Letter of Project Implementation Extension

Date: [Insert Date]
To,
[Recipient's Name]
[Recipient's Position]
[Recipient's Organization]
[Address]
Dear [Recipient's Name],
Subject: Request for Extension of Project Implementation for Quality Assurance
I hope this message finds you well. I am writing to formally request an extension for the
implementation phase of the [Project Name] project, originally scheduled to conclude on
[Original End Date]. Due to unforeseen circumstances, we believe that extending the project
timeline will significantly enhance the quality and effectiveness of our deliverables.
The reasons for this extension include:
e [Reason 1]
e [Reason 2]
e [Reason 3]
We propose an extension of [Number of Weeks/Months] to ensure that all project objectives are
met satisfactorily. During this period, we will continue to monitor progress closely and

implement necessary adjustments to meet our quality assurance standards.

We appreciate your understanding and support in this matter. Please let us know if you require
further information or would like to discuss this request in detail.

Thank you for your consideration.
Sincerely,

[Your Name]

[Your Position]

[Your Organization]



[Your Contact Information]



