TEMPLATE FOR FIRST EMAIL TO YOUR MAP ACADEMIC TUTOR

Please use the template below when you contact your Academic Tutor for the first time to arrange your first meeting. You will receive a mark as part of the assignment process for your performance. Therefore, it is important that you communicate professionally with your tutor.
REMEMBER: Your first meeting with your tutor must take place between Thursday 6th May – Thursday 3rd June and will last for 45 minutes. They must be held on a Monday – Friday, 9am-5pm.
Dear …(use your tutor’s full name, first and second name, in your first email. You should also use their title Mr/Mrs/Miss/Dr/Professor – check their profile on ‘Meet your Tutor Area)
 

My name is ......... (Full Name) (MAP ID Number) and I have been assigned to you to work on my assignment for the Manchester Access Programme. 

 

Between now and 3rd June I am free on the following days and times:

(Here you need to list the days and times you are available, for e.g.



Tuesday 11th May 2pm – 4pm




Wednesday 12th May 3pm – 5pm
These are just example dates above, please make sure you give a few date options to your tutor).

Please let me know if any of these times are convenient. If not, please send me some alternative days and times.

As you will know, my Academic Assignment is in ………….. (insert subject,  e.g. Biology, English Language) which I am currently studying at …………….. (name of your sixth form/college). 

I am also studying …………….. (list any other subjects you are doing).
At university I am interested in studying the following: (here you should list any university courses that you are interested in studying. If you are not sure yet what you would like to study, you can say so.)

The area(s) I would be interested in researching as part of my assignment is/are: (Here you should give an indication of any particular aspects of the subject you are interested in, for  e.g. Genes if you are doing Biology, Attachment Theories if you are doing Psychology. You do not need to be really specific as this is something you can discuss in your first meeting).

I look forward to hearing from you soon.

Best Wishes

(Your name) (MAP ID Number)
