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AI-generated content may be incorrect.]Welcome to WKU! Below are the details you’ll need for your first day on the hill.
Start Date and Time
•Date: 
• Time: 

Location
• Building/Office: [include office #]
• Address: [full address to locate building]
• Check-in Instructions: [where to report, who to meet, etc.]

Parking Details
• Where to park on your first day: [temporary pass, visitor spot, etc.]
• How to purchase permit: 

Dress Expectations
• Department expectations: [Business professional / Business casual / Casual ]
• Additional guidance: [e.g. closed-toe shoes, etc.]

Outline of Your First Day [customize]
	8:00am
	Welcome / Breakfast
Office Location 

	9:00am
	New Staff Orientation 
WAB G-25

	11:00am
	Pick Up Parking Permit / ID / Keys 
DSU / Access Control

	11:30am
	Team Lunch 
Location

	1:00pm
	Settle Into Workstation and Begin Reviewing Training Plan and Materials
Office Location

	4:30pm
	Departure


If you have any questions, feel free to reach out. We look forward to seeing you on [Start Date]!
Sincerely,
[Your name]
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