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Extension Request Submission Template
[bookmark: _Hlk195021133]To: Department of Energy Single Audit mailbox at singleauditmailbox@hq.doe.gov.  
From: [Organization Name]
Date: [MM/DD/YYYY]
Subject: Request for Extension of Single Audit Submission

1. Auditee Information
· Organization Name: ______________________________________________
· Organization Address: ____________________________________________
· EIN or UEI Number: _____________________________________________
· Organization Type (nonprofit/for-profit): _____________________________
· Award Number of Largest DOE Award: ______________________________
· DOE Direct Funding for Audit Period: _______________________________
· Total Direct Federal Funding for Audit Period: ________________________
· Fiscal Year End Date: ____________________________________________
· Primary Contact Name: ___________________________________________
· Title: __________________________________________________________
· Email: _________________________________________________________
· Phone Number: __________________________________________________

2. Extension Request Details
· Requested Revised Submission Date: _________________________________
· Has the organization requested a Single Audit extension within the past three years?
☐ Yes  ☐ No
· If Yes, provide:
· Audit period(s): ____________________________________________
· Date(s) of request(s): ________________________________________
· Outcome(s) (Approved/Denied): _______________________________
· Reason(s) for request: ________________________________________



3. Explanation for Delay
[Insert narrative explanation of delay—e.g., audit firm capacity issues, staffing shortages, late engagement, system outages, etc.]

4. Anticipated Duration of Delay
[Describe how long the delay is expected to last and any key milestones (e.g., audit start/end dates).]

5. Auditor Engagement
· Audit Firm Name: ________________________________________________
· Date Auditor Was Engaged: ________________________________________
· Reason for Any Delays in Engagement:
[Provide details if applicable]

6. Status of Audit Work
[Summarize how much of the audit is completed, if known (e.g., “Fieldwork is 60% complete; SEFA review pending.”)]

7. Mitigation Plan
[Briefly outline what is being done to address the cause of the delay and to avoid future occurrences.]

8. Communication with Awarding Agencies and Pass-Through Entities
· List other agencies your organization receives federal awards from and/or has any pass-through other entities.
· Describe all known impacts on your audit timeline resulting from delays in financial information, audit reports, or other information needed from awarding agencies or pass-through entities.

9. Supporting Documentation
Please attach supporting documentation, as applicable, including:

•	Relevant communications with your audit firm;
•	IT/vendor documentation related to system issues or outages;
•	Staffing or resource reports (if cited);
•	System outage logs or incident reports (if applicable);
•	Copy of the draft Schedule of Expenditures of Federal Awards (SEFA), if available; and
•	Any other documentation supporting the circumstances described in this request.

10. Prior Corrective Actions (Optional)
Are any repeat findings, material weaknesses, or significant deficiencies associated with the circumstances described in this request?
☐ Yes  ☐ No
If yes, please explain:

11. Certification by Authorized Official
I hereby certify that the information provided in this request is accurate to the best of my knowledge and that our organization is committed to submitting the Single Audit as soon as reasonably possible.
Authorized Official Name: ______________________________________________
Title: _______________________________________________________________
Signature: ______________________________________ Date: ________________
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