[Your Name]

[Your Position/Title]

[Your Company/Organization Name|
[Your Address]

[City, State, ZIP Code]

[Email Address]

[Phone Number]

[Date]

[Recipient Name]

[Recipient Position/Title]

[Recipient Company/Organization Name]
[Recipient Address]

[City, State, ZIP Code]

Subject: Formal Request for Extension of Contract Deadline for Project Delivery
Dear [Recipient Name],

I am writing to formally request an extension of the contract deadline for the delivery of the [Project Name/Description] as stipulated in our
agreement dated [Original Contract Date]. Due to unforeseen circumstances and challenges encountered during the course of the project, it has
become necessary to seek additional time to ensure successful completion while maintaining the quality and standards required by both parties.

The primary reasons necessitating this request include:
- [Briefly explain the unforeseen circunnstances/challenges, e.g., supply chain delays, staff shortages, technical issues, or external factors]
- [Any other relevant reason]

Please be assured that our team remains fully committed to delivering the project to your satisfaction and upholding the agreed-upon quality
standards. Expanding the timeline will allow us to appropriately address the challenges and mitigate any potential risks to project outcomes.

In light of the above, we respectfully propose a revised delivery deadline of [Proposed New Deadline, e.g., "'August 30, 2024"']. We believe
this adjustment will provide sufficient time to complete all pending tasks, conduct thorough quality checks, and deliver the finalized project
docurmentation.

We kindly request your favorable consideration and approval of this extension. Please let us know if you require any additional information or
would like to discuss this matter further. We greatly appreciate your understanding and support as we work together to ensure the success of the
project.

Thank you for your attention to this request. We look forward to your positive response.

Sincerely,
[Your Name]
[Your Position/Title]

[Your Company/Organization Name|



