


Department of Energy
Single/Compliance Audit Extension Process
Based on the Key Management Single Audit Liaison (KMSAL) Workgroup Standard Operating Procedure from June 2026, which establishes a government-wide framework for requesting Single Audit submission extensions; and reviewing, evaluating, and approving such requests, to promote consistency, transparency, and accountability across Federal agencies while ensuring compliance with applicable statutes and regulations.
Single Audit Extension Process
· Recipient completes “Extension Request Submission Template” which is located on the on the DOE Financial Assistance webpage under the Audit Forms and Info Page in the Recommended Templates section (Financial Assistance Audit Forms and Information | Department of Energy)
· Recipient submits completed “Extension Request Submission Template” to the single audit mailbox (singleauditmailbox@hq.doe.gov)
· MA-612 will evaluate the Extension Request for adequacy and completeness by completing Sections 1 through 3 of the “Extension Request Review Checklist”
· MA-612 will evaluate the Extension Request to confirm DOE is the cognizant/oversight agency for audit and identify the cognizant DOE Program Office
· MA-612 will return the Extension Request to the recipient for correction if 
· DOE is not the cognizant/oversight agency for audit, or
· The Extension Request is not adequate/complete – recipient can revise and resubmit the “Extension Request Submission Template”
· After receiving an adequate Extension Request, MA-612 will forward the Extension Request to the cognizant Program Office
· The Program Office will evaluate the recipient’s Extension Request using the “Extension Request Review Checklist” and Key Management Single Audit Liaison (KMSAL) Workgroup Standard Operating Procedure
· Once the evaluation of the recipient’s Extension Request is complete, the Program Office will issue a Decision Letter to approve/deny the Extension Request to the recipient, with a copy sent to the single audit mailbox (see “Single Audit Extension Decision Letter Template”)

Attachments:
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[bookmark: _Hlk65653482][bookmark: _Toc282586326]This Standard Operating Procedure (SOP) establishes a government-wide framework for:

· Requesting Single Audit submission extensions; and

· Reviewing, evaluating, and approving such requests.

This SOP promotes consistency, transparency, and accountability across Federal agencies while ensuring compliance with applicable statutes and regulations.

[bookmark: _Toc231378010]Background

[bookmark: _Toc402939598][bookmark: _Toc477330771][bookmark: _Toc492900147][bookmark: _Toc526159940]Under the Single Audit Act and Uniform Guidance (2 CFR §200.512(a)), the cognizant agency (COG) for audit—or the oversight agency for audit when no cognizant agency is assigned—may authorize extensions when the standard nine-month submission timeframe would impose an undue burden on the auditee.

For the purposes of this guidance, an “undue burden” may include one or more of the following examples:

· Federally declared major disasters or emergencies; and

· Significant events affecting many recipients (e.g., events impacting a specific geographic area or industry).

These examples are illustrative and not exhaustive. 

This SOP establishes a general standard that Single Audit extensions should be limited to significant events affecting many recipients, as described in Sections 5.0 and 6.0.  In limited circumstances, unique and infrequent events affecting an individual auditee may be considered through the exception process described in Section 7.0. Single Audit extensions present inherent risk to Federal oversight, as delays may affect the timely availability and usefulness of audit information for Federal stakeholders. Given the cross-cutting impact of these decisions, a consistent and disciplined approach to evaluating extension requests is essential.

The Key Management Single Audit Liaison (KMSAL) Workgroup supports interagency coordination and promotes consistent application of Single Audit requirements, including extension determinations with potential government-wide impact.

[bookmark: _Toc231378011]Scope 

This SOP applies to auditees, auditors, and Federal agencies involved in requesting, reviewing, and approving Single Audit extension requests.




[bookmark: _Toc402939599][bookmark: _Toc32325920][bookmark: _Toc231378012]Authority



This SOP is issued in accordance with the following authorities and directives: 



A. Single Audit Act

B. Title 2 Code of Federal Regulations (CFR), Part 200



· Subpart A, §200.1 “Definitions;”

· Subpart F, “Audit Requirements.”

