Dear PI:

**Note** If you are in Ogden or CEBS and decide to use this format, please route request on department’s letterhead through designated Dean’s Office for acknowledgement and forwarding to the Office of Sponsored Programs.  A no-cost extension request needs to be timely to show prior planning on your part. 

Please review your sponsor’s guidelines to see what information needs to be included in the no cost extension request letter.  Some guidelines are not that explicit.  We suggest that you call the sponsor.  However, if you do so please keep in mind that you cannot bind WKU orally.  The process pointed out above and below needs to be followed. 
Please know that the OSP must officially request the no cost extension from the sponsor.
If you are a principal investigator in Ogden College of Science and Engineering, please send to ARTP.  That unit will check your request and forward it to the OSP.
If you are a PI in CEBS please forward to Steva Kaufkins.  She will check your request and forward it to the OSP.
If in other colleges/units, please forward directly to the OSP.
FOR INTERNAL USE ONLY:  EXAMPLE OF A NO COST EXTENSION (NCE) REQUEST LETTER.  YOUR REQUEST SHOULD INCLUDE THESE ELEMENTS:

I request a no-cost extension of the following grant:


Agency project number:


Principal Investigator name:


Project title:


Your index (grant) number that starts with a 5:


Award period:

I would like to extend this project until (requested end date -- day, month, year).  (Then provide a clear justification statement, summary of progress to date, estimate of funds remaining, and timetable for completion.) 
If more information is required, please contact me by telephone at (your phone number) or email at (your email address).  Thank you for your consideration of this request. 

Sincerely,

(PI Name)

Principal Investigator

(Department Name/Address/etc.)

