Hi <NAME>,

It is with great pleasure that I welcome you to the Daniels, School of Business! 
Your first day will begin in <Place and time>.  I’ll meet you and show you around the building and our suite of offices.   Parking on campus requires a parking permit and below is a link to obtain yours.  https://www.purdue.edu/parking/faq/permits.html.   The parking garage directly across the street (Wood Street Garage) requires an “A” permit but other options are available.    
You can also order your Purdue ID card by visiting this website:  https://www.purdue.edu/business/card/purdue-id/getting-my-id-card.php
On that first day, you’ll have a chance to learn more about the <Department name>  and how you can contribute to its success.  You’ll tour the building and have a chance to settle into your office space.  <OPTIONAL - A small group will take you to lunch and share tips and information on where to find things and who to ask.>   This week, and beyond, you will be scheduled in various one-on-ones and/or staff meetings to introduce you to the area and Krannert in general.  
Our school is currently piloting an orientation program called “New @ Purdue”.  It includes a series of modules that cover benefits information and many other topics to help build your foundation at Purdue.  I’ll show you this and other information during your first week.
Do not hesitate to contact me if you have any questions or need any assistance.  We are looking forward to having you join us!!


			



