
Proposal for Class Schedule Revision 

Date: [Insert Date] 

To: [Recipient's Name] 

Position: [Recipient's Position] 

Institution: [Recipient's Institution] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to propose a revision to the current class 

schedule for the [specific course or program] for the upcoming [semester/academic year]. After 

careful consideration and gathering feedback from both students and faculty, I believe that 

certain changes could enhance the learning experience and overall effectiveness of the program. 

Proposed Changes: 

• Change the timing of [specific class] from [current time] to [proposed time]. 

• Add an additional section for [specific course] due to increased enrollment. 

• Introduce a break period between [specific classes] to allow students time to prepare and 

transition. 

Rationale: 

The proposed revisions are based on feedback from students indicating that [reason for the 

change]. Furthermore, it aligns with our goal to provide an optimal learning environment that 

accommodates the needs of our diverse student body. 

I would appreciate the opportunity to discuss this proposal further and explore how we can 

implement these changes effectively. I believe they will contribute significantly to the success of 

our students and the overall program. 

Thank you for considering this proposal. I look forward to your feedback. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Institution] 

[Your Contact Information] 


