[bookmark: _GoBack]To 
Department of Science Technology and Research
Ministry of Education
Abu Dhabi, United Arab Emirates

The purpose of this correspondence is to request a one-time, [Fill Number of Months] month, no cost extension (NCE) for our ministry-awarded project, [Insert grant reference number].

We require this extension in order to [input the purpose of the NCE].  We were unable to complete this project during the term of the grant because [input cause of delay].

We estimate that the project currently has a budget balance of AED [input balance budget amount], and will have AED [input amount] by the time of expiration of the date of award, which is fully detailed in the attached.  Additionally, a spend plan our proposed use of these funds during the period of extension is attached, along with a justification of the extension.  As you will note, during the proposed no-cost extension period, we will utilize these funds to [input how funds will be used]. There will be no change in the project's originally approved scope of work.

Sincerely,
[Principal Investigator Full Name]
[Principal Investigator SIgnature]

Attachments:
· Justification for Extension
· Projected funds remaining after expiration date (budget figures showing level of funding projected to be remaining after expiration date of award)
· Spend Plan during period of extension


This request has been reviewed and approved by the Research Office of our Project’s HEI.
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