[bookmark: _Toc31688738][bookmark: _Toc31688787]Sample E-mail Template for Suspected Breach Report

From: Course Director (CD)

To: Chair of the Academic Honesty Committee and UPA Email Addresses

[bookmark: Text1]Subject: Report of Suspected Academic Misconduct [Course Code, Section, Term]

[bookmark: Text2]Dear Recipient’s Name,

I am writing to report a suspected incident of academic misconduct. In accordance with the established procedures stated in the Academic Conduct Policy, I am providing the following details regarding the suspected breach.

Details of the Suspected Breach:

[bookmark: Text3][bookmark: Text4]Please provide a detailed description that includes the course, date, time, location, nature of the suspected misconduct, the student's name and ID number, and any evidence related to the suspected academic misconduct. A copy of this report will be included in the student’s academic misconduct file.

Should you require any further information or assistance in this matter, please let me know.

Sincerely,

[bookmark: Text5][bookmark: Text6][bookmark: Text7]Course Director’s Name, Title, Department and Contact Information
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