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Emailing a research supervisor 
Sending that first email to a potential research supervisor is a crucial step to getting your foot in the door to conducting 
undergraduate research. Though it may seem intimidating at first, the more you practice, research, and take the leap to 
connecting with faculty members, the easier it’ll become.  

Make every sentence count 
 The subject line of the email should succinctly describe why you’re contacting the faculty member. 
 Short and specific is key. Faculty members don’t have the time to read long emails, so every sentence you 

include in the email should have a purpose.  
 Don’t be repetitive. Some students may feel the need to re-emphasize certain points but try to resist. 

 
Professionalism and email etiquette are key 

 Always include a greeting. Professional greetings include: Good morning, Good afternoon, or Dear. 
 Faculty members should always be addressed as “Dr.” or “Prof.” until the faculty member states otherwise. 

Always double check if a faculty member holds a PhD. While many do hold a doctorate, you do not want to 
make a false assumption and address someone as “Dr.” when they should be addressed as “Prof.”.  

 Use your UCalgary email address. Other email addresses often get caught in the spam filter. 
 Double check all spelling and grammar.  
 Always sign off the email with your name, degree and expected graduation year. Professional sign offs include: 

Regards, Kind Regards, or Sincerely. 
 
One size does not fit all 

 Some faculties have different expectations when students connect with supervisors. You may be asked to 
provide a resume or CV, take part in an interview, or just have a coffee chat. Be prepared for multiple scenarios. 
 

Example  


