Date: ________________ Course: __________________________ Section: ________ 
From(faculty name): _________________​​​_________Email: _____________________

Mailing Address ________________________________________________________
______________________________________________________________________

Dear _________________________, 

Please read all checked paragraphs carefully.

_____ After reading your paper (copy attached), I have questions about how you have used sources, used quotation marks, cited sources, or listed sources in your bibliography.

_____ After reading your assignment or examination, I have questions about your adherence to the Intellectual Integrity policy and/or course policies while completing it.
_____ Please make an appointment IN ADVANCE to meet with me no later than _______________________________during my office hours or at another mutually convenient time to discuss your paper, assignment, or exam. This meeting will be your opportunity to share with me your understanding of the Intellectual Integrity policy, course expectations, the assignment, and other related issues. In the case of a paper, I request that you bring all relevant materials, such as notes, a list of your sources with titles, authors, and copyright dates, any previous drafts, and printed copies of all internet sources used, with accurate URLs. Be advised that each of us may have an advisor present at this meeting.
_____ Since it is not practical to arrange a meeting in person, in the spirit of the policy, I request that you explain in writing, in detail, how you completed the assignment or took the examination, in light of the Intellectual Integrity policy. In the case of a paper, I request that you also explain in writing, in detail, how you chose to utilize sources in writing this paper. I request that you also provide copies of all relevant materials, such as notes, a list of your sources with titles, authors, and copyright dates, any previous drafts, and printed copies of all internet sources used, with accurate URLs. Please send your written explanation and any supporting materials to the mailing address above, postmarked by _______________________. 
_____ If you do not contact me by ___________________ to either arrange a meeting or provide a written explanation, I will impose a sanction. Refer to the Intellectual Integrity policy in the current Student Handbook. 

Sincerely, __________________________________________________________










