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CIVIL AIR PATROL

Curry Cadet Squadron

Anytown, USA

Date

Ms. Mary Jones

Principal, Anytown Middle School

123 Pleasant St

Anytown, USA 123456

Dear (Principal Jones),
You expect your school’s team captains, student council representatives, and class officers to demonstrate positive leadership skills. But what does a middle school student really know about being a leader? As a community service, high school aged Civil Air Patrol cadets from (town) who have completed a course in leadership would like to share their skills with up to 20 of your students during the free “Red Ribbon Leadership Academy.” If you’re not familiar with Civil Air Patrol, we are an Air Force-affiliated character program for teens. Our cadets learn about leadership, aerospace careers, fitness, and public service.
Through this workshop, your student attendees will emerge with ideas to help lead your school toward greater achievement and more positive interaction among the students. Moreover, with the workshop coinciding with America’s “Red Ribbon” Drug-Free Awareness Month, the program will challenge your student leaders to promote the drug-free ethic.
This 3-hour workshop would be held on Saturday (date) at (location) from (9am until noon) at (location, or

if you prefer, at your school). Some of the topics students will explore include:

· “SMART” Goals: Learning how to set goals for yourself and your team

· Servant Leadership: Becoming a leader who puts the team’s needs ahead of your own

· Leadership at the Movies: Learning to recognize leadership traits as portrayed by Hollywood

· Team Leadership Problems: Applying leadership skills with challenging and fun hands-on games and puzzles

If you would like to take advantage of this unique opportunity, we would request that you help us publicize the “Red Ribbon Leadership Academy” by granting us permission to display quality promotional posters in your school (such as the one enclosed) and to make one or more brief announcements over your PA system.

We would also ask that you work with your teachers and coaches to determine the best 20 attendees for this opportunity who could transfer what was learned in a positive, proactive manner in the school. A personal invitation from the principal to participate would be quite an honor to these students. Or, if you prefer, forego advertising our program and select the participants yourself.
Please consider this opportunity for your school, and I will follow-up with you via telephone in a few days. Or, if you wish, you may reach me at (phone and email). We want to work with you to help develop the youth of our community.
Sincerely,
JOE SMITH, Major, CAP

Director, Red Ribbon Leadership Academy
