Sample Proposal Extension Request Letter
To,
Henry White
Project head
Peter and Bradley organization
12-timothy lane, bridge street, London, UK
Date: 10th June 20XX
Subject: requesting extension of proposal timeline
Respected Mr. White
I, Bill Black, a senior executive at Peter and Bradley am writing this letter to you in order to request you to kindly extend the termination date of the ABC project deadline. I am one of the handlers of the project and feel that the ongoing ABC sales project cannot be completed till the deadline date and hence make this request.
The proposed deadline of the project is on 1st July 20XX and you must know that the team is about 2 months short of achieving the project objective. Due to shortage of project team members, this project hasn’t gone as fast as it was initially expected and predicted.Of the four phases of the project, we are still in the second phase and need more time to speed things up. Moreover, due to shortage of resources, the project had to halt for a week last month.
Hope you will consider this request and extend the date by atleast 2 months.
Thanking you
Sincerely,
Bill Black

