
Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient's Name] 

[Recipient's Title] 

[School/University Name] 

[School/University Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request an update to my class 

schedule for the [insert semester/term name, e.g., Fall 2023]. Due to [provide brief explanation 

of reason, e.g., personal circumstances, enrollment in a new course], I would greatly appreciate 

your assistance in making the necessary adjustments. 

My current schedule includes the following courses: 

• [Course Name 1] 

• [Course Name 2] 

• [Course Name 3] 

I am requesting to change/replace the following course: 

• [Course to Change] 

With the following alternative course: 

• [Alternative Course Name] 

I believe this adjustment will enable me to [briefly explain the benefit of the update, e.g., better 

manage my workload, align with my career goals]. If possible, I would appreciate a response at 

your earliest convenience to facilitate the necessary changes. 



Thank you for considering my request. I look forward to your positive response. 

Sincerely, 

[Your Name] 


