TEMPLATE FOR SECOND EMAIL TO YOUR MAP ACADEMIC TUTOR

Please use the template below when you contact your Academic Tutor for the second time to arrange your second 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 Wednesday 8th July – Friday 7th August and will last for 45 - 60 minutes. The meeting must be held on a Monday – Friday, 9am-5pm.
Dear *INSERT TUTOR’S FULL NAME*
 

As today is Email Your Tutor Day 2, I am contacting you to arrange our second Tutor meeting. 
Between Wednesday 8th July and Friday 7th August, I am free on the following: 
*Here you need to list the days and times you are available, for e.g.



Thursday 10th July 2pm – 4pm




Monday 14th July 3pm – 5pm*
These are just example dates above, please make sure you give a few date options to your tutor. Make sure you are suggesting times that fall between Monday – Friday, 9am – 5pm.
Please let me know if any of these times are convenient. If not, please send me some alternative days and times.

I look forward to hearing from you soon.

Best Wishes

*INSERT NAME AND UNIVERSITY ID NUMBER*
