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[bookmark: _GoBack]Letter/Email to School Administration to Request/Reserve Location for Event

Dear ____________,
My name is (name) and I’m a student and a member of (organization) at (name of school). On (date/dates) from (start time) to (end time), (name of organization) would like to host a student-run CPR training in order to increase the number of students on campus who know how to perform the lifesaving skill of Hands-Only CPR.  We have been given approval/funding by (name of approver, i.e. Administration, Student Government, Residence Life) to host this event.

Please let me know how to proceed with registering this event and reserving a location.

If you have any questions, please feel free to contact me at (phone and email). 

Sincerely, 

Student Name



**Please delete this note after editing the letter above:  This is a generic template for reserving an event. Your campus may have specific room reservation forms, online scheduling forms, or other methods of reserving an on-campus space for an event. Check with your school administration to determine the correct process for your school. 
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