(Logo/letterhead will be here.)
S   A   M   P   L   E
No Cost Extension – Formal Letter
Ms. Lisa Lewis  (This is the GMO=Grants Management Officer, copy to the Program Officer)
<Insert person’s email address>
U.S. Department of Homeland Security

FEMA Search and Rescue

500 C Street, SW - Room 326

Washington, DC  20472

April 10, 2025
Re. Extension for Grant # EM W-XXX-CA-XXXX; Title of Grant, UNM Grant/Fund 3RXXX
Dear Ms. Lewis,

This is a request for an extension of the NM-TF-1’s Weapons of Mass Destruction Grant # EM W-2000-XXXXX (UNM Grant/Fund 3RXXX) from 4/8/15 to 6/30/17.  (Make sure to put new end date.)
This request stems from several reasons (be specific, do not say you did not have time to spend all the money):  
· Late awarding of this grant due to FEMA/University of New Mexico (UNM) interface; being that UNM is the fiscal manager for the NM-TF but not the sponsoring agency, there were many questions regarding the proposed budget, indirect costs, etc., which thus delayed the availability of funds from 12/16/11 (original beginning date on Form 20-20) to the actual award date of 4/8/15;

· UNM is virtually closed down for two weeks due to the Winter/New Year Holidays, and no expensing of funds can occur during this time period;

· While NM-TF-1 is actively expending WMD funds, an extension would assist in maximizing the effectiveness of programmatic requirements;
· The request for an extension until 6/30/17 also coincides with the end of the fiscal year for UNM, making closeout for UNM requirements very timely.

We appreciate your consideration of this request.  Should you have any programmatic questions, please contact the Principal Investigator ___________ at 505-272-XXXX.  If you have any administrative/financial questions, please contact the Stacy Catanach, Associate Director, Sponsored Projects Office, UNM Health Sciences Financial Services, at 505-272-9383.    Please email your approval to HSC-PreAward@salud.unm.edu , or mail to UNMHSC, Financial Service/PreAward, MSC09 5220, 1 University of New Mexico, Albuquerque NM 87131.
Sincerely,

______________________

Principal Investigator, XXX-Your name 
______________________

Stacy Catanach
Associate Director, Sponsored Projects
UNM HSC Financial Services
MSC09 5220, 1 University of New Mexico

Albuquerque, NM 87131  
cc:  To the Program Manager, write name and address<Insert person’s email address>
Attachment:  Proposed Budget of Remaining Funds; Brief Progress Report
