Sample - 1st No Cost Extension Letter

 For Federal (Non-NIH) Grants under Expanded Authority
(Must be typed on Washington University letterhead)

Date

Name of Grant Sponsor/Agency

Name and Address of the Grants Management Specialist/Administrator

Re:  No Cost Extension of Grant (fill in grant number, including current year)
Dear (fill in name of Grants Management Specialist/Administrator):
In accordance with the expanded authority given to grantee organizations, we have authorized (fill in PI’s name), a (fill in number of months, OSRS recommends twelve) month extension on the subject grant.  The new ending date is (fill in the new date).
Should you have any questions, please do not hesitate to contact (fill in Department Administrator name and contact information).

Sincerely,

Teri Medley





(fill in PI’s name and title for signature)

Director of Grants
Office of Sponsored Research Services
Procedures

1. Notification by either letter or email may be appropriate - check with OSRS for details.
2. Send email or letter draft (before PI signs) to OSRS for review.  OSRS requires at least two business days to review the letter/email draft.
3. OSRS notifies department of any suggested revisions and gives approval for the final version.
4. Department submits the signed letter, or final email, to OSRS.

5. OSRS reviews final version for consistency and provides signature on letter, or forwards email on to the sponsor.

6. OSRS will check human/animal compliance items and COI (all key personnel), before extending the end date in the fund profile.
