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Official Memorandum
Organization.  Research, Innovation and Partnerships Office

Tel.  0 2470 xxxx  

Our ref: MHESI 7601



       

Date. date / Month /year
Subject: Request for Approval of the annual health check-up Budget for [Researcher's Full Name]

Dear Director of the Research, Innovation and Partnerships Office
Via: Dean/Director of [Department/Office Name]
As King Mongkut’s University of Technology Thonburi (KMUTT), through the Research, Innovation and Partnerships Office (RIPO), has provided a one-year postdoctoral research grant to mentor [Mentor's Name] of [Department] and postdoctoral researcher [Researcher's Name], with a contract period from [Start Date] to [End Date],

[Researcher’s Name] would like to request approval for the annual health check-up budget for Fiscal Year 25XX. The grant contract stipulates, “The grantor shall support and be responsible for expenses that facilitate the grantee, such as the annual health check-up, etc.”
In this regard, the grantee requests reimbursement in the amount of [xxx] Baht (in words: [Amount in Words]). A copy of the Postdoctoral Fellowship grant contract and the receipt are attached herewith for your consideration.

This request is respectfully submitted for your kind consideration and approval.

Sincerely,

[Signature] [Researcher's Full Name]
[Signature] [Mentor's Full Name]
[Signature] [Dean/Director's Full Name]
