Dr. Lennox’s First email
The Orientation Committee Chair (e.g., Academic Program Admin) sends out a detailed kickoff email summarizing tasks and expectations across units.
  
Subject:  Fall Orientation Planning Kickoff – Key Tasks & Timelines
To: Orientation Planning Committee
  From: Dr. Maya Lennox, Academic Program Administrator & Orientation Committee Chair
  Date: June 28, 2025
 
Dear Team,

Thank you for joining the 2025 Fall Student Orientation Planning Committee. With the arrival of our new student cohort just a few months away, it’s time to begin coordinated planning across our faculty teams. The goal this year is to deliver a high-impact, student-centered orientation experience while improving efficiency and collaboration across departments.

Below is a summary of key responsibilities by function and initial next steps.
 
Important Dates
Orientation Week: August 26–30, 2025
Committee Check-Ins: Mondays at 10:00 AM (Starting June 30)
Final Plan Due: August 10, 2025
 
Task Assignments by Unit
Events Team
  You’ll take the lead on venue coordination and overall campus logistics. This includes planning all aspects of the Welcome Breakfast and Panel— from location setup and catering to accessibility and signage. You’re also the point team for managing vendor communication, contracts, and approvals.
Academic Advising & Program Admin
  You are responsible for organizing academic orientation programming, including program briefings and degree planning sessions. This also includes scheduling faculty presenters and student panels and ensuring advising coverage throughout Orientation Week.
Admissions & Recruitment
  Please handle all pre-arrival communication to incoming students, including RSVP coordination and orientation registration. You will also maintain and distribute updated enrollment reports weekly, segmented by program.
Career Services
  Your team will coordinate career-readiness programming, including the career prep workshop and alumni career panel. You'll also curate content for orientation packets such as internship highlights and employer testimonials.
Communications & Marketing
  You’ll oversee the design and delivery of all Orientation-related content. That includes preparing the Dean’s welcome message, developing the digital/print marketing materials, launching the Orientation microsite, and managing social media engagement.
Alumni & Advancement
 You are in charge of selecting and securing alumni speakers for Orientation. You’ll also coordinate bios and photos for promotional use and plan a networking event featuring alumni and community partners.
Reception & Faculty Support
  Please coordinate welcome desks and signage for arrival day, prepare FAQ handouts for students and families, and assemble and distribute departmental welcome kits across buildings.
Immediate Next Steps (for All Units)
Determine which unit you are going to join.
Work with your unit and submit a draft of your unit’s Orientation plan by June 27th (including key deliverables, dates, and team roles).
 
Join the first planned check-in on Monday, June 30th at 10:00 AM via Teams (link to follow). Let’s aim to make this our smoothest Orientation yet — collaborative, creative, and impactful. As you begin tasking your teams, please CC me on updates or questions. I’ll be consolidating all plans into a shared tracker for weekly reporting.
 
Thanks again for your commitment to student success.
 

 Let’s get started!
Warm regards,
  Dr. Maya Lennox
  Academic Program Administrator
  Chair, Fall 2025 Orientation Committee

