
Subject: Revision of Project Deadline 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to discuss the upcoming deadline for the 

[Project Name]. After reviewing our current progress and facing some unforeseen challenges, I 

would like to propose a revision to the project deadline. 

Initially, we aimed to complete the project by [Original Deadline]. However, to ensure we meet 

our quality standards and deliver the best possible results, I suggest we extend the deadline to 

[Proposed New Deadline]. This additional time will allow us to refine our work and incorporate 

any necessary feedback. 

Please let me know your thoughts on this proposed timeline. I appreciate your understanding and 

support as we strive for excellence in our project. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


