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Chapter 08: 
Appointment 
Letters 
Appointment letters are official UCWbL electronic docu-

ments sent to writers after every appointment that summa-
rize the work you and the writer have done. These letters 
help writers remember key learning opportunities from the 
appointment and help us keep careful records of our work 
with writers. Letters document much of the learning that 

happens at the UCWbL, for individual writers and peer 
writing tutors and in the aggregate for assessment and 
scholarly pursuits. 

Appointment letters enact the UCWbL’s core belief that 
“writing facilitates creating and sharing knowledge.” The 

act of writing letters helps us to articulate what we do and 
learn during each shift, giving us the opportunity to rein-
force that learning with writers and to share that knowl-
edge with others. Letters document your work, provide op-
portunities to reflect, and help to refine and improve our 

practices. 
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Letters make the work we do visible to different audiences: 

The writer 

Other peer writing tutors 

Outside readers (per the writer's request) 

UCWbL administrators 

While letters have multiple audiences, the primary audi-

ence is the writer, because their desire to work with a peer 
writing tutor is the main exigence for the appointment and 
any record-keeping that results from that appointment. Let-
ters extend Vincentian personalism beyond the appoint-
ment, by allowing you to display “a sensitivity to and care 

for the needs of each other” (DePaul University Mission and 
Values). Through a personalized letter to the writer, you 
connect with them, reinforce the accomplishments of each 
appointment, and show them how much you value their 
writing and their inclusion of you in their writing process. 

Writers may use the information in an appointment letter 
to facilitate further drafting, revision, or editing—recalling, 
for example, what you discussed during an appointment or 
the methods you used to work through your agenda. For ex-
ample, reminding a writer in the appointment letter how 

you created a reverse outline to address the organization of 
their draft might prompt the writer to try reverse outlining 
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for the next section of their paper or for their next draft. De-

tailing for the writer the methods used in the appointment 
also helps “develop better writers along with better 
writing,” as writers have a written record of personalized 
feedback and methods to potentially transfer to new writing 
contexts. 

Let ters  He lp  You,  Other  UCWbLers ,  & Wr i ters  

Many writers have multiple appointments throughout a 

quarter or academic year; appointment letters help you or 
other UCWbLers scaffold each appointment for new learn-
ing based on prior agendas and methods (Nordlof, 2014). 
Peer writing tutors’ insights into prior agenda foci and the 
methods used with a particular writer help achieve the 

“continuity of instruction” that the National Writing Cen-
ters Association argued is 1 of the 6 “basic guidelines” for a 
peer tutoring center (Simpson, 1985, p. 38). 

Let ters  He lp  Inst ruc tors  & Others  

The writer may request, or it may be a requirement of a 
writing fellows course, that the appointment letter also be 
shared with a third party, such as an instructor. A well-

written letter not only favorably represents the UCWbL, but 
also, as Cogie (1998) argues, “supplies faculty with other-
wise unavailable perspectives on their students and their 
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own teaching” (p.49). Letters help shape the perspectives 

that DePaul instructors have about the UCWbL, their stu-
dents, and the work of writing itself. 

Writ ing  E f fec t ive  Let ters :  Wr i te  “Coach ing  
Sty le” Let ters  

Bugdal, Reardon, and Dean (2016) conducted a study to 
gauge how different stakeholders—writers, tutors, and fac-
ulty—assessed the efficacy of five different styles of post-ap-
pointment session notes. They found that writers by and 
large preferred a “coaching” style note that used second per-

son. Thus, a letter to the writer is a particularly effective 
genre for communicating with our primary audience. 

Writ ing  E f fec t ive  Let ters :  Avo id  Eva luat ive  
Language 

Your letter is an opportunity to support the writer beyond 
the appointment, so write directly to the writer. Letters 
should be descriptive rather than evaluative. Evaluative 
language can undercut the trust you established with a 

writer, can place you in a position to contradict the final 
evaluator (i.e., instructor, employer, graduate school com-
mittee), and can create unfair bias for the next peer writing 
tutor who works with that writer.  
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Evaluative language makes a universal claim of the quality 

or success of something or someone. For example, phrasing 
such as “Your draft is strong”; “You are a great writer”; or 
“Because your thesis is solid, we decided to focus on transi-
tions” may send the message that no further revision, 
change, or learning is needed. Instead, describe what hap-

pened as objectively as possible (e.g., “After reading the 
prompt, we decided to prioritize organization.”). 

