Online Tutor Request Form

Answer the questions below, making sure that you have entered your email address correctly. Attach this form to the email you send to the writing studio. You should immediately receive a copy of your request at your email address and we’ll respond to you within 48 hours
 (M-F). If you experience and problems with your submission, please call us at 
410-225-2418 or email mwalsh@mica.edu or writing@mica.edu. 


IMPORTANT:
· Make sure you double-check your email address! 

· Make sure you save your work! MICA tutors are not responsible for lost or misdirected submissions. After filling out this page, you may want to print it out for your records. 

· Please proofread your work before submitting it. 

· When you are finished, please hit attach to the email you send in. 

1. What is your full name, phone number, and email address?     
2. What is your student I.D. number?      
3. What course is this paper for? (Name of course, number & instructor’s name.)     
4. When is this assignment due?      
5. Tell us as much as you can about what your teacher wants you to do. Please include assignment details like

· the type of writing (for example, description paragraph, comparison/contrast essay)

· length requirements

· citation format

· other specific details of the assignment
     
6. At what stage of writing are you? (for example, just starting, pre-writing, first draft, revising, final draft)     
7. 
What are you focusing on in this paper? (thesis, main point or idea?)     
8. What do you want the tutor to concentrate on today? (for example, thesis statement. Originations, developing paragraphs, run-ons). Remember that the tutor will address one or two areas of your writing in a single session.     
9. Is there anything else we should know about this paper? (For example, if it is an incomplete draft, please indicate what you have included and what’s missing.)      
10. Copy and paste your paper in the box below. Then add paragraph breaks. 


