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Freshman Orientation E-mail Templates
	Template #1 – Scheduling A Freshman Orientation Appointment

	When to use
	Use this template when scheduling orientation appointments for your assigned freshmen students.  Schedule your orientation appointments by the deadline given to you by your Director.

	Where to use
	Enter the message below into Navigate on the Schedule An Appointment page in the Comments box.

	Subject line
	Orientation Academic Advising Appointment

	Message
  
	Hello {Insert name of student},
Welcome to UTSA!  I’m your assigned Academic Advisor.  I’m looking forward to meeting you during orientation at your academic advising appointment.  
Please be sure to arrive 10 minutes early to check-in.  Your advising appointment will be located in [Insert name and location of the Academic Advising Center1].
If you completed any AP credit and/or dual credit, please bring this information with you to your advising appointment. This information will be important to ensure you are advised for the correct courses during your advising session.


[Insert Name of the Academic Advisor]
[Insert Name of the Academic Advising Center]
[Insert the Telephone Number to the Academic Advising Center]



1 Make sure to spell out the building name.  Remember, these are new students who may not be familiar with building acronyms.


Replace any information in red with the appropriate information.  







	Template #2 – After the Freshman Orientation Appointment

	When to use
	Use this template when you send the appointment summary e-mails to each student after their orientation appointment.  Send the e-mail to the student no later than 5:00pm the Friday immediately following their orientation.

	Where to use
	Enter the message below into Navigate using the E-mail function.

	Subject line
	Academic Advising Orientation Summary

	Message
  
	Hello [Insert name of student],
Thank you for meeting with me during your orientation at your advising appointment.  We would like to get feedback about your experience with Academic Advising at orientation.  Use the web link below to complete the survey.

Academic Advising Orientation Survey:  https://utsa.az1.qualtrics.com/jfe/form/SV_3Q0hg5IpAGWZhDn 

Also, we reviewed the following information during your appointment: 
· [Insert advising appointment summary specific to student].

Feel free to visit the Academic Advising website for helpful resources and information: http://www.utsa.edu/advising/.  I look forward to working with you on your journey to reach your academic goals.  

Welcome to UTSA!


[Insert Name of the Academic Advisor]
[Insert Name of the Academic Advising Center]
[Insert the Telephone Number to the Academic Advising Center]




Updates to Template #2:
· June 10, 2019 – Added the link to the Academic Advising Orientation survey to the template.
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