Additionally, refrain from evaluative language that dispar-
ages an assignment, course, or instructor in the letter (e.g., 
“This assignment was confusing” or “Your instructor doesn’t 

understand what passive voice is.”). While lending an empa-
thetic ear to a writer can be important, you want to focus 
that understanding on how best to help the writer navigate 
a challenging situation.  
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Writ ing  E f fec t ive  Let ters :  Of fer  Process  Pra ise  

Avoiding evaluative language, however, doesn’t mean you 
should avoid giving praise. Process-based praise can be 

highly effective in motivating revision, risk-taking, and 
learning (Maclellan, 2005). Frame praise in terms of what 
behaviors and attitudes you want to encourage the writer to 
repeat or do more: 

I liked how you included specific examples about your per-
sonal experiences because it helped me understand the im-
portance of your topic to you. 

I appreciated that you varied your sentence structures be-
cause it held my interest as a reader and helped show me 

what points you wanted to emphasize. 

By including process-based praise in your appointment let-
ter, you maintain focus on formative feedback while also 
providing encouragement to the writer. 
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H o w  t o  W r i t e  &  S e n d  
L e t t e r s  

Write an appointment letter at the conclusion of each ap-
pointment. 

For face-to-face, conversation partner, and online real-
time, use the final 10 minutes of the appointment to 

complete your appointment letter (or final 5 minutes of a 
30-minute appointment) 

For a written feedback appointment, use the last 5 min-
utes of the appointment to paste the summary letter 
into the appointment letter 

For a writing group appointment, use the last 30 min-
utes of the appointment to compose your appointment 
letter 

Review your appointment letter for content, clarity, thor-
oughness, accuracy, organization, tone, and polish. If possi-

ble, ask another UCWbLer to be a second set of eyes on your 
letter to ensure that the letter is clear, organized, friendly 
in tone, and polished. 

After reviewing your face-to-face, conversation partner, on-
line realtime, or writing group appointment letter—unless 

it’s your first quarter at the UCWbL—save and send it to 
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the writer and any requested instructor or other third par-

ty. 

Because receptionists review written feedback letters before 
they are sent, once you have read over your written feed-
back letter, save it and then inform the receptionist that 
your letter is ready for review (and sending). 

During your first quarter as an UCWbLer, alert the 

receptionist when you have completed and saved all 

appointment letters. The receptionist will review and 

offer you relevant and helpful feedback to apply to the 

appointment letter at hand or to future appointment 

letters. Once the receptionist has reviewed the letter—

and any revisions have been addressed—the reception-

ist will send the letter to the writer and any requested 

third parties. 
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W r i t e  C o m p r e h e n s i v e  
A p p o i n t m e n t  L e t t e r s  

All letters must contain 5 components: rapport, exigence, 
agenda, methods, and next steps. 

Let ter  Component  1 :  Rapport  

Developing strong rapport is crucial in our work with writ-
ers. To build rapport with writers, peer writing tutors lis-
ten, support, encourage, and communicate in appointments. 

In an appointment letter, you cultivate your rapport with 
the writer by personally addressing the writer with a greet-
ing, thanking the writer for visiting, reflecting on the ways 
you enjoyed working with the writer, offering encourage-
ment and support for their writing process, and/or inviting 

the writer to schedule again. 

Open  You r  L e t t e r  w i t h  Rappo r t  

Hi Erin!  

Thank you for visiting the writing center today and sharing 
your work with me! I felt like I learned a great deal about 
the nursing profession that I did not know before. As my sis-

ter is in the medical field, it felt really cool for me to get a 
glimpse into the world/education that she also received. 
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In this example, Maggie greets the writer by name, thanks 

the writer, and shares a personal connection with the 
writer’s work, all cultivating their rapport with the writer. 

C l o s e  You r  L e t t e r  w i t h  Rappo r t  

Best wishes as you revise your paper to include more para-
phrasing. If you have any further questions or would like 
more feedback, please feel free to make another appointment. 

