
Dear [Recipient's Name], 

I hope this message finds you well. My name is [Your Name], and I am currently in the process 

of applying for [specific application name or program] with a deadline of [original deadline 

date]. Due to [brief explanation of your circumstances], I am writing to kindly request an 

extension on the application deadline. 

I truly appreciate your consideration of this request, as I want to ensure that I submit the best 

possible application. If possible, I would greatly appreciate an extension of [number of 

days/weeks you're requesting] to allow for the completion of my application materials. 

Thank you for your understanding and support. I look forward to your positive response. 

Sincerely, 

[Your Name] 

[Your Contact Information] 


