How to Email a Professor About an RSCAD Opportunity
Introduction: Emailing a professor can feel intimidating, but faculty welcome thoughtful and professional inquiries. This guide can help you draft an email that they appreciate.
1. Do This Before Writing Your Email: Faculty receive a lot of emails. To make sure yours stands out, you need to do a little homework. 
· Take time to learn about the professor: Review the professor’s interests, website, news articles and/or recent publications.
· Consider if their interests are a good match for yours: Once you understand what the professor does, spend some time considering about if their work interests you and how your life goals align with their expertise.
· Reflect on what you can contribute: Do you have any relevant skills or coursework? Is your curiosity or passion aligned with their work? Do your personal attributes (reliability, hard work ethic) set you apart?
· You don’t need extensive experience. Interest and effort matter too.
· Decide what you are asking for. How much time can you contribute? Would you like to learn more about how you contribute? Is joining their team part of a larger plan you have for yourself?
2. Writing the Email: First impressions always matter a little more. Organize your thoughts into 1-2 concise polite paragraphs that specifically communicate what you are asking and what you could contribute.
· Subject line: Must be direct and professional
· Examples: 
· Undergraduate Interested in Research Opportunities in [Topic]
· Inquiry About Research with your Group/Lab
· Question About Undergraduate Research Opportunities
· Professional Greeting: Remember you are not emailing a family member or texting a friend. Starting with a professional greeting will communicate that you know that this is a business correspondence.
· Begin your email with: “Dear Professor [Last Name],”
· First Paragraph:
· State your name, year, major, what you have done to learn about their work, why it excites you, and how you can help.
· This should be three sentences long.
· First: Name, year, major
· Second: What you’ve learned about them 
· Third: Why their work excites you
· Avoid generalized motivations that are true but do not distinguish you from other people who will be emailing the same professor.
· “My grandfather died from a heart attack”
· “Divorce is hard on families”
· “I worked as a server”
· Instead, describe what you learned about them and why this motivated you to reach out. 
· Second Paragraph:
· This should be three sentences long.
· First: you would like to about how you could help with their work
· Second: describe relevant coursework, skills, and work history.
· Third: politely ask if they are open to meeting with you briefly.
· Professional Closing:
· Thank them and include your full name, major, year, and university email.
· Sample Email
Subject: Undergraduate Interested in Research Opportunities in (Research Area)
Dear Professor (Last Name),
My name is (Your Name), and I am a sophomore majoring in (Major). I recently learned about your research in [specific area, e.g., public health, nutrition, family studies, fashion design) and was particularly interested in your work on [specific topic or approach]. I find this exciting because it (description of why you are emailing them and not someone else in the same area).
I would like to learn more about how I could contribute to your research group. I have completed coursework in (relevant courses) and have experience with (relevant skills, projects, or work). I would greatly appreciate the opportunity to meet briefly to discuss potential research opportunities with your group.
Thank you for your time and consideration.
(Your Name)
(Major), (Year)
(your.email@ksu.edu)
3. After You Send Your Email
· Wait 7–10 days before following up. 
· If you receive no response, a short, polite follow-up is appropriate. 
· If a professor declines, thank them and consider asking for referrals.
4. Common Mistakes to Avoid
· Sending generic emails
· Writing overly long messages
· Attaching a résumé unless requested
· Using informal language
· Taking a lack of response personally
