
Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request an extension on the deadline 

for [Project Name/Description]. Due to [brief explanation of reasons, e.g., unforeseen 

circumstances, additional research requirements], I believe that additional time would allow us to 

enhance the quality and effectiveness of the project. 

Originally, the project was due on [Original Deadline], and I would like to propose an extension 

to [Proposed New Deadline]. I am confident that this additional time will ensure that we meet all 

objectives and deliver a comprehensive outcome. 

Thank you for considering this request. I appreciate your understanding and support, and I look 

forward to your favorable response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company/Organization] 

[Your Contact Information] 


