To:
«Title» «FirstName» «LastName»


«Department»
CC:
Ms. Sharronn Johnson, Mrs. A. Zhang

From:  Dr. Mildred D. Huff Ofosu

Date:
March 18, 2005

Re:
Grant # «GrantNumber»

Grant Title - «GrantTitle»Grant 

The Office of Sponsored Programs is working on a project to increase Morgan State University’s F&A Cost Rate.  Your assistance is needed to ensure that MSU receives the best rate possible. Morgan State University’s financial records indicate that expenditures were incurred by the above referenced grant.  Please take a moment to fill out an effort report for yourself and any other persons who may have also worked on the grant.  If you have previously returned an effort report for yourself for this particular grant, it is not necessary to complete an additional effort report.  However, it is still necessary to complete an effort report for each additional person who worked on the grant.  These effort reports are due no later than close of business, Tuesday, March 22, 2005 and must be signed by your supervisor.  Copies of the effort report may be made as needed.  

You may contact Ms. Johnson at ext. 4696, or Ms. Zhang at ext. 4118 if you have any questions.  Thank you in advance for your cooperation in expediting this project.

