[DATE]
David Lance, JD
Chief of Staff and Associate Provost

Seattle University

901 12th Ave

Seattle WA 98122-1090

Dear Associate Provost Lance:

[PARTNER] is pleased to participate with Seattle University in the proposal entitled “[PROJECT NAME],” to be submitted to the [SPONSOR NAME AND CFDA or RFP #].
Should the proposal be funded, the appropriate programmatic and administrative personnel at [PARTNER] are prepared to establish a mutually agreeable consulting agreement. We are requesting the sum of $[amount] for the period of [start date] through [end date]. Enclosed is a statement of work, budget, and budget justification.
If you require additional information or assistance in finalizing the award, please do not hesitate to contact [contact name], [title], in the Office of Sponsored Projects at [phone number] or via email at [email address].

Sincerely,

[Partner Representative Name]

[Title]

Enclosures
