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F i r e O p s 1 0 1
[Month, Date, Year]

Dear Fire Ops Participant:

Congratulations! You are registered for Fire Ops 101. We are thrilled that you will be joining us for an experience you will never forget. Your mission is to live a day in the life of a firefighter. On [date], you will dress in full firefighting gear, wear an air mask, ride in a fire engine, conduct a victim search, feel the heat of a real fire, perform defibrillation on a victim of cardiac arrest and much more [specific events may vary from those listed here] . Sound exhaustive? It is! Each adrenalin-filled moment will give you a small taste of a firefighter’s day on the job.

Time is of the essence during the event. Therefore, arriving promptly no later than [specify time] with all your paperwork complete will help us quickly get to the fun part!

A map is included with directions from [city or well-known landmark to location of Fire Ops]. If you will be traveling from another location, please visit [add an Internet link of Fire Ops location].  

Once you have completed check-in, you will assemble with your team to receive your gear, be given a short briefing and begin the event.

The enclosed information and forms will assist you with preparing for the event and ensure a smooth check-in upon arrival:
· Agenda for the event
· Fire Ops 101 Waiver, Release and Indemnification Agreement*
· Medical History Form*
· Firefighting Gear (PPE) Sizing Information and Chart*
· Map of the [training center name]
· Directions to the [training center name]
	
* The Fire Ops 101 Waiver, Medical History Form, and PPE Sizing Chart must be faxed no later than [select a deadline that is roughly one month before the event]. 
Attention: [Name, title, local name. phone, fax, email address]
 
Please Note: Original copies of the Waiver, Release and Indemnification Agreement, Medical History Form and PPE Sizing Chart are also required at check-in.
For questions pertaining to completion of the above forms, please don’t hesitate to reach out via the contact info at the end of this letter.

What to Bring
In addition to bringing original copies of the aforementioned forms, you may bring any personal items you will need for the day. Do not bring any unnecessary valuables (e.g. computers, cameras) that need to be secured. We will have photographers on site to document the event and provide images for you. Any guest you bring MUST check in for the event. Bystanders/observers for this event will be limited to the press and authorized individuals only.

What to Wear
Please wear lightweight clothing. Shorts or khaki pants, and a lightweight cotton shirt are ideal. Your shirt may be short or long sleeved. Wear comfortable shoes and heavy cotton socks. We will provide you with boots, which you will wear for most of the day.

What to Eat and Drink [information below should be confirmed by each local]
On the day before the event, you should drink plenty of water to ensure sufficient hydration. You should eat a reasonable, but light breakfast on the morning of the event. A continental breakfast will be provided upon arrival at the [training center name]. Plenty of water and Gatorade will be available to all participants throughout the day. Instructors will assure that you remain sufficiently hydrated throughout the event. Lunch will be provided.

Should you have additional questions, please contact me at [number, email address]

Well, that’s it - you’re ready to begin! We look forward to a great day with you.

Sincerely,



[name, title]
[Name and number of local]
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