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TO: Student’s first and last name

FROM: Advisor’s name (fine to just use first name)
DATE: Insert date here

SUBIJECT: Request ID# (you're welcome to personalize
this further and write something like #45678/Your
process essay for WRTG 201)

[If you have a photo on the EWC website, or you would
like to include a photo (from your Google profile or whatever), please paste it above.]

Congratulations on your progress in writing this assignment for [class]. [Advisors should
feel free to add compliments, encouragement or other personal statements to establish
warmth and connection. It’s helpful to compliment a specific writing-related skill or
strength, and then explain why it is a strength, i.e. “This is what you did well, and this is
why it benefits your writing”]

My name is [your name], and it’'s my pleasure to work with you today. [Advisors may
insert video or audio greetings here. YouTube is an excellent program for inserting video
welcome messages. This handout explains how to insert an online video in a Word doc
in a few simple steps.] Before we begin, let’s review a few important guidelines and
resources:

» Students may submit one request for advice (either written feedback or live
online advising) every 48 hours.

o You are welcome to come to the Effective Writing Center for help at any stage in
the writing process, whether you are just getting started an assignment or want
feedback on a rough draft.

e Resources to help you revise your writing assignment are hyperlinked within this
letter and in the More Resources section at the end.

» Before reading this advice, please review the writing that you submitted. We've
pasted your draft at the end of this advice letter.

At the EWC we are attentive readers who help you improve as a writer by explaining
and modeling effective writing skills. For a more detailed discussion of our services,
please click this link and visit the Effective Writing Center web site.




Are You Interested in More Help?

Schedule a Live Advising Appointment!
« The Effective Writing Center also offers live, online advising via teleconference.
You can submit an appointment request through the MyUMUC portal.

Attend an Online Workshop!

e The EWC hosts monthly live workshops in Google Hangouts. Our complete
calendar is available here.

Join the Google+ Community!

e Join the UMUC Effective Writing Center Google+ community. Here, all UMUC
students and faculty members can find resources to help students improve their
writing. Whether you are a student who needs your paper reviewed or a faculty
member who would like us to provide a guest lecture on writing for your class,
the EWC is here to help. Click here to join!

Advice Overview

We will discuss the following strategies that can help you to strengthen your paper:

e [Here the advisor alerts the student to what will occur during the advising session
and what areas will receive special attention.

In addition, if using a system of color-coding (student’s text in one color and the
advisor’s in another, etc.), this is explained here. ]

Although we will cover revisions and rules, your professor’s instructions always take
precedence over any advice you receive from the EWC. If you have any questions, refer

to your assignment guidelines first and don’t hesitate to ask your professor to clarify any
unanswered questions.

Assignment Management

Thank you for submitting the assignment requirements. Our goal is to ensure that your

paper meets your professor’s assignment requirements as closely as possible, so this
information is a big help!



Below is a table with an overview of your assignment, what you have completed, and
what you need to fulfill the requirements.

Assignment Requires You Have You Need

Thesis & Organization
Goals:

e Articulate your thesis, argument, main idea, and/or purpose clearly.

e Organize your document or presentation in a manner that promotes
understanding.




Development & Research
Goals:

e Develop coherent paragraphs, points, and/or sections so that each is
internally unified and functions as a part of your entire document or
presentation.

e Tailor your communications to the audience.

e Provide sufficient support for your ideas

e Integrate material from research (if required) smoothly into your own
content.




Formatting & Citations
Goals:

e Format paper according to the rules of required style.
e Cite sources according to the rules of your required style.




Grammar & Mechanics
Goals:

e Use sentence structure appropriate for your task, message, and audience.

e Follow conventions of Standard Written English.

Summary




More Resources

Copy of Your Draft




