TEMPLATE LETTER – PERSONNEL ADJUSTMENT REQUEST 
(Consultant to submit on company letterhead)


(Date) 


Tawanda Stamps, Director of Procurement 
Allegheny County Sanitary Authority 
3300 Preble Avenue 
Pittsburgh, PA 15233

RE:	Personnel Adjustment Request 
	(Project Description); Capital Project No. (S-XXX) 

Dear Ms. Stamps: 

We respectfully submit a Personnel Adjustment Request for review and approval to add personnel / replace or substitute personnel / remove personnel.  

[Consultant to provide reason for the adjustment request and attach supporting documentation]

Should you require any additional information or wish to discuss, please contact me at ____________________. 

Sincerely, 



(Consultant Representative’s Name)

