
[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Title] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Subject: Appeal for Temporary Work Extension 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally appeal for a temporary extension of 

my work period at [Company Name], which is set to conclude on [end date]. Given my 

performance and contributions during my tenure, I believe an extension would be mutually 

beneficial. 

During my time here, I have successfully [mention specific achievements or projects], which I 

believe have significantly contributed to the team's success and the company's goals. My 

experience and familiarity with ongoing projects make me a valuable asset in ensuring continuity 

and maintaining momentum. 

Furthermore, I am keen to further develop my skills while continuing to support our team. I am 

confident that with a temporary extension, I can deliver even more value and help drive [mention 

relevant goals or projects]. 

Thank you for considering my request. I am happy to discuss this matter further and provide 

additional information if needed. I look forward to your favorable response. 

Sincerely, 



[Your Name] 


