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HOW TO USE THIS TEMPLATE: Highlighted text needs to be customized for your activity. If highlighted item doesn’t apply, remove it. Remove all highlights before saving. Be sure to Save As with your Activity Name in the file title so it’s easy for you to find and clear to your parent/guardian recipients. You may add other details that you feel parents/guardians should know. Remove this paragraph after edits are complete. 

MEMORANDUM FOR PARENT/GUARDIAN

FROM:  ACTIVITY/AD
              	
SUBJECT:  Information Letter

     Congratulations on your cadet being selected to attend ACTIVITY NAME; this reflects favorably on their progress and achievement and I am sure no small part on your support of their journey thus far in Civil Air Patrol. We had hundreds of cadets apply and your cadet was one of the XX to get a slot.

     My intent with letter to you is not to go over what was covered in the cadet’s welcome letter which you should have received.  Rather it is to cover some very critical administrative items I need you to be aware of so your cadet’s attendance at ACTIVITY NAME is a smooth process.

Timeline:
15 March 2026: 	Your cadet must accept their slot in writing by emailing me by this date. If it is not made your cadet will be disenrolled and replaced by another cadet on 16 March 2026. 

15 April 2026:	Payment in full is due.  If your cadet withdraws prior to 30 April 2026 a partial refund may be made by NHQ. 

## XXXX ####: 	Paperwork due

30 April 2026	No refunds from this date.

## XXX 2026	Cadets must arrive in LOCATION by TIME

## XXX 2026	(If applicable)Graduation & Dinner, Time and Location. If you wish to attend the dinner there is a cost of $XX per additional person.  If you would like you and your cadet can depart after the dinner to proceed home or to a hotel reservation you have made.  We will have shared hotel rooms for all the cadets already reserved.

## XXX 2026	Cadets must depart by TIME
Grooming Standards.
		Your cadet is expected to meet Civil Air Patrol grooming standards when they arrive. This includes having an appropriate haircut in alignment with CAPR 39-1. If your cadet arrives in non-compliance, the cadet will have the option to go a local establishment to get a haircut that meets the regulation or be disenrolled from the activity. As the parent/guardian, you will receive a phone call if this situation arises. 

Physical Fitness. (Use if applicable to your activity)
      Cadets get sent home just about every year and this is typically related to poor physical conditioning and an honest assessment not being done.  Due to the location and conditions in which most training occurs we need to ensure your cadet is capable of functioning without undue risk to themselves, others or the activity.  
Safety is our greatest consideration in dropping a cadet from this activity.

Financial Responsibility.
      If your cadet must depart early for any reason (fitness, discipline, personal, family, etc.) it is your responsibility for any costs incurred as a result.  So, please take this into consideration when purchasing tickets.  

Medical/Health Service.
We have health service officers on staff to assess what kind of treatment maybe be needed.  We will contact you if anything beyond first aid is needed.  If you have a question about your cadet’s particular medical needs please reach out sooner rather than later.

Food/Meals.
    Outline what your expected food and meals process is in this section. If you have an activity where your location or the nature of the activity means your ability to support special dietary needs is very limited, state that here.  

Communications.
      Outline what expectations parents should have about communications with their cadets. Cadet should be expected to be fully engaged in the curriculum of your activity. If cadets will not have their phones with them, be clear with parents about that situation. If cadets will have personal time to respond to parent messages, share those windows of time. Include that you and your activity staff will be available via email. 

If you have specific concerns you may contact me at EMAIL ADDRESS.




      ACTIVITY DIRECTOR NAME
      Activity Director
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