[Date]
[Grant/Contract Official]
[Sponsor Name]
[Street Address]
[City, State, Zip]
Dear [Grant/Contract Official]:

This letter is a request to revise the budget of Contract/Grant # [Grant #] between [Sponsor Name] and the University of Illinois for [Project Title].

The University requests that funds be rebudgeted as follows:

	Original Budget Category and Amount
	Revised Budget Category and Amount

	[Category - $0]
	[Category - $0]


This revision is necessary to [Provide Justification].

Please contact me if additional information is required.  To indicate your approval of this request, please sign both copies in the indicated space and return one copy to Linda Gregory, Director – Sponsored Programs Administration, Post-Award – 1901 South First Street, Suite A, MC-685 – Champaign, Illinois 61820-7406.  You may retain the second copy for your records.  We recognize that it may be necessary to issue a formal modification to approve this request.
Sincerely,

[Name], Principal Investigator

[Department]
	

	Linda Gregory, Director

	Sponsored Programs Administration, Post-Award 

	University of Illinois


Approved:

	

	[Grant/Contract Official]

	[Sponsor Name]

	


cc: [Program Director] 
      University of Illinois, Sponsored Programs Administration, Post-Award
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