The first message may not be needed if a hardcopy was personally delivered to the student, but the second message will be required regardless of the delivery of the form to the student.  Some parts may not apply and may need to be deleted.

COVER LETTER (or body of e-mail messages)


DATE: [today’s date]

TO:  [student’s name)]

FROM:  [your name]

Your behavior in my class (course prefix/number) constitutes a violation of the University and/or my class academic integrity (AI) policy.  Attached is a form describing the details of this violation, the sanctions I intend to impose, and a summary of your rights to appeal my decision.  Because I could not give this to you in person, please reply right now just to acknowledge receipt of this form.  This is particularly important for the appeal process.  If you do not respond, I will send you another copy by registered mail to your official address.

I am also required by University policy to send a copy of this form letter to my Department Head and the AI Council in care of the Provost’s Office.  They are involved in the appeal process, but will maintain the confidentially of this matter.




TO:     [my Dept Head] & Peggy Jones, Office of the Provost

[bookmark: _GoBack]I have conveyed the attached form letter to [student name] via [method of delivery: hardcopy delivery, email, registered mail, etc] on [date].  If you have any questions about this incident, please feel free to contact me.  If you have any questions about the AI policy, the web address for the university policy is listed on the attached form.  
