
[Your Name]  

[Your Position]  

[Your Company/Organization]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Recipient's Company/Organization]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

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

possibility of arranging an earlier deadline for [specific project or 

task].  

Due to [brief explanation of the reason for the request, e.g., unforeseen 

circumstances, alignment with project timelines], an expedited timeline 

would greatly assist in achieving our mutual goals.  

I understand that this may require adjustments on your part, and I 

appreciate your consideration of this request. If possible, I would 

propose [suggest a new deadline] as an alternative.  

Thank you for your attention to this matter. I look forward to your 

response and hope we can come to a mutually beneficial arrangement.  

Best regards,  

[Your Name]  

[Your Position]  

[Your Company/Organization] 


