DEPARTMENT LETTERHEAD

EXAMPLE LETTER FOR SPONSOR PRIOR APPROVAL


Technical Contact Person




   Date

Address

Address

Address

Sponsor Grant No. _________________

Project Title _________________________________________

Purdue Account No. ___________________

Explanation/Justification

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 periods.  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.  (Attach additional sheet if necessary)

_________________________
_____________________________

P.I. signature



Department Head signature
_________________________
______________________________

Dean signature


Sponsored Program Services signature
(If signature Authority

  not Delegated)

cc: Grants Manager

