
HOW TO WRITE AN EMAIL TO YOUR PROFESSOR

Generalized from an email to a UCSC Professor and I am writing to ask about opportunities for undergraduate research
in your lab beginning (time period).

Including your first and last name, class, class time and day, and section number will help a professor to place
you correctly. Vokes notes. Students who miss class will often ask, "Did I miss anything in class on Monday?
You should never resort to texting language. Professor Jones offers an answer: First, it's insulting to imply that
the content of any class might not have been important, or that it can be recapped in a short emailâ€”and
second, it's not the professor's responsibility to offer multiple iterations of the class. Second, while others
might have scolded you, mocked you or despaired over the future of the planet because of your email, you sent
it to someone who wants to help you represent yourself better. In the same way, addresses like "Sir" can come
across as unprofessional in emails to your professor. Toswell recounts: My all-time favorite was a sequence
from last year, on a Friday evening. First, you probably sent an email that does not represent you in a way you
would like to be represented. Background Info Mention how they know you or how you know them. In
addition, you have to provide background information in terms of the actual topic at hand. Overthink the
salutation Since the salutation of an email is usually only a couple of words, it's easy to overlook. If you've
already corresponded with this professor through email and in class, you may wish to use a more casual
greeting. Sign off with your full name, followed by your major and grad year. This is email etiquette and must
be followed in professional emails. They are not obligated to communicate the same information multiple
times! Offering "cheers" will not always be appropriate, so again, consider how well you know the professor
you're emailing. There's also a difference between being casual and being careless in terms of content. Plug
says, "I always want to say, 'No, we did absolutely nothing, as usual. While avoiding obvious flattery, you
might comment on something said in class, share information regarding an event the professor might want to
know about or pass on an article from your news feed that is relevant to the course. This might seem overly
formal to you, but it is an important way to show respect for your professor and their position and training.
Doing so is a nice little way to recognize the professor's efforts in replying to your emails, and the gesture will
be appreciated. Jones notes that the same question is "the great bane of all professors. Do not use
abbreviations, emojis, or slang. You have a. The second email at 9 p. After she signed off as "Manina" in her
reply, it was safe to assume I could henceforth address her as "Manina," which I did in my subsequent emails.
Acknowledge your gratitude Before you sign off, it's important that you include a valedictionâ€”that is, a
complimentary farewell. Jones also hints that checking the syllabus also applies to salutations: "Often the
syllabus will give the professor's preferred form of address. These sorts of flourishes, woven in gracefully, put
a relational touch to the email, recognizing that professors are not just point keepers but people. If your
university email address does not contain your full name you might want to include your first and last name in
your sign off. Have a firm grasp of the English language It's important to be self-aware when you're
composing an email. I'm sessional, but because I've been made an adjunct, both are accurate. Learning to write
clear, concise, professional emails to your professors is an excellent practice in taking ownership of your
educationâ€”not to mention good training for future communication with an employer! Don't ask the dreaded
question Though this tip isn't directly related to email etiquette, it's been included because it was mentioned by
multiple professors without prompting and it does concern the content of your email. But most college
teachers consider emails closer to letters than to text messages. Gilroyed states, "Every email to a professor
should adhere to the standard construct of a letter, which includes an opening salutation, the body of the
message, and an appropriate signoff.


