
Sample Request

(Date)
Helena Hansen, M.D.

Interim Director, Semel Institute for Neuroscience & Human Behavior 

Professor & Interim Chair, Department of Psychiatry & Biobehavioral Sciences
Re:
Revision of base salary sources

Dear Dr. Hansen,

I would like to revise the sources for my base salary support.  The following sources are budgeted to support this expense.

Please reduce my 19900 funding source by the following amount, ($$$$$)* and charge the funding sources below:

( grant source)       (Start Date-End Date)     (Salary Amount)

NIH Salary Cap: _______
Thank you for your attention to my request.

Sincerely,

(PI Name)

(Title)

*Please note that the amount of salary savings actually processed may differ from the amount requested due to several components and factors comprising faculty salary. Your administrator will be notified if there should be any difference.  
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