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CONTACTIN
G YOUR M

ENTO
R F

OR T
HE FIR

ST 
TIM

E

Mente
es p

artic
ipat

ing 
in t

his 
pro

gram
 are

 exp
ecte

d to
 tak

e th
e fir

st s
tep 

in r
each

ing 
out 

to t
heir

 mento
rs. 

Belo
w are

 a f
ew hel

pful
 tips

 for
 makin

g fir
st c

onta
ct w

ith y
our

 alu
mni m

ento
r. 

Email s
ubje

ct li
nes

The
 sub

ject
 of 

you
r em

ail s
hou

ld b
e sh

ort 
and

 con
cise

, int
rod

ucin
g yo

urse
lf as

 the
 mente

e. E
xam

ples
: 

	

•  A
UP G

loba
l M

ento
ring

 pro
gram

 

	

•  A
UP G

loba
l M

ento
ring

 pro
gram

: I a
m you

r m
ente

e!  

	

•  I
 am

 you
r A

UP G
loba

l M
ento

ring
 pro

gram
 mente

e

Greet
ing 

you
r m

ento
r 

Be f
orm

al w
hen

 ad
dres

sing
 you

r m
ento

r; a
ddr

ess 
them

 as 
“Mr.”, “

Mrs.”, 
“Ms.”, “

Dr.”, e
tc. i

n th
e in

itial
 con

tact
. 

As a 
tip, 

make
 sur

e yo
u ch

eck 
thei

r de
gree

 lev
el in

form
atio

n a
nd/

or p
rofe

ssion
 to 

help
 ide

ntify
 the

 pro
per 

title
. Ex

amples
:  

	

• D
ear 

Dr. Ph
il, 

	

• D
ear 

Ms. M
arv

el,  

	

• D
ear 

Mr. Ro
gers

,  

(Note:
 Inf

orm
al g

reet
ings

 suc
h a

s “H
ey,”

 “H
i,” o

r “W
hat’

s up
,” a

re i
nap

pro
pria

te. T
hey

 are
 too

 cha
tty 

and
 

casu
al, g

ivin
g th

e im
pres

sion
 tha

t th
e w

riter
 doe

sn’t 
und

erst
and

 em
ail e

tiqu
ette

).

Intr
odu

cing
 you

rself

Sha
re y

our
 na

me an
d a

 litt
le b

it ab
out 

you
rself

; yo
ur m

ajor
, de

gree
 lev

el, a
nd 

hom
etow

n a
re o

ften
 gre

at 

piec
es o

f in
form

atio
n to

 inc
lude

. Also, 
rem

ember 
not 

all a
cron

yms fo
r m

ajor
s an

d d
egre

es m
ean

 the
 sam

e 

thin
g to

 alu
mni a

nd 
to s

tude
nts. 

It is
 a g

ood
 ide

a to
 write 

out 
you

r fu
ll de

gree
. Ex

amples
: 

	



Explain your reason for writing

Let your mentor know that you’ve been paired through the mentoring program at AUP.  Examples:  

	 • You and I have been paired through the AUP Global Mentoring program this year and I am 		
	 reaching out to touch base with you.  

	 • I received your contact information through the AUP Global Mentoring program and am excited to 	
	 have you as my mentor this year!  

	 • I am reaching out because I just received my pairing information from the AUP Global Mentoring 	
	 program and am excited that I have been paired with you! 

Share more about yourself/add a personal touch

Your mentor will have received a similar pairing e-mail to the one you received, with some information 
about your interests, but take this opportunity to paint a better picture of who you are. Topics like hobbies, 
extracurricular interests, and some high-level goals are all great introductory details. Examples:  

	 • I want to share a little bit more about myself. Outside of classes, I enjoy music, writing, and 		
	 traveling. I am also a huge TV/Film fan and write reviews and analyses on my personal blog! 

	 • I am hoping to get involved with an internship at a film studio but am also considering graduate 	
	 school in communications.

Set action items 

Throughout the mentoring program, it is important to be purposeful and set goals for each interaction. In this 
instance, letting your partner know that you’re looking forward to hearing from them and politely requesting 
a response would be an appropriate objective. Examples: 

 	 • I am looking forward to learning more about you! Please let me know if you have time to set up a 	
	 phone call or meeting so I can learn more about you and we can discuss our mentoring relationship. 

Formally end the email

Be polite and professional throughout the email. Consider thanking your mentor for volunteering their time to 
serve as a mentor. Use one of the following closings to end the e-mail before signing your name:  

	 • Sincerely,  

	 • Best regards,  

	 • Thank you,  

	 • All the best,



Sample e-mail 

Subject: AUP Global Mentoring program: I am your mentee! 

Dear Mr. Spielberg,   

My name is Arielle and I am a Senior majoring in Film Studies at The American University of Paris (AUP). 
We have been paired through the AUP Global Mentoring program and I am reaching out to touch base 
with you. 

I want to share a little bit more about myself. Outside of classes, I enjoy music, writing, and traveling. I am 
also a huge TV/film fan and write reviews and analyses on my personal blog! I am hoping to get involved 
with an internship at a film studio but am also considering graduate school in communications. 

I am looking forward to learning more about you! Please let me know if you have time to set up a phone call 
or meeting so I can learn more about you and we can discuss our mentoring relationship.  

Thank you for taking the time to serve as a mentor in the Global Mentoring program! I look forward to 
hearing from you soon.  

 

Best regards,  

Arielle


