
Instructional Materials Update 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Update on Instructional Materials 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to provide you with an update regarding the 

instructional materials for the upcoming [insert term/semester]. 

We have reviewed our current resources and identified several areas that require updating to 

ensure alignment with the latest curriculum standards. The following materials will be updated: 

• [Material 1] 

• [Material 2] 

• [Material 3] 

These updates will include [brief description of updates, e.g., new editions, additional resources, 

etc.]. We anticipate that these changes will enhance the learning experience for our students. 

Please let me know if you have any questions or if you would like to discuss this further. Thank 

you for your attention to this matter. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


