
Hello Ms./Mx./Mr. 

Please use full sentences and professional language when addressing your 

advisor. Remember that this is not a text message. The more information you give 

us, the more we can understand and assist you. Please remember that it takes 

time to look at your account and figure out how to help you. We appreciate your 

patience. 

 

Thank you, 

Student Name 

Student ID # 

(Always include your ID number when you e-mail your advisor) 