Happy Writing, 

Maggie 

By offering support for the next steps, the peer writing tutor 
further establishes a supportive rapport with the writer. By 
also inviting the writer to schedule another appointment, 
the peer writing tutor maintains the welcoming nature of 

the Writing Center. 

Let ter  Component  2 :  Ex igence  

An exigence is an issue, problem, or situation that causes or 
prompts someone to write, speak, or act. In your appoint-
ment letter, describe the prompt, genre, or project along 
with the questions or requests that motivated the writer to 
schedule the appointment. By clearly stating the exigence, 

you demonstrate to the writer who reads your letter that 
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you listened to their concerns and situation as expressed 

during the appointment and/or in the appointment form. 

In the following example, a peer writing tutor explains the 
particular exigence motivating the structure and progres-
sion of the appointment. 

You noted that you came to the Writing Center today to get a 

better understanding of the requirements for your L4 Writing 
Proficiency Exam. You brought in a copy of the exam's port-
folio requirements and asked if I could help explain the dif-
ferent types of essays you are required to include. I read 
through the explanations of each (Portfolio Essay, Expository 

Essay, Persuasive Essay, and Narrative Essay) and then 
provided my own understanding of each genre, including 
several examples. 

Here, the peer writing tutor is clear about the writer’s exi-
gence—understanding the portfolio requirements. The 

strategies the peer writing tutor used during the appoint-
ment, including explaining types of essays and providing 
examples, help the writer respond to this exigence. 
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Let ter  Component  3 :  Agenda 

The agenda describes 1, 2, or 3 points of focus. In a letter for 
an appointment, describe the agenda you set and revisited 

throughout the appointment with the writer. Whether you 
stay with the initial agenda or modify it as you go, make 
sure your letter reflects those decisions. In the following ex-
ample, a peer writing tutor describes the writer and peer 
writing tutor's collaboratively set agenda. 

You wanted help structuring your compare and contrast es-
say. I recommended we first identify the topics you want to 
write about and then figure out how to organize those specific 
topics. 

This description of the agenda shows how the peer writing 

tutor collaboratively set an agenda by using the writer’s 
goal—to find a structure to their essay—and then recom-
mending a second agenda item that provides the necessary 
scaffolding to accomplish the writer’s goal. By reading the 
agenda items in the appointment letter, the writer is re-

minded of the appointment goals and has the opportunity to 
confirm what learning happened in the appointment. 
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Let ter  Component  4 :  Methods  

The methods section of a letter includes an account of the 
strategies or approaches you used to work with the writer to 

accomplish the agenda.  

In a letter for an appointment, be specific about the work 
each person did during the appointment and the strategies 
you used to help the writer. Except when it’s accurate to use 
the pronoun we, avoid imprecise attribution of agency when 

describing the appointment. In most cases, sentences in let-
ters should refer directly to the writer or to yourself as the 
subject.  

In the following example, a peer writing tutor appropriately 
attributes agency to themselves and to the writer and in-

cludes specific strategies the two of them used during the 
appointment. 

We read over your instructor's comments together and dis-
cussed what we thought was meant by them, so then you ap-

plied those ideas to the draft itself. Next, we looked at your 
portfolio annotation, and you read it aloud. I suggested how 
to make your annotations stronger by adding specific refer-
ences to places within your portfolio text where you are meet-
ing that goal. 
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By making the distinction between when they worked to-

gether (reviewing the instructor’s comments), when the 
writer was acting (reading aloud), and when the peer writ-
ing tutor was acting (suggesting ways to strengthen the an-
notations), this letter clearly details who did what during 
the appointment. 

By including details about the strategies used in the ap-
pointment (reading aloud, making stronger connections), 
the letter serves as a reminder to the writer about transfer-
able strategies they can employ in the future and potential-
ly teaches an outside reader a new strategy. 

Let ter  Component  5 :  Next  Steps  

Next steps are specific, actionable, realistic tasks that es-

tablish an agenda for the writer to consider as they contin-
ue to work after the appointment.  

When possible in an appointment, next steps should be 
formulated with the writer, taking into consideration the 
collaboratively set agenda. In a letter, the peer writing tutor 

reminds the writer of the next steps they discussed during 
the appointment or offers suggestions of what the writer 
can do next.  
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In the following example, a peer writing tutor describes 

tasks that establish an agenda for the writer’s future work. 

