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[Sponsor/Contact]

Re:	Carryover Request for Grant [Grant number]
Sponsor Name: [Sponsor]
PI: Dr. [PI name]

Dear [Sponsor Contact],

We are writing to formally request your approval for carryover of an unobligated balance of [$ amount] total cost for project [($___direct cost; $____F&A costs)] for [Grant Number], entitled [“Grant Title”] from budget year [#] to budget year [#]. 

The unobligated balance exists due to [explain why there is a balance].  This carryover is essential for the successful completion of the project. Use of the unobligated balance will ensure our ability to fulfill the specific aims of the project… [Provide specifics of how will carryover be utilized, why is it necessary]. 

We ___do ___ don’t have Human Subjects protocol associated with this Project.
We ___do ___ don’t have Animal Subjects protocol associated with this Project.
[If human and/or animal subjects are involved in your project, an approved protocol must be in place for the full time period of the project. If a protocol will expire during the extended period, it must be renewed. The no cost extension request will not be approved until the applicable protocol approval(s) are in place]. 

Should you have any questions or concerns regarding this request, please contact the [Contact Office] at [email] or the PI at [email].


Sincerely,						
	

________________________________________
[Authorized Name & Contact Information]
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