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Division of Sponsored Programs


[Date]


[Recipient Name]
[Company Name]
[Company Address]
[City, State, ZIP]


RE: [Award #] [PI Name] [Project Title] Carryforward Request


Dear [Recipient’s Name],

We are writing to request carryforward of unobligated funds for expenditure in the current budget period of [total costs], comprised of [direct costs] direct costs and [indirect costs] indirect costs. Our intended use, if approved, is described in the attached budget.

The need for carryforward is due to [examples could include: unforeseen circumstances and challenges; delayed enrollment; change in personnel; etc.]. Authorized carryforward will ensure the continued success of the project and specific aims as approved.

Attachments included with this cover letter are:

· [Examples could include: PHS 2590 form; budget period(s) balance explanation; carryforward request justification; Federal Financial Report (FFR); checklist showing IDC calculation; cumulative inclusion enrollment reports; etc.]

Thank you for your consideration of this request. Please let us know if we may provide any additional information.

Sincerely,



[PI Name]						[AOR Name]
[PI Title]						[AOR Title]
[Institution Name]					Division of Sponsored Programs
[Email]							[Email]
[Phone]							[Phone]
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