SAMPLE:

TIME EXTENSION REQUEST
Juvenile Justice Specialist

Division of Justice and Community Services
1204 Kanawha Boulevard, East

Charleston, West Virginia  25301

RE:
Time Extension Request – Grant Number:  ??-JJP-???

Dear Juvenile Justice Specialist:


The City or County of _________, was not able to fill the Project Director’s position until October 1, 2009.  Because of this delay in hiring, we will not be able to utilize the entire grant funds budgeted for personnel expenses by the end of the grant cycle, June 30, 2010.  Therefore, we would like to request approval to extend our grant period to September 31, 2010.  This would enable us to cover the personnel expenses for the Project Director for an additional three months and fully expend all grant funds.

Thank you for your consideration of the request.  Please contact me if you have any questions.






Sincerely,






Authorized Official, 

Project Director, or 

Fiscal Officer 

