
[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Date] 

[Recipient's Name] 

[Recipient's Title] 

[School/Organization Name] 

[School/Organization Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request participation in the 

upcoming remedial sessions for [specific subject or skill], scheduled to begin on [start date]. 

As you may be aware, I have been facing challenges in [briefly explain your challenges]. I 

believe that attending these remedial sessions will greatly assist me in improving my 

understanding and performance in this subject. 

Thank you for considering my request. I am eager to enhance my skills and am committed to 

putting in the necessary effort to succeed. I look forward to your positive response. 

Sincerely, 

[Your Name] 

[Your Contact Information] 


