Date: Click or tap to enter a date.


To
The Director
CC : General Manager
CC : Assistant General Manager
CC : Department Head
CC : Secretary, HR & ADMIN
Padma Textiles Limited
House# 458, Lane#8, DOHS 
Baridhara, Dhaka Cantt-1212.
Subject: Request for Delayed Submission of Documents Name.
Dear Sir,
I am writing to formally request an extension for submitting the required [mention specific document(s), e.g., National ID, academic certificates, etc.], which was due on [original submission deadline]. Unfortunately, due to [briefly explain reason, e.g., delay in document processing, unavailability of required papers], I am unable to submit the document(s) on time.
I assure you that I am taking the necessary steps to obtain the required document(s) and will be able to submit them by [specific submission date]..
I sincerely apologize for any inconvenience caused by this delay and appreciate your understanding in this matter.
Thank you for your consideration. I remain committed to fulfilling all requirements promptly.



Yours sincerely,
[Your Full Name]
[Designation]
[Department Name]
Joining Date :[Joining Date]
