Ref….                                                                                                                                               Date: 
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: Reformation of  Research Team
Dear Sir,
I would like to request the inclusion of Dr./Mr./ Ms (name and affiliation) as a member of the research team for the project titled "[Project Title]" funded by EWUCRT on [Date].

The inclusion of the new team member is necessary due to [mentioning brief reason, justification and role/ contribution in the project)  . The proposed member possesses the required knowledge and skills that will contribute significantly to the successful implementation and timely completion of the project.

I kindly request your approval to incorporate the above-mentioned individual into the research team. I shall be grateful for your favorable consideration of this request.

Thank you for your cooperation.

Sincerely,
Name of Principal Investigator
Department Name
East West University


Enclosed:
1. Research team details
2. Progress report of the research project 
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Research Team Details

	SL
	Previous Team Members
	Responsibilities
	Proposed Team Members
	Responsibilities
	Justification
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Progress of Activities as per the Approved Milestones and Time Frame

	Workplan
	Activities
	Year/ Month
	
Progress

	
	
	Jan
2026
	Feb 2026
	Mar
2026
	Apr
2026
	May
2026
	Jun
2026
	Jul
2026
	Aug
2026
	Sep
2026
	Oct
2026
	Nov
2026
	Dec
2026
	

	1
	Literature review
	
	
	
	
	
	
	
	
	
	
	
	
	

	2
	Questionnaire/ tools and technique development
	
	
	
	
	
	
	
	
	
	
	
	
	

	3
	Data collection
	
	
	
	
	
	
	
	
	
	
	
	
	

	4
	Data analysis
	
	
	
	
	
	
	
	
	
	
	
	
	

	5
	Draft report 
	
	
	
	
	
	
	
	
	
	
	
	
	

	6
	Draft report presentation
	
	
	
	
	
	
	
	
	
	
	
	
	

	7
	Final report submission
	
	
	
	
	
	
	
	
	
	
	
	
	

	8
	Prepare for journal publication
	
	
	
	
	
	
	
	
	
	
	
	
	



Note: Your activities may vary based on your approved research proposal. 
