Date: November 5, 2023

Director of Undergraduate Studies Guide
Department of English

Auburn University

Haley Center

Auburn, Al- 36849

Subject: Cover letter for Revised Undergraduate Studies Guide

Dear Director of Undergraduate Studies Guide,

| hope this letter finds you well. I am writing to express my sincere interest in the Director of
Undergraduate Studies Guide of Auburn University. As per Dr. Youngblood’s direction and based
on our class readings | tried to enhance and refine the content to ensure clarity, coherence, and
effectiveness. The goal is to create a comprehensive and evergreen guide that serves its purpose,
providing valuable information to the intended audience while meeting the standards of the
academic or institutional context.

Having thoroughly researched the responsibilities associated with the role, it is evident that the
Director of Undergraduate Studies plays a pivotal role in guiding undergraduate students through
their academic journey. The primary goal, as | understand it, is to provide comprehensive
academic advice, oversee curriculum development, and ensure a positive learning experience for
students. | am particularly drawn to the challenge of aligning the undergraduate program with the
department's overall mission and vision, fostering a conducive environment for academic growth
and success.

In terms of my editorial choices and patterns of emendations, | am committed to maintaining a
standard of excellence in all written materials. | demonstrated a keen eye for detail and a
dedication to upholding linguistic precision and clarity. My editorial choices have consistently
aimed at enhancing the overall quality of written communication, ensuring that information is
conveyed effectively and professionally.

I have made modest adjustments to the undergraduate studies guide, primarily focusing on minor
elements such as the table of contents, contact details, and the overall organization of information.
I introduced tables to enhance the structural clarity of the curriculum. Additionally, | opted for the
use of titles or designations instead of specific names, emphasized certain key information, and
made slight alterations to the cover page. These changes aim to refine the guide while ensuring
a more effective and reader-friendly presentation.

I have implemented a formal and contemporary writing style throughout this document. The
application of this style is evident in various aspects, including the revised table of contents,
updated contact information, and the refined organization of content. Notably, the incorporation
of tables to structure the curriculum adds a professional and organized touch. Overall, the
document reflects a commitment to maintaining a polished, up-to-date, and formal style
throughout its presentation.

I understand that emendations may occasionally be a matter of debate, and | am well-prepared
to engage in constructive dialogue about any potentially questioned emendations. Open



communication and collaboration are key to achieving a harmonious working environment and |
am confident in my ability to navigate such discussions with tact and professionalism.

Regarding the use of track changes, | believe in providing clear and transparent feedback to
facilitate the revision process. | am adept at utilizing track changes to highlight modifications,
comments, and suggestions, making it easy for authors to comprehend and implement the
suggested changes. This approach not only expedites the editing process but also promotes a
collaborative and iterative writing environment.

| am enthusiastic about the opportunity to contribute my skills and experience to the esteemed
Department of English at Auburn University. Thank you for your dedication to this cover letter. |
look forward to the possibility of discussing how my background aligns with the goals and vision
of the department in greater detail.

Sincerely,

Mst Nur E Taj Tamanna
Graduate Student
Department of English

Haley Center

Auburn University

Auburn, Al- 36849

Email: mzt0102@auburn.edu