As you continue with the next draft of your paper due at the 
end of this week, I encourage you to locate sources that de-
scribe the treatment of the upper class. You might consider 
asking a reference librarian for suggestions. I find working 

with a librarian often saves me time and gets me some of the 
best sources. Citing these sources in your paper may help you 
strengthen your argument by emphasizing the difference in 
treatment of the various socioeconomic classes of people liv-
ing in New Orleans during Hurricane Katrina. After doing 

so, I recommended you read through the paper out loud a 
few times as to get a better sense of the overall clarity and 
organization of your draft.  

This next steps section is specific in its description of how 
the writer can strengthen their argument by incorporating 

additional sources, actionable in its language (through 
words such as locate, asking, citing, and emphasizing), and 
realistic for the time frame the writer has (later that week). 
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A n n o t a t e d  S a m p l e  L e t t e r :  
F a c e - t o - F a c e  A p p o i n t m e n t  
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Hi Drew, 
!anks for visiting the writing center today 
for the "rst time! I’m glad you found us, and I 
hope my general approach for the 
appointment helped you with your paper. 
Like we talked about this a#ernoon, 
describing the assignment, voicing any 
speci"c concerns, reading through the paper 
aloud, and then discussing any areas that call 
for potential revision are some of the 
common activities in the writing center. 
During your appointment, we discussed your 
summary and response to David Ignatius' 
article on fake news. Since you didn't have 
any speci!c concerns and were just looking 
for another set of eyes to help proofread your 
work, I took notes on anything that caught 
my attention while you read your response 
aloud. 
When you "nished reading, I asked you what 
you thought, and you said that it seemed to 
be pretty solid. I thought you were following 
the assignment guidelines and mentioned 
that there were a few smaller order concerns 
I noticed such as where commas were 
misused instead of a period, a small instance 
of inconsistent verb tense, and a more 
general concern regarding the length of the 
paper's paragraphs. I felt that some of the 
paragraphs were a bit lengthy, one being over 
a single page long, so together we looked for 
breaking points between paragraphs. 
!ough you said you did not have any other 
questions at the end of the appointment, feel 
free to schedule again if you think of 
anything else. Good luck as you take the next 
steps to make the revisions that we discussed 
and turn the assignment in! 
Happy revising, 
Ryan

Ryan outlines the writer's 
EXIGENCE for making the 
appointment by stating the 

assignment, where the writer is in 
the process, and what the writer 

wants from the appointment.

Ryan names the three speci!c 
AGENDA items focused on in 
the appointment and explains 

why and how they were chosen.



A n n o t a t e d  S a m p l e  L e t t e r :  
O n l i n e  R e a l t i m e  
A p p o i n t m e n t  
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Dear Avery,
!anks for sticking with me through the 
technical issues we experienced with the 
webcam during our appointment today. 
Today we focused on word choice, picking up 
where we le! o" last week. 
I understand the challenge you were facing 
with tracking word usage. You told me that 
you are now making small line edits and 
word choice changes, and that you weren’t 
sure how to track word usage in other 
sections without it being something that 
takes a really long time. I’m glad I could share 
my interest in indexing with you! We talked 
about making a subject/theme index for your 
own purposes to have an overall sense of how 
the various sections are cohesive (or not). 
We talked about how to create this index and 
got down some terms before the webcam 
issues came up. #en, we decided to work 
independently and come back together via 
the chat box at the end to compare what we 
had done. Like we planned, I encourage you 
to continue working on these indexes, and 
then we can review them together and 
discuss any questions you have during next 
week's appointment. Feel free to schedule 
either written feedback or online realtime 
again. 
Good luck!
Michelle

Michelle reviews the NEXT 
STEPS they discussed in the 

appointment including a goal for 
the next appointment.

Michelle demonstrates how even 
when there are setbacks or 

challenges in an appointment, 
peer writing tutors can use those 

shared frustrations as 
opportunities to cultivate 

RAPPORT.



