
Tips on writing your first email!
· Length: Keep it short and respectful. One-to-two paragraphs is adequate.
· What to Include:
· Salutation: Make sure you start respectfully (e.g. Dear Dr. xxx)
· Personal Information: Year, Major, relevant classes, GPA (if comfortable).
· Research Interest: Mention the mentor’s research and what you find interesting about it.
· Purpose: Explain what you hope to gain from the research experience (e.g., experience for med-school, grad school, etc.).
· Time Commitment: State how many hours per week you can commit (e.g., 9-10 hours per week for 3 credits, mentor-specific).
· Long-term Commitment: Indicate that you are willing to commit for multiple semesters (until graduation).
· Closing: In closing, ask if you would be able to set up an appointment to discuss their research and any opportunities that may exist. Finally, say “thank you” and that you look forward to hearing from them. 
· Attachment: Attach your resume and mention that it is attached for their convenience.
Important: If you do not get a response in 7-10 days follow-up or send a new batch of emails. Note: Some faculty only respond after the second email. 

