How to Write a Professional Emdi your Professor or Advisor  updatediv 12121
e Maintain a courteous tone
e Be brief and to the point

Below are recommendations on how to write a formal and concise email. If you are emailing a professor
or BC staff fothe first time,



4. Take responsibility for your actions or inaction (I know | missed the deadline. However, | would
still like to discuss my major change.)

5. State who you have spoken to or what you have done to find an answer or solvprglem (I

spoke with my instructaaind she suggested that | email you.)

Add program and relevant course or reference numbers. (if needed)

7. Closing Salutation ¥our signature should include: your full name and student ID number.
(SincerelyJane Pupil, Bsinesg?athway EconomicMajor, 29234567)

o

Dear Advisor Simon:

| had an appointment scheduled with you last week. | missed the appoinbeeatise | had a minor car
accident at that scheduled time. | tried to schedule a new appointment, but you @kedfor the next
week. Can you suggest the next available time when | can meet witH @2 to make sure that |
have chosen the right program to match my career gddiank you for your flexibilityam sorry | was
not able to cancel the appointmentwill prepare a list of questions for our next appointment.

Gratefully,
Mary Lopez, HumanitieBathway,History, ZL6012726



