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DATE
Sponsor Program Officer Name

Address

Phone

Email
Dear XXXXX:
I am writing a letter to request a no-cost extension for project (SPONSOR AWARD NUMBER) titled, “PROJECT TITLE” with a current end date of, XX/XX/XXX.
Extension Request Period:     XXXXXXX
Detailed explanation of why project was not completed during the first extension:

XXXXXXX
Detailed budget, justification, and plans for use of unobligated funds:

XXXXXXX
Please do not hesitate to contact me at *** if you need any further assistance or clarification regarding the enclosed submission.

Thank you very much for your consideration.

Sincerely,

(Signature)
‒‒‒‒‒‒‒‒‒‒‒‒‒‒‒‒‒‒‒‒‒‒‒‒‒‒‒‒


‒‒‒‒‒‒‒‒‒‒‒‒‒‒‒‒‒‒‒‒‒‒‒‒‒‒‒‒
PI Name: XXXX




Authorized Official Name

Title: XXXX





Title

