Subject: Request for Change of Due Date for Membership
Renewal

Date: [Insert Date]
To Whom It May Concern,

I hope this message finds you well. I am writing to formally request a change in the due date for
my membership renewal.

My membership ID is [Insert Membership ID]. Currently, my renewal due date is set for [Insert
Current Due Date]. However, due to [briefly explain reason, e.g., unforeseen circumstances], |
kindly ask if it would be possible to extend the due date to [Insert Requested Due Date].

| appreciate your consideration of my request and look forward to your positive response. Thank
you for your understanding.

Best regards,

[Your Name]

[Your Address]

[Your Email]

[Your Phone Number]



