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Deluge of E-mails
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Exercise #1
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Write an email to your potential advisor telling her/him  
about your interest in working with them.



Bad Introductory e-mail (by yours truly!)
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Good Introductory e-mail (borrowed from TheProfessorIsIn)

5

Dear Professor ABC, 

I am a student at ABC College with a major in xxx.  I am a [junior] and will be graduating 
next May.  I have a [4.0 GPA] and experience in our college’s [summer program in xxx/
internship program in xxx/Honors College/etc.]. 

I am planning to attend graduate school in xxx, with a focus on xxx.  In one of my 
classes, “xxx,” which was taught by Professor XXX, I had the chance to read your article, 
“xxxx.”  I really enjoyed it, and it gave me many ideas for my future research.  I have 
been exploring graduate programs where I can work on this topic.  My specific project 
will likely focus on xxxx, and I am particularly interested in exploring the question of 
xxxxx. 

I hope you don’t mind my getting in touch, but I’d like to inquire whether you are currently 
accepting graduate students.  If you are, would you willing to talk to me a bit more, by 
email or on the phone, or in person if I can arrange a campus visit, about my graduate 
school plans?  I have explored your department’s graduate school website in detail, and 
it seems like an excellent fit for me because of its emphasis on xx and xx,  but I still have 
a few specific questions about xx and xxx that I’d like to talk to you about. 



Good Introductory e-mail (borrowed from TheProfessorIsIn)
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Dear Professor ABC, 

I am a student at ABC College with a major in xxx.  I am a [junior] and will be graduating 
next May.  I have a [4.0 GPA] and experience in our college’s [summer program in xxx/
internship program in xxx/Honors College/etc.]. 

I am planning to attend graduate school in xxx, with a focus on xxx.  In one of my 
classes, “xxx,” which was taught by Professor XXX, I had the chance to read your article, 
“xxxx.”  I really enjoyed it, and it gave me many ideas for my future research.  I have 
been exploring graduate programs where I can work on this topic.  My specific project 
will likely focus on xxxx, and I am particularly interested in exploring the question of 
xxxxx. 

I hope you don’t mind my getting in touch, but I’d like to inquire whether you are currently 
accepting graduate students.  If you are, would you willing to talk to me a bit more, by 
email or on the phone, or in person if I can arrange a campus visit, about my graduate 
school plans?  I have explored your department’s graduate school website in detail, and 
it seems like an excellent fit for me because of its emphasis on xx and xx,  but I still have 
a few specific questions about xx and xxx that I’d like to talk to you about. 

Quickly tell about yourself



Good Introductory e-mail (borrowed from TheProfessorIsIn)
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Dear Professor ABC, 

I am a student at ABC College with a major in xxx.  I am a [junior] and will be graduating 
next May.  I have a [4.0 GPA] and experience in our college’s [summer program in xxx/
internship program in xxx/Honors College/etc.]. 

I am planning to attend graduate school in xxx, with a focus on xxx.  In one of my 
classes, “xxx,” which was taught by Professor XXX, I had the chance to read your article, 
“xxxx.”  I really enjoyed it, and it gave me many ideas for my future research.  I have 
been exploring graduate programs where I can work on this topic.  My specific project 
will likely focus on xxxx, and I am particularly interested in exploring the question of 
xxxxx. 

I hope you don’t mind my getting in touch, but I’d like to inquire whether you are currently 
accepting graduate students.  If you are, would you willing to talk to me a bit more, by 
email or on the phone, or in person if I can arrange a campus visit, about my graduate 
school plans?  I have explored your department’s graduate school website in detail, and 
it seems like an excellent fit for me because of its emphasis on xx and xx,  but I still have 
a few specific questions about xx and xxx that I’d like to talk to you about. 

Providing context



Good Introductory e-mail (borrowed from TheProfessorIsIn)
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Dear Professor ABC, 

I am a student at ABC College with a major in xxx.  I am a [junior] and will be graduating 
next May.  I have a [4.0 GPA] and experience in our college’s [summer program in xxx/
internship program in xxx/Honors College/etc.]. 

I am planning to attend graduate school in xxx, with a focus on xxx.  In one of my 
classes, “xxx,” which was taught by Professor XXX, I had the chance to read your article, 
“xxxx.”  I really enjoyed it, and it gave me many ideas for my future research.  I have 
been exploring graduate programs where I can work on this topic.  My specific project 
will likely focus on xxxx, and I am particularly interested in exploring the question of 
xxxxx. 

I hope you don’t mind my getting in touch, but I’d like to inquire whether you are currently 
accepting graduate students.  If you are, would you willing to talk to me a bit more, by 
email or on the phone, or in person if I can arrange a campus visit, about my graduate 
school plans?  I have explored your department’s graduate school website in detail, and 
it seems like an excellent fit for me because of its emphasis on xx and xx,  but I still have 
a few specific questions about xx and xxx that I’d like to talk to you about. 

Showing interest in Professor’s work



Good Introductory e-mail (borrowed from TheProfessorIsIn)
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Dear Professor ABC, 

I am a student at ABC College with a major in xxx.  I am a [junior] and will be graduating 
next May.  I have a [4.0 GPA] and experience in our college’s [summer program in xxx/
internship program in xxx/Honors College/etc.]. 

