


[Provide on agency letterhead]


[Date]

Grossmont Healthcare District Board of Directors
Attn: Community Grants & Sponsorships Committee 
9001 Wakarusa Street
La Mesa, CA 91942 

RE: Request for Reallocation of Remaining Grant Award Funds 

Dear Grossmont Healthcare District Board of Directors, 

On behalf of the people we support, the staff and Board of Directors of [agency] thank you for providing us with the [dollar amount] grant award for [name/purpose of project or purchase]. With these funds we [brief statement of project objectives obtained, or purchase completed]. The purpose of this letter is to request your permission to utilize the remaining funds of our grant award on [brief summary].

[Brief paragraph explaining circumstances, including the following information:

· Why requested funds were not used in full
· Exact amount that has been spent to date
· Remaining balance
· Description of proposed use of remaining funds
· Explanation of how the proposed use will benefit GHD residents]

[Any closing or summary comments.]

Signature
Name & title of signer



