Ref no: EWUCRT-RP-……..	                                                                                     …April 2026 

To:
Chairperson
East West University Center for Research and Training (EWUCRT)
Dhaka, Bangladesh

From:
Executive Director
East West University Center for Research and Training (EWUCRT)
Dhaka, Bangladesh


Subject: Application for Adjustment of 1st Installment and Release of 2nd Installment of Approved 
   Research Grant

Dear Sir, 
I am the Principal Investigator of the research project titled “……………………………….”, approved under the Reference No. ……………………………………….. for a duration of 12 months. The progress report (Annex-1) of the project is enclosed herewith for your kind consideration. 

The summary of the financial statement is as below-

	SL
	Budget details
	Amount in BDT
	Reference

	1.
	Total approved budget
	
	Annex-2

	2.
	1st Installment Received Document
	
	Annex-3

	3.
	Expenses against 1st Installment
	
	Annex-4

	4.
	Remaining unadjusted amount of 1st installment 
	Sl. (2) – Sl. (3)
	Annex-5

	5.
	Remaining unadjusted amount of total budget
	Sl. (4) + 2nd Installment
	Annex-2 & 5



In this regard, I would like to request your kind approval for the adjustment of the 1st installment of the research budget and release the 2nd installment amounting BDT ………………… (………………….) to ensure smooth continuation of the project. For your kind information, the unutilized portion of the 1st installment (if any) will be carried forward to the 2nd installment and adjusted accordingly.

With kind regards


Name and Signature:
Designation:
Department:
East West University
