
[Your Name] 

[Your Position] 

[Your Company] 

[Date] 

[Recipient Name] 

[Recipient Position] 

[Recipient Company] 

Dear [Recipient 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]. 

As you know, our goal is to deliver the highest quality work possible. During the course of the 

project, we have encountered several unexpected challenges that have necessitated a reevaluation 

of our timeline. Our commitment to excellence drives us to ensure that every aspect of this 

project meets the standards we have set for ourselves and that you expect from us. 

To that end, I kindly request an extension of [Number of Days/Weeks] to allow us the necessary 

time to enhance the quality of our deliverables. I believe that this additional time will enable us 

to achieve the exceptional results that both our team and your organization strive for. 

Thank you very much for considering this request. I am happy to discuss this matter further and 

provide any additional information you may need. I look forward to your understanding and 

support. 

Sincerely, 

[Your Name] 

[Your Contact Information] 


