Advice Template for Asynchronous Online Tutoring
Hi [Student’s Name],

Congratulations on your progress in writing your paper My suggestions for your further improvement of the draft are included in this message.  (You may modify these statements if you wish, but keep the same message).

The rest of your message will verify to see if the writer has followed the checklist below.  If you answer positively or “yes” to these questions when reading the draft, then transform these observations into positive comments about the draft.  Comment in more detail on the questions that receive a negative response.  Include Hot Links where there are issues (i.e, links to electronic grammar , essay organization, handouts, etc.).  A list of Online Writing Labs (OWLS) with good electronic links appears in the Writing Centre Community on the JAC Portal.
Please make sure your message follows the order of the questions.


1. Note strengths of the draft and then outline general suggestions for improvement …

2. Management of the Assignment

-  What is the paper’s thesis?

- Who is its audience?

- Has the student fulfilled the assignment’s requirements?

- Has the student written the paper according to required conventions of the assignment?  (Check the teacher’s requirements.)
3.  Arrangement and Structure

- do the paragraphs progress logically form one idea to the next?

- Are there transitions from one paragraph or idea to the next?

- Is there an introduction?  Is there a conclusion?

4.  Substance:  Explanations and Arguments

-  Does the essay develop and support its central idea?
-  Does each paragraph have a topic sentence and relevant details?

-  Does the student successfully integrate quotes and secondary sources?

-  Are those sources properly cited in either the MLA or APA style, and does the document include a   Works Cited page, if required?

5.  Readability, Style and Mechanics

-  Is the student’s tone appropriate to the paper (not too formal or informal)?

-  Are there major grammar errors so severe that they impede the ability of a reader to make sense of the writing?


- sentence control (fragments, run-ons, fused sentences, comma splices)


- verb tense shifting, usually between the present and the past


- subject-verb agreement, dropping the “s” on the third-person singular

- paragraph control (the single paragraph, giant paragraphs, paragraphs with information not related to the topic, paragraphs with no clear topic).

6.  Summary of tutoring activity (words of encouragement, you may want to advise the writer to resubmit or visit the Writing Centre for a little more work on the activity).

Your name,

The Writing Centre

John Abbott College

Adapted from the University of Maryland University Colleges Effective Writing Center’s advice template in Leigh Ryan’s and Lisa Zimmerelli’s The Bedford Guide for Writing Tutors, 4th Edition, Bedford/St. Martin’s,  Boston: 2006, pp. 78-79.
