Request for Project Deadline Extension

Dear [Recipient's Name],

I hope this message finds you well. I am writing to inquire about the possibility of extending the
deadline for the [Project Name] project, originally due on [Original Due Date].

Due to [brief explanation of the circumstances leading to the request], I believe that an extension
would allow me to deliver a higher quality of work. | am committed to meeting the project
objectives and ensuring that all requirements are thoroughly addressed.

If possible, I would greatly appreciate an extension of [number of days/weeks] days, which
would allow me to complete the project to the best of my abilities. | understand the importance
of deadlines and would only ask for this extension if it truly benefits the project's outcome.
Thank you for considering my request. | look forward to your understanding and support.
Sincerely,

[Your Name]

[Your Position]
[Your Contact Information]



