Request for Assignment Deadline Extension
	Subject
	:
	Sec 2 Express Project Work

	Assignment
	:
	Panel Drawing

	Group Name
	:
	

	Members’ Names
	:
	

	Teacher / Trainer
	:
	Miss Beatrice Tay / Mr Daniel Tan 


Dear Miss Tay & Mr Tan

We have been tasked with the assignment [INSERT ASSIGNMENT TITLE] to be completed by [INSERT ORIGINAL DEADLINE] 

We are unable to complete this assignment and require an extension because [INSERT REASONS]. With attached is our group reflections on the situation. 

Until to date, our assignment is [INSERT % COMPLETED] completed. 

We would like to request would like to request an extension of [INSERT LENGTH OF TIME] to complete this assignment and seek your approval on this. We promised to deliver the assignment by this deadline or face the consequences of marks deductions.
Yours Sincerely,

	Member’s Name
	:
	

	Member’s Name
	:
	

	Member’s Name
	:
	

	Member’s Name
	:
	

	Member’s Name
	:
	


For Internal Use Only:

	 Recommendation of Trainer
	approve/reject 

recommended new deadline __/__/__ 


signed …………………………………….. 

	
	

	Decision of Project Work Teacher
	approve/reject 

recommended new deadline __/__/__ 

signed …………………………………….. 


Created by: Daniel C.K. Tan (cktan@asknlearn.com)

Last modified: Sunday, June 28, 2009