· § 200.512, “Report submission;”

C. Office of Management and Budget Memorandum M-24-11

[bookmark: _Toc225772935][bookmark: _Toc231378013]Standard for Extension Consideration 

Extensions should be limited to significant, non-routine circumstances outside the control of the auditee that materially affect the ability to complete the audit within the required timeframe.

Examples include:

· Federally declared major disasters or emergencies; and 

· Significant events affecting a defined population of recipients.

Extensions must not be used to address routine delays or lack of planning.

[bookmark: _Toc191987758][bookmark: _Toc231378014]Coordinated Government-Wide Approach

For events affecting many recipients, a coordinated government-wide approach may be implemented.

In such cases:

· The KMSAL Workgroup, in coordination with the Council on Federal Financial Assistance (COFFA), may facilitate the development of a standardized approach to Single Audit extensions;

· Agencies will apply consistent parameters for defined populations of affected auditees; and

· Eligible recipients and subrecipients are not required to obtain individual extension approvals from the COG or oversight agency for audit when covered by a government-wide extension determination.

Government-wide determinations will be communicated through appropriate mechanisms, which may include COFFA memoranda, agency communications, the Federal Audit Clearinghouse (FAC) website, or other coordinated guidance, as appropriate.

Agencies may use the procedures outlined in Appendix A, Confirming and Verifying Recipient Eligibility for Government-Wide Single Audit Extensions, to determine and document recipient eligibility for extensions associated with federally declared disasters or emergencies.



[bookmark: _Toc231378015]Exceptions to the Standard for Extension Consideration

This guidance establishes the standard that Single Audit extensions are generally limited to the significant events described in Section 5.0.

In limited circumstances, an exception to this standard may be considered on a case-by-case basis when unique and infrequent circumstances, outside the auditee's control, create an undue burden that materially affects the auditee's ability to complete and submit the Single Audit within the required timeframe.

Exception requests should not be viewed as a routine alternative to the standard established in Section 5.0.

Requests submitted after the reporting deadline generally will not be considered.

Agencies must apply a risk-based review, considering:

· Nature and severity of the circumstances;

·  Whether the condition is outside the auditee's control;

·  Impact on Federal oversight and program integrity;

·  Auditee's efforts to meet the deadline;

·  Reasonableness of the requested extension period; and

·  Prior audit and compliance history.

All exception requests must be coordinated through the COG’s or oversight agency's designated point of contact for Single Audit extension requests.

[bookmark: _Toc231378016]Required Documentation (Auditee Requirements)

Exception requests should generally be submitted at least 60 calendar days prior to the Single Audit submission deadline to allow adequate time for review and for a decision to be rendered.

Requests submitted fewer than 60 calendar days before the submission deadline may be considered when the circumstances supporting the request arise during the 60-day period and are outside the auditee's control, such as a federally declared major disaster or emergency. Requests submitted after the reporting deadline generally will not be considered.

Exception requests should be submitted to the COG or oversight agency for audit, or other agency-designated point of contact responsible for Single Audit extension requests.

At a minimum, requests must include:

· A description of the circumstances supporting the request;

· An explanation of why the circumstances create an undue burden;

·  The proposed revised submission date; and

·  Contact information for the requesting organization.

Depending on the nature, risk, and complexity of the request, agencies may request additional information, such as:

· Audit status;

· Timeline or key milestones;

·  Supporting documentation, if available; or

·  Other information necessary to evaluate the request.

Agencies should leverage existing information where possible and avoid requesting duplicative documentation.

[bookmark: _Toc231378017]Agency Responsibilities for Extension Determinations



The auditee must submit extension requests to the COG or, when no cognizant agency is assigned, the oversight agency for audit, in accordance with agency procedures.



Federal agencies may only approve Single Audit extensions for recipients that receive a direct Federal award from that agency. Requests involving entities that receive Federal funding solely through a pass-through entity should be referred to the applicable pass-through entity for consideration, as appropriate.



