Department Chair/School Head Letter of Endorsement Template 
Instructions: Fill in the appropriate sections of the letter such as date, PI Name, and department/school. Transfer onto Letter Head. Add signature. 

[Date]
Dear Sponsor Research Services,

I am writing to formally endorse [PI’s Name] from [Department/School] to attend the upcoming Grant Writers Boot Camp at RIT on January 8th and 9th, 2026.
Should [PI’s Name] be selected for the Seed Funding Award, our department is fully committed to supporting the proposed activities and will provide all necessary resources to ensure their successful implementation. We understand that the primary goal of the Seed Funding Award is to enable recipients to submit a proposal for external funding within the award year. Should this objective not be met, our department/school acknowledges responsibility for any funds expended.
Additionally, we understand that if [PI’s Name] does not attend the Boot Camp, our department/school will be responsible for a $200 non-attendance fee. We also recognize that this fee may be waived under reasonable circumstances, such as medical emergencies or other unforeseen events beyond the participant’s control.
Please feel free to contact me if you require any further information or clarification.

Sincerely,

[Your Name]
[Your Title]
[Department/School]
Rochester Institute of Technology
[Contact Information]

