<date>
<contact name – grants specialist>

<sponsor name>

<sponsor address>

RE:  <sponsor award number, CMU Reference number>

Dear Mr./Ms. <name>:

I am writing to request approval to charge <type of charge> to <award name>. Although these charges were not in the original award budget, it has become necessary to incur these costs in support of the research project. <include statement as to why these costs are now needed.>   Since this particular cost is typically an administrative cost per OMB Circular A-21 and as such should be included in the University’s F&A rate, your approval is necessary to deem these costs as necessary project expenses which may be considered direct costs of the project. No additional funds are needed; rather, if approved, funds will be reallocated to cover this cost.  

Please do not hesitate to contact me with any questions. Thank you for your assistance.

Sincerely,

CMU PI
cc:
Elizabeth Callaway, Director, Sponsored Projects Accounting/Receivables, CMU

CMU Department Business Manager


CMU Associate Dean
