
Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Title] 

[Recipient's Organization] 

[Recipient's Address] 

Dear [Recipient's Name], 

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

timeframe for the publication of [Title of Work/Project], originally scheduled for [Original 

Publication Date]. 

Due to [briefly explain reason for the request, e.g., unforeseen circumstances, additional research 

requirements, etc.], I believe that an extended timeframe would greatly enhance the quality and 

impact of the work. I am committed to maintaining the highest standards of publication and 

ensuring that the final product meets the expectations set forth. 

I would like to propose a new publication date of [Proposed New Date]. I truly appreciate your 

understanding and support in this matter. 

Thank you for considering my request. I look forward to your positive response. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization] 

[Your Contact Information] 


