
Informal Extension Request

Subject: Request for Extension

Hi [Recipient Name],

I hope you're doing well. I wanted to ask if it would be possible to get an extension on

[Task/Assignment Name] that is due on [Original Date]. Iâ€™ve encountered some unexpected

delays and would really appreciate a bit more time to complete it properly.

Thanks so much for considering my request.

Best,

[Your Name]

Get more templates here: https://www.lettersandtemplates.com/letters/request-for-extension-letter


