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Date
To: 
USAID Contracts/Agreements Officer
Ref:
Contract/CA Number: XXXXX
The current end date for the above-referenced [Contract/Cooperative Agreement Name/Number] is [Current End of Project Date]. In accordance with the terms of the referenced [Contract/Cooperative Agreement Name], all project expenditures must be incurred by this end date. 

The purpose of this letter is to request approval for a 90-day close-out extension. While all program activities shall be completed by [Current End of Project Date], we request an additional period to incur administrative and financial close-out expenditures. Please note that only those expenditures associated with administrative and financial close-out will be incurred during this period. The extension period requested is [Current End of Project Date] to [End of Project Date + 90 Days].

No additional funds are being requested from USAID for this period. All expenditures related to this extension will be within the [Contract/Cooperative Agreement Name] current obligated amount. 

We appreciate your consideration of this request and look forward to your response.

Sincerely,

Name

Title
Note: This is a sample to be adapted for your use. This sample is made possible by the generous support of the American people through the United States Agency for International Development (USAID). Its contents are the responsibility of FHI 360 and do not necessarily reflect the views of USAID or the U.S. Government.

