







DATE




Mr. /Ms. X, Title
Organization Name
Address
City, State  ZIP


Dear Mr. /Ms. X:

The University of Idaho is requesting a change in scope of work for the project entitled “PROJECT NAME” funded under Sponsor’s Award Number.  We are requesting this change for the following reason(s):

Give your reasons for the requested change in scope.  Include any change in estimated expenses, project duration, and any other aspects of the project that may be impacted by the scope change. 

If you have any questions, please contact postaward@uidaho.edu or (208) 885-6651.


Sincerely,


(Please sign the letter prior to submitting to OSP Post Award; OSP will print/copy the letter onto OSP letterhead)


YOUR NAME HERE
Principal Investigator





Deborah N. Shaver
[bookmark: _GoBack]Director, Office of Sponsored Programs



