
Employment Extension Justification Letter 

Date: [Insert Date] 

To: [Employee's Name] 

[Employee's Address] 

[City, State, Zip Code] 

Dear [Employee's Name], 

We appreciate your contributions to [Company/Project Name] and are writing to formally 

request an extension of your employment contract, which is currently set to expire on [Expiration 

Date]. Due to the ongoing nature of our projects, we believe that your continued involvement is 

essential for achieving our goals. 

Over the past few months, your work on [Specific Project or Task] has been invaluable. Given 

the project's scope and complexity, we foresee a need for your expertise to ensure successful 

completion. The following points outline the justification for this extension: 

• Your deep understanding of the project's requirements. 

• Positive feedback from team members and stakeholders. 

• Critical timelines that depend on your role. 

• The potential for future opportunities within the company post-project. 

We propose to extend your employment until [Proposed New End Date]. We believe this 

duration will allow us to finalize the ongoing projects effectively and set a solid foundation for 

future success. 

We look forward to your positive consideration of this extension. Should you have any questions 

or need further details, please feel free to contact me. 

Thank you for your continued dedication and hard work. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 


