Jane’s suggested email message to be sent to students about a week prior to class:

Hello GIS Trainees – 
You are receiving this because your name is on the roster for the Introduction to Geographic Information Systems Class <insert dates> at the DWR Training Center at 1731 13th Street, San Luis (or Delta) Room. Here is a link to a map:
http://aquanet.water.ca.gov/training/trn_sites/trncentermap.cfm

The class will run from 8:30 a.m. to 4:30 p.m. both days. I plan to break for lunch from 11:30-12:30. There is a tiny microwave oven in the Training Center, but no refrigerator. There is a vending machine with soft drinks. 

Please read the General Student Information from the Training Office website:
http://aquanet.water.ca.gov/training/docs/student_info.cfm
Print it out if you need to -  all of it is important!
If the front door is locked when you arrive, please use the side door in the parking lot. To open the door:
1. Press the 2 and the 4 buttons down together and release, then press the 3 button down and release.
1. Now the door will be unlocked allowing you to enter.
This is an introductory level class; I will assume you have little or no prior experience working with ArcGIS. We will be working in Version 10.  
I recommend that you bring a flashdrive to save a copy of your work and the data we will be using. (The password-protected Kingston flashdrives don’t work with these machines, so bring a different model.) We won’t have access to a printer, and the new virtual machine computers in the Training Center do not have CD burners.

The PowerPoint presentation file I will be using for the class may be copied over from this shared directory:
<insert directory location of your share folder>

You may print slides or handouts from this presentation for use during the class. Since everyone has their own formatting preference for printing PowerPoints,  I am leaving that task to you.  Since there is no take-away workbook from this class (it’s not a low-budget class, it’s a no-budget class) please be sure to bring something for note-taking. 

I look forward to meeting and working with you!  
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