Within the COG or oversight agency, a designated point of contact, office, or official is responsible for receiving, reviewing, and coordinating Single Audit extension requests. Depending on the agency's organizational structure, this function may be performed by the KMSAL, a Single Audit office, Office of Grants Management, CFO office, or another designated office or official.



The designated point of contact, office, or official, acting on behalf of the COG or oversight agency for audit, is responsible for making the final determination regarding the extension request and duration, consistent with agency procedures.



The designated point of contact, office, or official will:



· Coordinate with affected Federal agencies, as appropriate;

· Communicate approved extensions to affected Federal agencies to support consistent oversight and administration of Federal awards;

· Notify OMB of approved extensions in accordance with applicable guidance; and

· Maintain documentation of approved extensions in accordance with agency procedures.




[bookmark: _Toc231378018]Definitions



The following definitions, derived from 2 CFR Part 200, apply to this SOP



a. Auditee: means any non-Federal entity that must be audited under this part. (See 2 CFR §200.501) 



b. Auditor: means an auditor who is a public accountant or a Federal, State, local government, or Indian Tribe audit organization that meets the general standards specified for external auditors in generally accepted government auditing standards (GAGAS). The term auditor does not include internal auditors of nonprofit organizations. 



c. Federal agency: means an “agency” as defined at 5 U.S.C. 551(1) and further clarified by 5 U.S.C. 552(f). The term generally refers to the agency that provides a Federal award directly to a recipient unless the context indicates otherwise. See also definitions of Federal award and recipient in the UG.



d. Pass-through entity: means a recipient or subrecipient that provides a subaward to a subrecipient (including lower tier subrecipients) to carry out part of a Federal program.  The authority of the pass-through entity under this part flows through the subaward.



e. Recipient: means an entity that receives a Federal award directly from a Federal agency to carry out an activity under a Federal program. The term recipient does not include subrecipients or individuals that are participants or beneficiaries of the award.

[bookmark: _Toc402939616][bookmark: _Toc477330790][bookmark: _Toc492900165][bookmark: _Toc526159960][bookmark: _Toc477330792][bookmark: _Toc526159910]

[bookmark: _Toc231378019] Questions



For questions regarding this SOP, please contact the KMSAL Workgroup or the appropriate COG or oversight agency for audit.



[bookmark: _Toc231378020]Appendices

Appendix A provides recommended procedures for confirming and verifying recipient eligibility for government-wide Single Audit extensions associated with federally declared disasters or emergencies.

Appendices B and C provide optional tools and templates to support the review, evaluation, and documentation of individual Single Audit extension requests submitted under Section 7.0, Exceptions to the Standard for Extension Consideration.

Use of these tools and templates is not required and should be applied in accordance with agency policies and the Paperwork Reduction Act, as applicable.




Appendix A- Government-wide extension eligibility verification



This appendix provides a recommended process for confirming recipient eligibility for government-wide Single Audit extensions associated with federally declared disasters or emergencies.



Step 1 – Confirm Applicability of the Extension



Verify that a government-wide extension memorandum or guidance has been issued and that the recipient's Single Audit reporting package due date falls within the period covered by the extension.



Step 2 – Verify Recipient Location



Obtain the recipient's address, county/parish/municipality, and other relevant location information necessary to determine whether the recipient is located within the area covered by the disaster declaration.



Step 3 – Verify Disaster Eligibility



Use official Federal resources, such as the Federal Emergency Management Agency (FEMA) disaster declarations or DisasterAssistance.gov, to confirm that the recipient is located within an area covered by the applicable disaster declaration.



Step 4 – Document Verification Results



Document:



· Disaster declaration number;

· Disaster name;

· Impacted jurisdiction;

· Date verified;

· Source used for verification; and

· Determination regarding eligibility.



Step 5 – Retain Supporting Documentation



Maintain supporting documentation in accordance with agency procedures. Examples may include screenshots, FEMA declaration records, recipient correspondence, or internal review documentation.



