
Updated Course Syllabus Distribution 

Date: [Insert Date] 

To: [Insert Recipient Name] 

From: [Insert Your Name] 

Subject: Updated Course Syllabus for [Course Name/Code] 

Dear [Recipient Name], 

I hope this message finds you well. Please find attached the updated syllabus for the [Course 

Name/Code] for the upcoming semester. The syllabus has been revised to include important 

information regarding: 

• Course Objectives 

• Assessment Methods 

• Important Dates 

• Required Readings 

Should you have any questions or require further clarification, do not hesitate to reach out. I look 

forward to an engaging semester ahead! 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