A n n o t a t e d  S a m p l e  L e t t e r :  
C o n v e r s a t i o n  P a r t n e r  
A p p o i n t m e n t  
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Dear Chun,
!anks for making an appointment with me 
today to practice your conversational English. 
!e purpose of this letter is to review what we 
worked on and what your next steps are a"er 
the appointment. As I said at the start of the 
appointment, I’m so impressed with how 
many appointments you’ve already had at 
the Writing Center! !at shows a real 
commitment to your own learning and 
growth. From what you told me, it sounds 
like you feel prior tutors have helped with 
your con#dence to speak English and with 
your intonation and pronunciation, 
especially with "th" and "zsh" sounds. When I 
then asked you what goals you have for this 
quarter, you said to improve your sentence 
construction accuracy when you speak and to 
get more practice talking about topics you’re 
not as familiar with. Both goals build nicely 
from your prior goals. I o"en #nd that I am 
more likely to take on new challenges when I 
feel con#dent. Based on your new goals, I 
asked you to pick a topic you are unfamiliar 
with so you could practice. You chose gun 
violence and Chicago neighborhoods. As we 
talked, we would also pause during the 
conversation to discuss new vocabulary 
words and to reference a map of Chicago. 
Your next steps are related to your other new 
goal to improve your sentence construction 
accuracy. As you have conversations in 
English in your daily life, I encourage you to 
pay attention to when you feel you did not 
use accurate sentence structure. Are there 
any patterns when this happens? Types of 
sentences, speaking contexts (class, 
Starbucks, friends, etc.), conversational 
topics? When you have your next 
appointment, you can report back to the next 
tutor any patterns you notice. I know I’m 
very curious to learn about what you 
discover! 
Best,
Susanne D.

!e NEXT STEPS are especially 
strong in this appointment letter 

because Susanne D. connects 
them to the writer's goals, 

identi"es speci"c re#ection 
activities for the writer to do, and 

asks questions the writer can 
consider.

Susanne D. uses a welcoming and 
supportive tone in several places 

in her letter to cultivate 
RAPPORT with the writer. She 
makes encouraging comments 

that serve to commend the writer 
and inspire their continued work.



A n n o t a t e d  S a m p l e  L e t t e r :  
W r i t t e n  F e e d b a c k  
A p p o i n t m e n t  
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Hello Dennis! 
!anks so much for sending in your dra" today for Written 
Feedback. I am intrigued by the work you are doing, and it 
sounds like a great opportunity and really exciting for what 
you want to get into! 
In your appointment, you mentioned that you wanted me 
to focus on whether your sentences were complete and if 
you answered the questions fully as well as a general 
review of grammar, sentence !ow, and structure. I kept 
these concerns in mind as I read. Based on your requests, 
my understanding of the assignment, and having read 
your dra", here are the three areas I think you should 
consider most while you are revising, which I have also 
used to label my marginal comments: 
Further Explanation
I really thought that you hit the answers to the questions in 
this #rst dra", I could clearly understand what your 
answers were in relation to the question that was asked and 
how all of the information you provided related to the 
initial prompt. 
!ere were some places though, where I think you can even 
provide some more explanation to more fully expand on 
your answers so that the depth of your answers comes 
across. A lot of the time in the second question, you 
provided the information that the question asked for (as to 
what section you were relating to), but I would love to hear 
more explanation as to how you were relating to that 
speci#c passage. What within the work experience led you 
to that point? How is it cropping up within the day-to-day 
experience? What are you learning from that that is 
valuable? 
Commas 
!e main grammatical trend that I saw concerned two 
di$erent instances of comma usage that would just help 
clarify for your reader how each part of your sentence is 
relating to the other parts. 
!e #rst comma usage that I think could really help with 
that clarity is to use a comma when you are using an 
introductory word or phrase. !is clari#es for your readers 
that you have not reached the subject of your sentence yet, 
so they understand that this is supplemental material to the 
point that you will be making. I highlighted three instances 
of this in yellow more towards the end of your essay, but I 
would go through the rest of your paper looking for other 
examples of it. 

Julia e!ectively sets 
a collaborative 

AGENDA of no 
more than 3 items 

even though the 
writer has asked her 

to focus on 5 
separate issues. She 
justi"es her agenda 

by acknowledging 
the writer's 

requests, the 
assignment, and her 
own experience as a 
reader of the dra#.

