For a misunderstanding regarding a course policy:
Dear [instructor/TA],
I am following up with you regarding the issue with the [exam or assignment in question].
I understand that [the course/UBC] has a policy in the [syllabus/Academic Calendar] stating that [copy and paste the text of the policy here]. My interpretation of this policy is [write what you believe this policy means]. Based on my interpretation, I [explain how you completed the assignment or participated in the exam]. Therefore, I believe my actions did not violate [the course/UBC]’s policies.
I would like to schedule a meeting with you to discuss my situation. Could we meet at your office on [date] at [time specified in the instructor/TA’s office hours]?
Thank you,
[your name]

