
Course Syllabus Distribution 

Date: [Insert Date] 

To: [Insert Student Name] 

From: [Insert Faculty Name] 

Subject: Course Syllabus for [Course Name] 

Dear [Student Name], 

I hope this message finds you well. I am writing to provide you with the syllabus for the 

upcoming graduate course, [Course Name], which will be held during the [Semester/Term] of 

[Year]. Please find the essential details outlined below: 

Course Title: 

[Course Name] 

Course Code: 

[Course Code] 

Instructor: 

[Instructor Name] 

Class Schedule: 

[Days and Time] 

Location: 

[Classroom/Online Platform] 

Course Description: 

[Brief description of the course] 

Learning Objectives: 

• [Objective 1] 

• [Objective 2] 

• [Objective 3] 



Required Texts and Materials: 

[List of required texts/materials] 

Please review the syllabus in detail, and feel free to reach out to me if you have any questions or 

concerns regarding the course. I look forward to a productive semester ahead! 

Best regards, 

[Your Name] 

[Your Title] 

[Your Department] 

[Your Contact Information] 


