APPROVAL LETTER

[Today’s Date]

[Company Name]
[1234 Street Address]
[City, State, Zip]
[Phone Number]
[Email Address]

Hi [Name],

I’m writing to request approval to extend the deadline on Project ____________________ due to a delay in our forecasted timeline. As you’re aware, our team has been working on ______________________________ [project] for the last _____________________ [no. of days/months/etc.]. Our team has been hard at work and completely invested in creating an excellent _______________________________ for ________________________. We are currently in ___________________ phase of the project, and we’re excited to approach the next deliverable. However, we’ve encountered unexpected delays in our deliverables due to the following circumstances:
________________________________________________________________________________________________________________________________________________________________________

An adjustment of the deadline will result in the following positive outcomes:
________________________________________________________________________________________________________________________________________________________________________

We are fully invested in staying on track for the remainder of this project. It has been our pleasure to create this ______________________________ for _______________________.

If you need any other information to help inform your decision, please let me know.

Thank you,

[Your Name]
[1234 Street Address]
[City, State, Zip]
