Pre-workshop logistics email message to students
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Hello [STUDENT FIRST NAME], 

We are excited to meet you at the PROGRESS workshop on [DATE]! We have an awesome day planned for you. This is the beginning of many new professional connections and a new support network. So, here’s what you need to know for [DATE].

Preparing for the workshop:
· If you have not already done so, please complete your pre-workshop survey. 
· You can find the link to your survey in a separate email sent to you from [ORGANIZER]
· If you cannot find your survey link, please contact us at [ORGANIZER EMAIL]. We can send you a fresh link to your survey. 

On the day of the workshop:
· The workshop will start at 10:00 am. Here is the agenda. 	Comment by Milena Guajardo: Link to Workshop website, if created.
· Please plan to arrive 15 minutes early to find the meeting space, use the restroom, and help yourself to the breakfast buffet.
· Food and beverages will be provided, but you may want to bring a refillable water bottle & to-go container for leftovers. 
· Dress in casual attire - whatever you would normally wear to class is fine. 
· You may also want to bring a sweater in case there is limited climate control in the meeting space.

Getting to the workshop:
· The workshop is located at the [LOCATION]. Directions to the workshop meeting space.	Comment by Milena Guajardo: LINK direction information

Please contact us at [ORGANIZER EMAIL] you have any questions. 

Looking forward to meeting you on [DATE]!

All the best,
[ORGANIZER]
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Hello [STUDENT FIRST NAME], 

The PROGRESS workshop is THIS WEEK! Here are some reminders for [DAY OF THE WEEK].

Preparing for the workshop:
· Attached you'll find a letter for your professors explaining your absence.	Comment by Milena Guajardo: If applicable
· If you have not already done so, please complete your pre-workshop survey. You can find the link to your survey in a separate email sent to you from [ORGANIZER].
· If you RSVP'd in the last few days, your survey will be coming soon.
· If you cannot find your survey link, please contact us at [ORGANIZER EMAIL]. We can send you a fresh link to your survey. 

On the day of the workshop:
· The workshop will start at 10:00 am. Here is the agenda. 	Comment by Milena Guajardo: LINK
· Plan to arrive 15 minutes early! Give yourself time to find the meeting space, use the restroom, and help yourself to the breakfast buffet.
· Food and beverages will be provided, but you may want to bring a refillable water bottle and a to-go container for leftovers.
· Dress in casual attire (whatever you wear to class).
· You may also want to bring a sweater in case there is limited climate control in the meeting space.

Getting to the workshop:
· The workshop is located at the Atrium in the University Maryland’s Stamp Student Union. Click HERE for directions & parking information.	Comment by Milena Guajardo: LINK

Please contact us at  [ORGANIZER EMAIL] if you have any questions. 
Looking forward to meeting you on [DATE]!

All the best,
[ORGANIZER]
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Hello [STUDENT FIRST NAME], 

We are looking forward to meeting you at the PROGRESS workshop at [UNIVERSITY] TOMORROW!

Preparing for the workshop:
· Attached you'll find a letter for your professors explaining your absence.	Comment by Milena Guajardo: If applicable
· If you have not already done so, please complete your pre-workshop survey. You can find the link to your survey in a separate email sent to you from [ORGANIZER].
- If you RSVP'd in the last few days, your survey will be coming soon.
- If you cannot find your survey link, please contact us at [ORGANIZER EMAIL]. We can send you a fresh link to your survey. 

On the day of the workshop:
· The workshop will start at 10:00 am. Here is the agenda. 
- Plan to arrive 15 minutes early! Give yourself time to find the meeting space, use the restroom, and help yourself to the breakfast buffet.	Comment by Milena Guajardo: LINK
· Food and beverages will be provided, but you may want to bring a refillable water bottle and a to-go container for leftovers.
· Dress in casual attire (whatever you wear to class).
- You may also want to bring a sweater in case there is limited climate control in the meeting space.

Getting to the workshop:
· The workshop is located at the Atrium in the University Maryland’s Stamp Student Union. Directions & parking information.	Comment by Milena Guajardo: LINK

Please contact us at [ORGANIZER EMAIL] if you have any questions. Looking forward to meeting you on [DATE]!

All the best,
[ORGANIZER]
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