used, and how the stated equipment will benefit the project.

Requests for rebudgets should explain why the rebudget is needed and how it will impact the project. The original budget and the new proposed budget should both be listed.

_____________________________


_______________________________

P.I. signature





Department Head signature

______________________________
 

_______________________________

Dean signature





Sponsored Program Services signature

(If signature authority not delegated)

cc:  Grants Manager