I am planning to attend graduate school in xxx, with a focus on xxx.  In one of my 
classes, “xxx,” which was taught by Professor XXX, I had the chance to read your article, 
“xxxx.”  I really enjoyed it, and it gave me many ideas for my future research.  I have 
been exploring graduate programs where I can work on this topic.  My specific project 
will likely focus on xxxx, and I am particularly interested in exploring the question of 
xxxxx. 

I hope you don’t mind my getting in touch, but I’d like to inquire whether you are currently 
accepting graduate students.  If you are, would you willing to talk to me a bit more, by 
email or on the phone, or in person if I can arrange a campus visit, about my graduate 
school plans?  I have explored your department’s graduate school website in detail, and 
it seems like an excellent fit for me because of its emphasis on xx and xx,  but I still have 
a few specific questions about xx and xxx that I’d like to talk to you about. 

Showing clarity



Good Introductory e-mail (borrowed from TheProfessorIsIn)
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Dear Professor ABC, 

I am a student at ABC College with a major in xxx.  I am a [junior] and will be graduating 
next May.  I have a [4.0 GPA] and experience in our college’s [summer program in xxx/
internship program in xxx/Honors College/etc.]. 

I am planning to attend graduate school in xxx, with a focus on xxx.  In one of my 
classes, “xxx,” which was taught by Professor XXX, I had the chance to read your article, 
“xxxx.”  I really enjoyed it, and it gave me many ideas for my future research.  I have 
been exploring graduate programs where I can work on this topic.  My specific project 
will likely focus on xxxx, and I am particularly interested in exploring the question of 
xxxxx. 

I hope you don’t mind my getting in touch, but I’d like to inquire whether you are currently 
accepting graduate students.  If you are, would you willing to talk to me a bit more, by 
email or on the phone, or in person if I can arrange a campus visit, about my graduate 
school plans?  I have explored your department’s graduate school website in detail, and 
it seems like an excellent fit for me because of its emphasis on xx and xx,  but I still have 
a few specific questions about xx and xxx that I’d like to talk to you about. 

Being precise in inquiry
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Dear Professor ABC, 

I am a student at ABC College with a major in xxx.  I am a [junior] and will be graduating 
next May.  I have a [4.0 GPA] and experience in our college’s [summer program in xxx/
internship program in xxx/Honors College/etc.]. 

I am planning to attend graduate school in xxx, with a focus on xxx.  In one of my 
classes, “xxx,” which was taught by Professor XXX, I had the chance to read your article, 
“xxxx.”  I really enjoyed it, and it gave me many ideas for my future research.  I have 
been exploring graduate programs where I can work on this topic.  My specific project 
will likely focus on xxxx, and I am particularly interested in exploring the question of 
xxxxx. 

I hope you don’t mind my getting in touch, but I’d like to inquire whether you are currently 
accepting graduate students.  If you are, would you willing to talk to me a bit more, by 
email or on the phone, or in person if I can arrange a campus visit, about my graduate 
school plans?  I have explored your department’s graduate school website in detail, and 
it seems like an excellent fit for me because of its emphasis on xx and xx,  but I still have 
a few specific questions about xx and xxx that I’d like to talk to you about. 

Showing willingness and background work done



Exercise #1 Take 2
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Now re-write your email to your potential advisor. Share  
how you feel your email improved.



Top e-mail collaborator- Advisor
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Top e-mail collaborator- Advisor
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Exercise #2
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Write an email to your advisor telling her/him  
about your latest results.



Bad Results e-mails
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Bad Results e-mails
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Spelling and grammar check a must



Bad Results e-mails
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Don’t expand the scope to multiple topics!



Better Results e-mails
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Precise and informative subject



Better Results e-mails
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Context/Link to previous discussion



Better Results e-mails
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Aim/Hypothesis



Better Results e-mails
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Experimental setting



Better Results e-mails
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Results



Better Results e-mails
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Take-away/Conclusion



Better Results e-mails
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Next steps



Exercise #2 Take 2
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Rewrite an email to your advisor telling her/him  
about your latest results. What all improvements could you 
make?



Exercise #3
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Write an email to a researcher whose project/tool you want  
to use and you have some questions.



Bad Project help e-mail
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Bad Project help e-mail
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Which project?



Bad Project help e-mail
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Unprofessional language



Bad Project help e-mail
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Impolite?



Bad Project help e-mail
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Bad Project help e-mail
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No clarity on agenda



Bad Project help e-mail
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Zero effort put before mailing



Bad Project help e-mail
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Taking other’s time for granted



Better Project help e-mail
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Better Project help e-mail
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Almost perfect subject



Better Project help e-mail
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(Almost) Precise query



Better Project help e-mail
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Polite tone



Exercise #3 Take 2
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Rewrite an email to a researcher whose project/tool you 
want  
to use and you have some questions. Do you notice 
improvements?



Take-aways

41

• Everyone is busy. Bad emails usually don’t get 
response 

• Some tips for good emails: 
• Meaningful/precise subject 
• Context (Set the scene) 
• If possible, provide TLDR version 
• Polite 
• Proof read 
• Do your homework 
• Being precise in writing 
• Limit the scope


