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Page 2
RE: J-1 Visa for Applicant’s name




Date

Chairman’s Name
Department

Dear Dr. Last Name:

I am writing to request your approval to increase the salary for applicant’s name . 

[bookmark: _GoBack]Applicant’s name received his/her degree type from University in year.  Currently, his/her annual salary is $amount.  I am requesting an increase to an annual salary of $amount effective date.  The funds will be supported by salary source. 

Thank you for your consideration of my request.

Sincerely,

Name of PI/Mentor/Supervisor	
Title


	
	

	 Approved
 Disapproved
	Name
Chair, Department of Department	
	Date

	
	

	 Approved
 Disapproved
	John H. Byrne, Ph.D.
Director, Office of Postdoctoral Affairs
(required for postdoctoral appointments)
	Date
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