Step 6 – Apply the Extension



If eligibility is confirmed, apply the extension consistent with the applicable government-wide memorandum, agency procedures, and any associated reporting requirements.




Appendix B- Agency Review Checklist





 Agency Review Checklist – Case-by-Case Single Audit Extension

Section 1: Basic Information

Auditee Name: __________________________________________

Audit Period: __________________________________________

Original Submission Deadline: __________________________________________

Requested Extension Date: __________________________________________

Date Request Received: __________________________________________

Section 2: Auditee Risk & Performance History (Review prior 3 years)

Low-Risk Auditee (2 CFR 200.520): ☐ Yes ☐ No __________________________________________

Timely prior audit submissions: ☐ Yes ☐ No __________________________________________

No material weaknesses or significant deficiencies: ☐ Yes ☐ No __________________________________________

No repeat findings: ☐ Yes ☐ No __________________________________________

No modified/qualified/adverse opinions on major programs: ☐ Yes ☐ No __________________________________________

Corrective action plans implemented: ☐ Yes ☐ No __________________________________________

Section 3: Financial and Programmatic Scope

Significant Federal funding involved: ☐ Yes ☐ No __________________________________________

Multiple major programs and/or agencies: ☐ Yes ☐ No __________________________________________

Interagency coordination required: ☐ Yes ☐ No __________________________________________

Section 4: Request Timing & Completeness

Request submitted before deadline: ☐ Yes ☐ No __________________________________________

Justification provided: ☐ Yes ☐ No __________________________________________

Supporting documentation included: ☐ Yes ☐ No __________________________________________

Proposed timeline reasonable: ☐ Yes ☐ No __________________________________________

Section 5: Verification Activities

· Prior Single Audit reports reviewed ☐ Yes ☐ No 

· FAC submission history verified ☐ Yes ☐ No 

· Supporting documentation validated ☐ Yes ☐ No 

· Government-wide extension eligibility verified (if applicable) ☐ Yes ☐ No

Section 6: Overall Assessment

Risk Level: ☐ Low ☐ Moderate ☐ High __________________________________________

Summary Justification: __________________________________________

Section 7: Decision

Extension Decision: ☐ Approved ☐ Denied ☐ Escalated __________________________________________

Approved Extension Date: __________________________________________

Decision Rationale: __________________________________________

Section 8: Review and Approval

Reviewer Name/Title: __________________________________________

Signature: __________________________________________

Date: __________________________________________

Secondary Review (if required): __________________________________________

Signature: __________________________________________

Date: __________________________________________








































Appendix C- Individual extension request template (Optional Sample Template) 

Extension Request Submission Template

(Required agency PRA approval)

To: [Enter oversight agency contact or email]
From: [Organization Name]
Date: [MM/DD/YYYY]
Subject: Request for Extension of Single Audit Submission



1. Auditee Information

· Organization Name: ____________________________

· EIN or UEI Number: ___________________________

· 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

· Indicate if your organization receives federal awards from other agencies and/or has any pass-through entities.

· If yes, please describe any 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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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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Department of Energy Extension Request Review Checklist 

Case-by-Case Single Audit Extension

Section 1: Basic Information

Auditee Name: ___________________________________________

Audit Period: ____________________________________________

Original Submission Deadline: ______________________________

Requested Extension Date: _________________________________

Date Request Received: ___________________________________

Section 2: Auditee Risk & Performance History (Review prior 3 years)

Low-Risk Auditee (2 CFR 200.520): ☐ Yes ☐ No ___________________________________________________________

Timely prior audit submissions: ☐ Yes ☐ No ___________________________________________________________

No material weaknesses or significant deficiencies: ☐ Yes ☐ No ___________________________________________________________

No repeat findings: ☐ Yes ☐ No ___________________________________________________________

No modified/qualified/adverse opinions on major programs: ☐ Yes ☐ No ___________________________________________________________

