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Standard Operating Procedures - Standard Receipt/Continuation Letter Mail-out Dates

Continuation letters must be mailed by the date identified below. If there is a delay in mailing the continuation awards, it will impact the grantee’s time to prepare the continuation applications. It will also negatively impact the ability to issue timely awards.  
All continuation applications are due to Grants Operations at least 120 days prior to the start date of the award. Please follow the standard dates based on the budget start date of your award. 
	Budget Start Date
	Continuation Letter Mail Date
	Application Receipt Date

	January 1
	August 1
	September 1

	February 1
	September 1
	October 1

	March 1
	October 1
	November 1

	April 1
	November 1
	December 1

	May 1
	December 1
	January 1

	June 1
	January 1
	February 1

	July 1
	February1
	March 1

	August 1
	March 1
	April 1

	September 1
	April 1
	May 1

	December 1
	July 1
	August 1


	Budget Start Date
	Continuation Letter Mail Date
	Application Receipt Date

	January 15
	August 15
	September 15

	February 15
	September 15
	October 15

	March 15
	October 15
	November 15

	April 15
	November 15
	December 15

	May 15
	December 15
	January 15

	June 15
	January 15
	February 15

	July 15
	February 15
	March 15

	August 15
	March 15
	April 15

	September 15
	April 15
	May 15

	December 15
	May 15
	June 15


	Budget Start Date
	Continuation Letter Mail Date
	Application Receipt Date

	January 31
	August 31
	September 30

	February 28
	September 30
	October 31

	March 31
	October 31
	November 30

	April 30
	November 30
	December 31

	May 31
	December 30
	January 31

	June 30
	January 31
	February 28

	July 31
	February 28
	March 31

	August 31
	March 31
	April 30

	September 30
	April 30
	May 30

	December 31
	May 30
	June 30


Definition of Terms:

· Budget Start Date - date project funding begins, located on the Notice of Award.
· Continuation Letter Date - date that Grants Operations Staff will mail the continuation letter to the grantee.
· Application Receipt Date- date that continuation application package is due to Grants Operations (120 days prior to the budget start date of your award).

