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Letter/Email to Residence Life Administration

Dear_____ (name of Residence Life administrator)     ,
[bookmark: _GoBack]I am a resident advisor/assistant for a residence hall on campus. On (date/dates), I would like to host a student-run CPR training in order to increase the number of students on campus who know how to perform Hands-Only CPR. Hands-Only CPR is CPR without mouth-to-mouth breaths and is recommended for use by people who see a teen or adult suddenly collapse in an out of hospital setting. Increasing the number of people trained in CPR is beneficial to the community at large as bystander CPR has been shown to improve survival from cardiac arrest. I would like to host this event to fulfill one of the event requirements for RA duties.  I am requesting $(xx) for the event. Please see the attached document for a budget outline. 
I am requesting permission to hold the event in (location). I have already registered the CPR training event with the school administration. Please let me know how to proceed with acquiring or applying for funding and getting the approval of Residence Life to administer this event (attach emails to administration or other emails you have already sent/received). 
I am excited for this opportunity to teach others a lifesaving skill.  The CPR in Schools Training Kit™ that will be used in the training is from the American Heart Association.  The kit comes with 10 manikins, training DVDs, a lesson plan, and a facilitator guide to assist me with leading the training.  I have attached a sample flyer and FAQs about the CPR in Schools Training Kit.  I am also proposing to share the CPR in Schools Training Kits with other RAs so that they may facilitate trainings in their residence halls as well.
The CPR in Schools Training Kit was developed by the American Heart Association (AHA) as a method for educators, school nurses, and even student leaders who are not CPR instructors to teach Hands-Only CPR to others. Thousands of public high schools and middle schools throughout the country are currently facilitating CPR trainings using these kits. The kit can also be used to train school faculty, staff and community members to extend lifesaving skills into the community.
If you have any questions, please contact me at (phone and email). 
Sincerely, 
Student Name
**Please delete this note after editing the letter above:  Please adjust the copy in this letter to fit your needs, organizational/Residence Life structure and college/university climate.
Other paragraphs you may wish to include: 
[image: ]We have included a budget line item for CPR Anytime kits.  These personal kits, which include a manikin, instructional DVD and everything needed to learn CPR, will be given out as prizes and can be used for participants to train additional friends and family. 

We have included a budget line item for CPR Anytime kits. These personal kits, which include a manikin, instructional DVD and everything needed to learn CPR, will be given out to xx participants so that they can train additional students, friends and family.  Our mission is to train many additional people in CPR using the CPR Anytime kits.
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