
Private School Letter of Syllabus 

Modification 

Date: [Insert Date] 

To: [Insert Recipient Name] 

Position: [Insert Recipient Position] 

School Name: [Insert School Name] 

Address: [Insert School Address] 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to inform you about some modifications we are 

planning to implement in the current syllabus for the [specific grade or subject] at [School 

Name]. After careful review and consideration, we believe these changes will enhance the 

educational experience and better meet the needs of our students. 

The proposed modifications include the following: 

• [Modification 1: Brief description] 

• [Modification 2: Brief description] 

• [Modification 3: Brief description] 

We would like to invite you to a meeting on [Insert Date] at [Insert Time] to discuss these 

changes in detail and address any questions or concerns you may have. Your feedback is 

invaluable to us, and we want to ensure a collaborative approach in implementing these 

modifications. 

Thank you for your attention and support. We look forward to hearing from you soon. 

Warm regards, 

[Your Name] 

[Your Position] 

[School Name] 

[Contact Information] 


