
Request for Syllabus Examples 

[Your Name] 

[Your Position] 

[Your Institution] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient Name] 

[Recipient Position] 

[Recipient Institution] 

[Recipient Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to request your assistance in collecting syllabus 

examples from various institutions for [specific purpose, e.g., curriculum development, 

research]. As we strive to enhance our educational offerings, having a diverse range of syllabus 

materials would be invaluable. 

If you could share any syllabi that you believe would be beneficial, it would be greatly 

appreciated. Your expertise and contributions could greatly assist in our efforts to improve our 

programs and provide students with the best possible learning experience. 

Thank you very much for considering this request. I look forward to your response. 

Sincerely, 

[Your Name] 



[Your Position] 

[Your Institution] 


