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Timeline for planning and implementing your CPR Training Events
1-2 months before event
· Designate a primary leader for your event. Allocate other roles to other members of the group. Meet to assign other duties on this timeline for planning/implementation. 
· Contact administration and the head of Residence Life about event (the order of this communication may change depending on your school). Register event and discuss funding options. 
· Plan out scope of event (estimate number of participants, number of trainings over what time period) and budget required for event. 

1 month before event
· Order CPR in Schools Training Kit(s)™ from American Heart Association (Click Buy Now at heart.org/cprinschools)
· Reserve location on campus to hold training if needed. Fill out appropriate paperwork for school related to reserving the building and a TV/Projection System/DVD player.
· Schedule email blast to students if possible.

3 weeks before event
· Print flyers and posters. 
· If school requires approval of promotional materials, get approval prior to printing. 

2-3 weeks before event (or as appropriate for your school)
· Put up flyers and posters in areas around campus or residence hall. 
· Order food (timing of ordering depends on university).
· Send out first email blast to residence hall floor. 
· Contact other RAs and have them promote event in their residence halls.  
· Create Facebook/social media event.

1-2 weeks before event 
· Send out two email reminders to students to encourage registration.
· Update Facebook event, post reminders on all social media sites, increase excitement.
· Post videos from the AHA CPR in Schools website about CPR (See www.heart.org/cprinschools)

1 week before event 
· Order food for event (timing of ordering depends on University).
· Have the students leading the training familiarize themselves with the CPR in Schools Training Kit™ (watch DVD and review lesson plan) and watch the webinar available once kits are purchased.

[bookmark: _GoBack]Day before the event
· Send email reminder to students who have registered.

Day of event
· [image: ]Bring CPR training kit, giveaways, and incentives to location. 
· Pick up food. 
· Set up manikins and handouts before event starts.
· Test TV/Projection System/DVD player.
· Facilitate training.
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