MEMORANDUM

TO: Faculty and Academic Staff Affairs (FASA)
FROM: [Chairperson/Director Name], Chairperson/Director, Department of [Department Name]
CC:  [NatSci HR &  NatSci Dean]
DATE: [Date]
SUBJECT: Request to Amend Approved Sabbatical Leave for [Faculty Member Name]

Background
[Faculty Member Name], [Rank/Title], was approved for a sabbatical leave for the period of [original sabbatical dates]. Due to [reason], the department is requesting an amendment to the approved sabbatical leave.
Requested Amendment
The department requests approval to amend the sabbatical leave as follows:
· List amendment 

Justification
[Provide a detailed explanation of the reason for the amendment. Examples may include changes in research schedules, grant funding, travel restrictions, family or medical considerations, institutional needs, or other circumstances warranting the change.]
The department supports this request and believes the proposed amendment remains consistent with the scholarly and professional objectives of the approved sabbatical leave.
Recommendation
We respectfully request that Faculty and Academic Staff Affairs review and approve this amendment to the previously approved sabbatical leave.

Required attachments:
· Attachment A - MOU
· Updated Sabbatical Leave Information form
· Updated NatSci Addendum

Signatures
_______________________________		Date: ________________
Employee


I approve:
_______________________________		Date:________________
Chair/Director


I approve:

________________________________		Date: _______________
Dean
College of Natural Science


Approved:
________________________________		Date: _______________
FASA Signature or email attachment





