
MEMORANDUM

DATE:			

	TO:	

	Daniel Tylutki, CDNC Director
Ana Basurto, Outside Agency Program Coordinator
	FROM: 
	

	AGENCY: 
	
	CONTRACT NO: 
	

	PROGRAM: 
	
	REQUEST NO: 
	

	RE:
	Personnel Staff and/or Salary Changes
	
	




REQUEST THE FOLLOWING CHANGES:  
	SECTION 1:    PERSONNEL                                                                              (Salaries & Fringe Benefits)

	CHANGES
	Position Title
	% of FTE / Program Hours
	Hourly Wage
	Hourly ERE*
	Total Position Budget

	FROM:
	
	
	
	
	

	TO:
	
	
	
	
	

	FROM:
	
	
	
	
	[bookmark: _GoBack]

	TO:
	
	
	
	
	

	FROM:
	
	(no changes)
	(no changes)
	(no changes)
	$0.00

	
	SECTION 1 Subtotal:
	

	
	SECTION 1:  PERSONNEL -- Total Budget
	


REASON FOR REQUEST:
	1.  WHY a request is needed? 


	2.  WHAT was the event that lead to the request?


	3.  HOW this request will solve/address the issue?




APPROVED ____    DENIED ______ 				If increase more than 10%: 


_________________________	        _		____		___________________________	______________
Ana Basurto			         Date 			CDNC Director				Date
OA Program Coordinator					
