Month Day, 20##

Scott Sandridge 
Associate Director 
Virginia Sea Grant 
Gloucester Point, VA 23062 

RE: No-Cost Extension Request for Virginia Sea Grant Award

Dear Mr. Sandridge, 

I am writing to request a no-cost extension for my [Research, Extension, Fellowship, Program Development] award, titled [“full proposal title,”] (VASG Project Number ######). The original start and end dates of the award were Month Day, 20## and Month Day, 20## [if appropriate include “, with a current end date of Month Day, 20##”]. We are requesting a [six or twelve]-month no-cost extension with a new proposed end date of Month Day, 20##.  

[Paragraph providing a brief justification for why the extension is being requested, including important dates and milestones. The request must be justified based on the original objectives and activities outlined in the approved proposal. Requests based solely on remaining or unspent funds will not be approved.]

[Paragraph confirming remaining funds to be used during no-costs extension period, including an overview of your spend plan, amount and total percentage of funds being spent outside the proposed budget line item totals, and confirmation on whether or not a budget revision is required.
· Please note, budget revisions are required if 10% or more of the total award is being spent outside the proposed line items. All budget revisions require a formal request including an updated 90-4 budget and budget justification. Virginia Sea Grant strongly recommends discussing all potential budget revisions with our staff prior to submission.
· A detailed spend plan and updated project timeline are required for second no-cost extension requests. 
· [bookmark: _GoBack]All no-cost extensions and budget revisions must be submitted to and reviewed by your university’s office of sponsored programs/research.]

If you have any questions, please do not hesitate to contact me [or co-PI(s)/advisor’s name, if applicable].  

Thank you for your consideration,

[Please use institutional letterhead]

[PI/Fellow’s  signature]

[PI/Fellow’s full name]
[PI/Fellow’s  title]
[PI/Fellow’s affiliation]
[co-PI/Advisor’s signature]

[co-PI/Fellow’s full name]
[co-PI/Fellow’s title]
[co-PI/Fellow’s affiliation]
