March <___>, 1998

<Name>

<Institution>

<Address>

Dear <Title> <Name>:

On behalf of the planning committee, I want to thank you for agreeing to be a panelist at the 8th annual California Forum for Diversity in Graduate Education.  The Forum will be held at the University of San Francisco, San Francisco, from 8:30 a.m. to 4:30 p.m. on Saturday, April 18, 1998.

Your panel, entitled, “Discipline Workshop for <Workshopname>” is scheduled for <Time> in <Room>.  The other panelists for this workshop are:

· <Speaker1>
<Criteria1>

· <Speaker2>
<Criteria2>

· <Speaker3>
<Criteria3>

The panel will be moderated by <Moderator>.

The discipline-based panel was designed to provide students with an idea of what doctoral study entails in the various fields of the academy, and particularly to provide a glimpse of what faculty expect of students.  We suggest that each panelist speak for 8 to 10 minutes and devote the rest of the hour to answering students’ questions.  The following are topics you may wish to address.

· How can students who are still finishing an undergraduate or Master’s degree best prepare for applying to a doctoral program in your field?

· What is expected of a doctoral student in your field in terms of workload, research and exam preparation?

· What constitutes “the dissertation” in your field; how long does it take, and how should one approach formulating a viable topic?

· What is the average time to degree, and how would you advise a new graduate student to structure his/her time to keep within the time frame?

· What are the prospects in your field for careers within and outside academia; can a Ph.D., recipient in your field make a “good” living?

· How can someone with a doctoral degree “give back” to the community?

We encourage you to coordinate your presentation with your fellow panelists prior to April 18 in order to cover all the essentials and to avoid duplication.

Enclosed are a brochure describing the Forum, an agenda of the day’s activities, and a map of the University of San Francisco.  Please pick up a parking permit at the USF parking booth on Golden Gate Avenue where you will be directed to a nearby parking lot.  When you arrive, you should pick up your nametag and a Forum packet at the registration area in the McLaren Center.  The hospitality suite is also located in the McLaren Center, Room 251.

Box lunches will be provided for panelists in the Memorial Gymnasium between 11:00 a.m. and 2:00 p.m.  Please call me by April 10, if you are planning to have lunch at the Forum.  We are working with a tight budget and would like to order the appropriate number of lunches.

We greatly appreciate your participation in the Forum.  We hope that in addition to participating on your panel, you will be able to look in on some of the other panels and stop by our general advisement table and talk individually with students.

In the event of a last minute emergency or delay, a message line will be available at USF (415‑422-2865) on Friday, April 17 and Saturday, April 18.

Should you have any additional questions, or need to reach me prior to the Forum, please feel free to contact me at (707) 664-2215, or by e-mail to elaine.sundberg@sonoma.edu.

Sincereley,

Elaine A. Sundberg

Chair, Program Subcommittee and

Director, Graduate Studies, Sonoma State University

Enclosures

cc:
If the chair of the subcommittee is sending out the letter, there is no need for a cc.  However, if a member of the subcommittee is sending out the letter, the chair should be copied.