Corrective action plans implemented: ☐ Yes ☐ No ___________________________________________________________

Section 3: Financial and Programmatic Scope

Significant Federal funding involved: ☐ Yes ☐ No ___________________________________________________________

Multiple major programs and/or agencies: ☐ Yes ☐ No ___________________________________________________________

Interagency coordination required: ☐ Yes ☐ No ___________________________________________________________

Section 4: Request Timing & Completeness

Request submitted before deadline: ☐ Yes ☐ No ___________________________________________________________

Justification provided: ☐ Yes ☐ No ___________________________________________________________

Supporting documentation included: ☐ Yes ☐ No ___________________________________________________________

Proposed timeline reasonable: ☐ Yes ☐ No ___________________________________________________________

Section 5: Verification Activities

· Prior Single Audit reports reviewed ☐ Yes ☐ No 

· FAC submission history verified ☐ Yes ☐ No 

· Supporting documentation validated ☐ Yes ☐ No 

· Government-wide extension eligibility verified (if applicable) ☐ Yes ☐ No

Section 6: Overall Assessment

Risk Level: ☐ Low ☐ Moderate ☐ High 

Summary Justification: __________________________________________

Section 7: Decision

Extension Decision: ☐ Approved ☐ Denied ☐ Escalated 

Approved Extension Date: _______________________________________

Decision Rationale: _____________________________________________

Section 8: Review and Approval

Reviewer Name/Title: __________________________________________

Signature: ____________________________________________________

Date: ________________________________________________________

Secondary Review (if required): __________________________________

Signature: ____________________________________________________

Date: ________________________________________________________
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Department of Energy

XXXXXXXX Office 

XXXXXXXX











[NAME OF RECIPIENT]								[DATE]

[POINT OF CONTACT]

[ADDRESS OF RECIPIENT]







Dear Mr. /Ms. [NAME OF POC FOR RECIPIENT]:



The U.S. Department of Energy (DOE) has completed its review of your organization’s Single/Compliance Audit Report Extension Request for Fiscal Year (FY) XXXX, as submitted on XXXX.  This memorandum communicates the decision by DOE, as the cognizant agency for audit or oversight agency for audit (in the absence of a cognizance agency for audit), to authorize extensions for submitting Single/Compliance Audit Reports for recipients and subrecipients when the nine-month timeframe would place an undue burden on the auditee.



[USE THIS PARAGRAPH IF GRANTING EXTENSION]

The additional guidance regarding assessment of undue burden provided to Federal agencies in the COFFA memorandums, dated January 15, 2025 and August 15, 2024, was applied to determine authorization for the extension.  For the purposes of this memorandum, DOE finds that the normal nine-month timeframe for submitting the Single/Compliance Audit reporting package would impose an undue burden.  Accordingly, the original due date for submitting your Single/Compliance Audit reporting package of XXXX has been extended to XXXX.



[USE THIS PARAGRAPH IF NOT GRANTING EXTENSION]

If not granting an extension the GO/CO should consider adding supporting information for the decision.

The additional guidance regarding assessment of undue burden provided to Federal agencies in the COFFA memorandums, dated January 15, 2025 and August 15, 2024, was applied to determine authorization for the extension.  For the purposes of this memorandum, DOE finds that the normal nine-month timeframe for submitting the Single/Compliance Audit reporting package would NOT impose an undue burden.  Accordingly, the original due date for submitting your Single/Compliance Audit reporting package of XXXX remains.



Recipients and subrecipients should maintain documentation of the reason for the delayed filing. Recipients and subrecipients eligible for extension may still qualify under the criteria at 2 CFR 200.520(a) as low-risk auditees if they submit their reporting package within the extended period.



If you have any concerns or questions, please contact me at [PHONE NUMBER] or [E-MAIL].  



					Sincerely,







					

					Grants Officer/Contracting Officer





Attachment: [PERTINENT DOCUMENTATION]



CC: singleauditmailbox@hq.doe.gov
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