Dear [Recipient's Name],

I hope this message finds you well. I am writing to respectfully request an extension for the
submission deadline of [specify the assignment or project name], originally due on [original due
date].

Due to [briefly explain reason, e.g., unforeseen circumstances, health issues, workload], I find
myself in need of additional time to complete the work to the best of my ability. | am committed
to maintaining high-quality standards and want to ensure that I can submit work that reflects my
best effort.

If possible, I would greatly appreciate an extension until [proposed new due date]. I understand
the importance of deadlines and assure you that | will make every effort to comply with the new
timeline.

Thank you very much for considering my request. I look forward to your understanding and
support.

Sincerely,
[Your Name]
[Your Contact Information]