Julia explains how 
she used 

highlighting as a 
METHOD to help 
the writer identify 

comma patterns in 
their dra#.
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!e other thing would be just be to use commas when you 
are putting two independent clauses together with 
conjunctions such as “and,” “but,” etc. !e best way I 
remember this is I question myself if I could make two 
complete sentences out of the sentence I have made. If I 
can, then I should put a comma in-between. I highlighted 
three instances of this in green at the beginning of your 
essay, but I would go through the rest of your paper 
looking for other examples of it.
Here is a great resource that goes into further depth on 
these two topics and provides examples (just make sure to 
scroll to the extended explanation 1/4 of the way down the 
page). !e ones that I refer to are points #1 and #2  :) 
https://owl.english.purdue.edu/owl/owlprint/607/ 
Numbered Lists 
In regards to the structure of your work, this will depend a 
little bit on what your professor is looking for with this 
assignment. !e one thing that I noticed is that you have 
provided a lot of numbered lists within the answer to the 
second question. 
In this speci"c context, I found that it was sometimes hard 
for me to place the information you placed within these 
lists in context of your answers. Are they information from 
the book or refer to lists within the book? It seemed that 
this might be the case, but you provided a lot of examples 
from your experiences within them so I was unsure. I 
would either provide some explanation within the text as to 
how you are using these numbered lists (clarifying what 
information is within them in a sentence or two before the 
list) or if you think it is applicable, work that information 
back within the paragraphs so that I can fully understand it 
in context of the information around it. Just some 
thoughts, and it will de"nitely depend on what your 
preference is/what your professor is looking for :) 
Once again, thanks so much for sharing your work with me 
today! I really enjoyed reading it. :) Please make another 
appointment if you have more questions or would like 
additional feedback. Next time, I would encourage you to 
include a copy of the full assignment to give the tutor as 
much as context as possible.
Have a wonderful day! 
Julia



A n n o t a t e d  S a m p l e  L e t t e r :  
W r i t i n g  G r o u p  
A p p o i n t m e n t

24

Dear Alan, Sylvia, and Emily,
!ank you all for coming to the "rst Writers Guild of the 
quarter! And thank you all for bringing some of your work 
to share. Sylvia and Emily had poems, and Alan had a prose 
piece that is part of a larger collection. 
Sylvia brought a poem that she was considering sending to 
a literary journal's call for submissions on the theme of 
"belonging." !e conversation also focused on the other 
poems she might plan to submit, as well as the order that 
she might place them in. !is poem focused on belonging 
in the world and with other people, and most of the group's 
conversation was about the end. Some group members 
weren't certain about the ending and other suggestions 
were made, including those that moved stanzas around. We 
also talked about what the reader's impression should be of 
the poem's speaker's experience. !e deadline for this call 
for submissions is at the end of the month, and Sylvia plans 
to return with additional revisions. 
Emily also brought a poem, one that she had shared the 
previous summer and was working on again. She shared 
both the previous version and edits that she had made. We 
talked through some of the previous feedback that she had 
received and whether we agreed with wording suggestions 
or had other options to add. !e poem quoted some lines 
from Macbeth, and one group member suggested other 
ways of framing the dialogue so that it might be more clear 
who was saying it. 
Alan had come previously with another prose piece in this 
collection. !e collection focuses on (and then diverges 
from) the real life experience of a friend making a marriage 
that the writer doesn't think is a good choice. Alan is 
writing about this situation as a means of catharsis, and 
while he would like to potentially publish it, he isn't sure 
how due to the personal nature. In addition to talking 
about the piece itself, we also addressed this di#culty and 
shared some of our own experiences with publishing 
personal material with real people who might recognize 
themselves. Alan planned for this piece to be longer, and 
we also talked about how it might potentially end where it 
was. We also talked about point of view in the prose piece 
and what our perceptions were of the characters and 
whether they were what Alan had intended. Alan plans to 
return with other pieces in this series. 
Looking forward to next time!
Christina R.

!is appointment 
letter clearly 

articulates the 
METHODS the 

group used to work 
with each writer's 

piece during the 
appointment. !e 

methods are stated 
in ways that would 

allow each writer to 
revisit their dra" 

and continue 
working on these 
aspects if they so 

choose.
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