
Inquiry About Reshaping Class Schedule 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email] 

[Your Phone Number] 

[Recipient Name] 

[Title/Position] 

[Institution/Organization Name] 

[Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to inquire about the possibility of reshaping our 

current class schedule for the [specific course/subject]. Due to [reason for inquiry, e.g., personal 

commitments, academic reasons], I believe that a modification in the timing of classes could 

greatly enhance not only my learning experience but also that of my peers. 

Specifically, I would like to suggest [briefly state your suggestion, e.g., moving classes to the 

afternoon, incorporating online sessions]. I believe this change could accommodate more 

students and improve participation. 

I appreciate your attention to this matter and look forward to your response. Thank you for 

considering my request. 

Sincerely, 

[Your Name] 


