[Greeting]

Welcome to Carleton University. My name is <Insert Name>, I am the <Insert title> of the department of <insert department>. 

As you embark upon your post-secondary education with us in the <insert department>, we would like to extend an invitation to attend Academic Orientation Day 2025. Academic Orientation Day is a mandatory program for all first-year students and provides an opportunity for students to explore their department, discover resources, and meet their peers, faculty members, and departmental staff. 

Date: September 2, 2025
Time: 9:00am - <Insert end time based on departmental schedule>
Location: <Insert classroom location> to view the full schedule please visit the Academic Orientation Day Website. 

On behalf of the Department of <Insert Department>, we wish you the best of luck on your academic journey and look forward to seeing you on September 2.

[Salutation]
[Sign Off]
