Date

Dear Mrs. Martin,

You should begin this reflection letter as you would any good document—with an introduction.  This should provide a brief overview of what is to come in the rest of the letter.  This particular cover letter is going to have three parts: a reflection on your position essay, a reflection on CA101 this semester, and advise to my students next semester.

The first part of your essay needs to be a reflection over the position paper revisions.  When you look back and compare the position essay you turned in first with the one you are turning in now, how are those two essays different?  What have you changed/learned about the writing process?  Explain your revision process.  Was there an aspect that you focused on more than another?  Organization? Thesis revision? Was there something particularly helpful to you in regards to revisions?
Be sure and transition between your paragraphs.  You do not need to confine your reflection about your position essay to one paragraph.  Feel free to include several paragraphs on each of the three points.  Remember, the body of this letter should be at least one full page (two pages if it were double spaced, but formal business cover letters are single spaced with a space between paragraphs).  
For the second part of the letter, reflect on the entire semester for this course.  How do you think your writing and speaking have changed, if at all?  What do you think you will walk away with from this course?

For the last part of the reflection, I want you to provide advice to my spring CA102 students.  What would you tell a friend if they said they were in my class?  What advise would you give them?  What do you wish you had known? 
Finally, end with a conclusion to wrap the reflection essay up.  And, don’t forget to fill in and sign the student release at the end of the letter.   Then print this letter out, sign below in both the letter signature space and the permission signature space, and turn it in with your final essay. Please email me if you have any questions.
Sincerely,

[sign by hand and in ink after printing your letter out]

Print your name here
Student Permission
I, (print name)_______________________________, grant permission to Cathlena Martin for reproduction rights of my UCCA101 work to use with future classes.  This permission is solely for educational purposes.  

Signature: ___________________________________    

Date: _______________________________________    

