
Planning Checklist

Timeline: 4 - 6 Weeks Before Program Launch

• Identify local CS-related companies, government labs, and startups

• Reach out with introductory emails (see template)

• Track commitments and contact details in a shared document

Timeline: 2 - 3 Weeks Before Visit

• Confirm date, time, location, parking, and agenda with host

• Send student roster and background to host if needed

• Confirm accessibility accommodations or dietary needs

1 Week Before

• Share expectations and logistics with students

• Print nametags and materials

• Confirm transportation (van, ride share, etc.)

Day of Visit

• Arrive 15 - 20 minutes early

• Review professional etiquette with students

• Take photos (with permission)

After the Visit

• Send thank-you email to host

• Debrief with students using reflection questions

• Save feedback or notes for next year

These topics are part of the P2SCS Toolkit to support structured non-technical workshops in undergraduate
computer science programs.
Access more resources at https://www.p2scs-toolkit.com
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