
Project Deadline Extension Request 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Request for Extension on [Project Name] Deadline 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request an extension on the deadline 

for the [Project Name] project, originally due on [Original Due Date]. After thorough 

consideration and review, it has become clear that additional time is required to enhance the 

quality and effectiveness of the final deliverable. 

Despite our team's dedicated efforts, we have encountered several unforeseen challenges that 

have impacted our timeline. To ensure that we meet the high standards we aspire to, I believe 

that extending the deadline by [Proposed New Due Date] would be beneficial. 

I appreciate your understanding and support regarding this matter. Please let me know if you 

would like to discuss this further or if you require any additional information. 

Thank you for considering my request. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


