Sample Letter of Confirmation for CPS Certification Renewal Course
Date

Dear __________________: 

Please read this letter carefully! It will serve to prepare you for your upcoming National Child Passenger Safety Certification Renewal Course training on _____DATE_____ at _____LOCATION_________. Directions to the training site are enclosed. 
Dress in comfortable clothing and be prepared to work in and around vehicles. This is a physically demanding class that will require you to climb in and out of cars and install child restraints correctly. If you have physical limitations that may prevent you from completing these tasks, please contact me at ________________ to discuss your situation. 

This Certification Renewal Course is limited to formerly certified Child Passenger Safety Technicians who have, for whatever reason, allowed their certifications to expire but who have maintained their child passenger safety knowledge and their hands-on skills. It is expected that students attempting to renew their certifications have stayed involved in CPS programs and activities, have kept up with changes in the field by reading technical updates, attending other CPS classes, and working with non-expired technicians to keep their installation skills current. If you do not meet this description, please consider retaking the Certification Course to regain your certification.
You will be given a current National CPS Certification Training Program Student Manual during class, but it may be helpful if you obtain one for pre-class review via the cpsboard.org website (www.cpsboard.org/techmanual_ downloads.htm). 

LOGISTICS
The class starts promptly at _____ . You must attend and successfully complete the entire class to become re-certified.  Leave your cell phone on silent while in the classroom. There are breaks throughout the day when you can make phone calls.

Breakfast and lunch are provided in the classroom for a cost of $_______. If you have special food needs, please contact________________________ at ________________. Unless otherwise arranged, all class members will receive the same meal choices. 

WHAT THE COURSE INVOLVES 

The Certification Renewal Course contains three segments: A two hour lecture; CPS skills testing; and a written test taken and graded on-site.  

If you have any questions about the class, the certification process or travel logistics, please feel free to contact me at ______________. I'm looking forward to seeing you at ______________. 

Sincerely, 
