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Internal Approval Brief: Group CPR Training
Use this brief to ask for approval and a budget for group CPR, first aid, BLS, or ACLS training. Fill in each section, attach the written quote, and send it to the person who decides.
How to use this brief
· Type in the blank cells or fill them in by hand. Leave out anything that does not apply.
· Copy amounts exactly from the provider's written quote, and attach the quote itself.
· Mark every date as proposed until the provider confirms it in writing.
· Use your own payroll rates and estimates for internal costs. This brief does not suggest any amounts.
· The budget calculator and the quote comparison sheet at qkchealth.com/resources/group-cpr-training-cost can help with the numbers.
Privacy: keep personal information to what you need. Participant names belong in your training roster, not in this brief. Store the file where only the people involved in the decision can see it.
Decision requested
	Item
	Details

	Decision needed, for example approval to book within a stated budget
	

	Prepared by
	

	Approver
	

	Decision needed by (date)
	

	Budget or cost center to charge
	


Requirement source
Say who requires the training and where the requirement is written. Quote its own words and attach a copy.
	Item
	Details

	Who requires it: employer policy, licensing board, state agency, contract, or insurer
	

	Where it is written: document name, section, and date
	

	Course or card it names, in its own words
	

	Renewal interval or deadline it names
	

	Copy of the requirement attached
	☐ Yes   ☐ No


Courses, cards, and participants
Use the exact course name from the written quote. Split first-time and renewal participants where that changes the course.
	Course name, exactly as quoted
	Card issued
	Pathway: classroom, renewal, or online part plus skills session
	Participants

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Proposed schedule (not confirmed)
A date is not set until the provider confirms it in writing.
	Session
	Proposed date or month
	Location
	Participants
	Confirmed in writing

	
	
	
	
	☐ Yes

	
	
	
	
	☐ Yes

	
	
	
	
	☐ Yes


Quote summary
	Item
	Details

	Provider
	

	Date of the written quote, and how long it is valid
	

	What the price includes: cards, materials, equipment, the online part of a skills session, travel or site charges
	

	What the price leaves out
	

	Per-person amounts
	

	Flat amounts
	

	Total stated on the quote
	

	Minimum and absence terms
	

	Cancellation and rescheduling terms
	

	Invoicing and payment terms
	

	Written quote attached
	☐ Yes   ☐ No


If you compared more than one quote, attach the comparison and say why you chose this one. Compare only quotes for the same course, card, participants, pathway, and inclusions, with the terms in writing.
Internal costs
	Cost
	How it was worked out
	Amount

	Paid participant time: paid hours per participant times hourly cost times participants
	
	

	Coverage or backfill while people train
	
	

	Room or facility
	
	

	Organizer time
	
	

	Other, for example printing, refreshments, or parking
	
	

	Total internal costs
	
	


Ask your payroll or HR team how class time, travel to the class, and required preparation will be paid.
Total estimate
	Item
	Amount

	Total from the written quote
	

	Preparation bought separately, for example an online part
	

	Internal costs
	

	Estimated total
	

	Estimated cost per participant
	


This is an estimate from your own numbers, not a quote or a binding price. The provider's confirmed written quote is the price that applies.
Open questions
	Question
	Who will answer
	Answer needed by

	
	
	

	
	
	

	
	
	


Sign-off
	Name
	Role
	Decision
	Date

	
	
	☐ Approved
☐ Approved with changes
☐ Not approved
	

	
	
	☐ Approved
☐ Approved with changes
☐ Not approved
	


General information only, not medical, legal, or compliance advice. Confirm course and card details with the American Heart Association (cpr.heart.org) and confirm requirements with your employer, licensing board, or state agency. A request for training is not a booking; QKC Health confirms bookings in writing. Full terms: qkchealth.com/terms.
