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Dear REU students: 

Congratulations again on being accepted into our summer program. I am looking forward to meeting you all! 

First of all, I think it would be nice if you could all introduce yourselves to each other. At the bottom of this message I have attached a list of participants with universities and e-mail addresses. 

Travel Plans
It is time to be making your travel plans. You should arrange to arrive in Flagstaff on DATE and leave on DATE, unless you’ve made other arrangements with me. The only air carrier that serves Flagstaff (FLG) is US Airways Express. Typically, you can fly into Flagstaff, but it’s very expensive unless you can fly US Air all the way.  Prices vary, so be sure to shop around. Most students either drive to Flagstaff, or fly to Phoenix and take the three-hour airport shuttle up from there. There is one shuttle service available, Arizona Shuttle (http://www.arizonashuttle.com/); the fare is $41 each way if you book online.  It is possible to have the shuttle drop you on campus very close to the dormitory. Yet another possibility is Amtrak that goes through Flagstaff, if you happen to live somewhere convenient to Amtrak. 

If you let me know when you are arriving at the airport or train station, I will arrange for you to be picked up. I do recommend that you drive to Flagstaff if at all possible. You will really enjoy having a car to see the surrounding area. 

If you do drive you will need to purchase a campus parking permit after you arrive. The cost of the permit is $116 if you want to park next to the dormitory, and you can download a parking map from http://home.nau.edu/maps/?Maps-QL.  We anticipate that you will be in NAME OF RES HALL dormitories, which has a parking lot code of R###.  We will confirm this as soon as possible so you can purchase your parking pass in advance if you would like.  Otherwise, you can pick it up at the Parking Services building on your first day.  

The program will cover up to $XXX of your travel costs. You need to pay for the tickets yourself, and be reimbursed after you arrive. Save your receipts! If you drive, I will cover mileage at $ 0.445 per mile (up to the $XXX max). If you plan to drive, let me know the estimated round-trip mileage, and then give me a signed statement after you arrive. Other expenses such as meals, motels, or a parking permit can also be covered, as long as the total still comes in under $XXX. Please send me an estimate of your travel expenses as soon as you know them; if I know the cost sufficiently early, I can have a reimbursement check ready for you the first week you arrive. 

Admission to NAU   (Could attach Application Instructions to email instead)
This summer you will be enrolled as a student at NAU. The first step, however, is that you have to be admitted. Please complete the online application for admission ASAP, but no later than DATE. 
1. Please visit www.nau.edu/apply
2. Select “Apply Now” under the Flagstaff Main Campus Heading.
3. Then choose the third option down “Non-Degree”
4. Begin your application -there are 3 sections of the application: About You, Your Family and Submit
a. Once you begin your application and enter in your name and email address you will be sent an email acknowledging that you have begun the application.  This email will also provide you with a link so that you can return to the application if you are unable to complete and submit it one sitting. 
b. If you have applied to the university using this password already, you will get a notification that this email is already in use.  In this case, you will need to use a different email or ask to have your login information sent to you by email.
c. As you progress through the application if information is in the incorrect format or missing you will get a notification to update this information before advancing to the next page.
5. “About You” Section
a. This section is self-explanatory, please read each question carefully and provide your responses
6. “Your Family” Section
a. The very first question is the only one that needs a response.
7. Information provided about your parent/guardian will not be needed on this application if you are over the age of 25. Click on “continue” to proceed to the next section
8. “Submit” Section
a. Please respond to the last two questions and read carefully the agreement statement and check the box.  When you ready to submit your application click on the “Submit” button.
9. In the Promotional Code box, enter in the Fee Waive Code AZ13 and Click on Submit one more time.  If done correctly, you should see a message that says “Thank you! Your fee has been waived”.   
10. You can download a PDF copy of your application at this time.

Within 3-5 business days, you should receive a letter of notification that your application has been received, along with your NAU “LOUIE” account name/ID.  The LOUIE account will enable you to check the status of your admission, register for classes and use the university email.  Please email me and let me know when you have received your acceptance notification from NAU.

Important Note about Immunization Records:  You cannot be enrolled in classes until you have fulfilled the NAU measles immunization requirement. They are serious about this; the computer will not allow you to enroll in classes until this is cleared. Typically, you can have your records faxed from your own institution to the student health center here. Please submit your immunization records to the health center as soon as you have completed the online application for admission; waiting makes my life difficult!  The information is at http://www4.nau.edu/fronske/immunizations.htm.

 
Housing (or attach Housing application information PDF)
The next step is to apply for housing.  Please go to the following NAU site to complete the housing application:  http://home.nau.edu/reslife/default.asp.  
· Click on “Login to the Housing Portal” and login with your new NAU User ID and password.   
· Click on the “Application” Link at the top of the page which will bring you to “Term Selector”.  
· Choose “Summer 2013” and continue filling in your personal information on the following pages.  
· When you get to “Summer Details”, check the REU box
·  At “Summer Contract Type”, choose “Single Student Housing”.  Fill out the remainder of the application and submit it using your NAU User ID.
· Please complete this application by DAY, DATE.

Here is some general information on summer housing at NAU:  

http://home.nau.edu/reslife/summer_workshop.asp. The only meal plans that will be available on campus are “flexi” plans – you can essentially put money onto a debit card and use it to pay for meals. There will be one all-you-can-eat and one a-la-carte facility open during the summer. You will also need to supply sheets, a mattress pad, pillow, blanket or sleeping bag, and towels. The actual size of the bed depends on which dorm we are assigned, so I will have to get back to you on that point.

If you wish to ship a box or bicycle, I suggest shipping UPS or Federal Express to yourself as follows: 
c/o YOUR REU PROGRAM ADMIN ASSISTANT
Northern Arizona University 
PHYSICAL ADDRESS
Flagstaff, AZ 86011 

 The summer weather in Flagstaff is quite lovely. Expect warm and dry conditions during the day (typical maximum in the 80’s) and cool nights. You will want a light jacket for observing at night. The rainy season starts in July, and typically involves brief, strong cloudbursts in the afternoon. If you plan on hiking, bring your raingear. For more information on NAU and Flagstaff, start browsing from the NAU home page at http://www.nau.edu.

Stipend

The total stipend for the summer is $ ___. You will pay income tax, but not social security. Most students prefer to have their checks direct-deposited, and this can be arranged online. You will receive an email request from DEPARTMENT BUDGET MANAGER OR ADMIN ASSISTANT, starting the payroll process in advance of your arrival. Please note that although you will be paid every two weeks, you will not receive your first paycheck until June 15, so please plan accordingly. Because you are starting in the middle of a pay cycle, your first check will only be for 1 week.  I will try to get travel reimbursement checks to you earlier than that. 

Be forewarned that in order to be put on the payroll at NAU, you will need either a valid U.S. Passport with photo or the combination of an original social security card as well as a picture I.D. If you have lost or misplaced your social security card, please apply for a duplicate now.

Thus, your check-off list, in rough order of priority, is the following: 
· submit the online application for admission (by DATE)
· make your travel plans and email me an estimate of the cost (ASAP)
· complete your online housing application (by DATE)
· take care of the measles requirement (by DATE)
· find your original social security card (before you arrive)

Our first meeting will be at TIME, DAY, DATE, in Room ## of the NAME of building at NAU, which is building ### on NORTH or SOUTH campus. I look forward to meeting you either that morning or the day before. Please be sure to e-mail me at EMAIL ADDRESS  if you have questions. If you need to call me, my office number is 928-523-XXXX.  My mobile is 928-XXX_XXXX.


Cheers, 
NAME
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