
Pre-written email templates 
Copy / paste these messages and send to your administration / FA Coordinator / District Budget 
official              
 
Email to LOCAL ADMIN asking to be involved in the process                                                   
              
Dear (insert name of administrator(s): 
 
As we round the corner and turn towards the home stretch of the 2020-2021 school year, I 
wanted to reach out and touch base with you about some needs created by the Covid-19 
Pandemic. 
 
As you know, the recent ESSER Act (Elementary and Secondary School Emergency Relief) is a 
landmark program that has set aside 126 billion dollars for education needs associated with the 
pandemic, the bulk of which is being allocated to the district and school level. These funds are 
being allocated to the district as we speak. 
 
I am not sure what structure or decision-making process our district will use to distribute these 
funds, but I would like to be involved in the process. As you know, the pandemic has 
significantly and adversely affected our music program's students, and these funds could help 
mitigate the damage. 
 
Can you point me in the right direction to be a part of the decision-making process? I am 
excited to help our program and school gain access to the resources we need and deserve. 
 
As always, thanks for all that you do to keep us sane during these insane times.  I look forward 
to hearing back from you. 
 
Sincerely,  
 
(insert name) 
 
 
 
 
 
 
 
 
 
 
 
 
 



Email to DISTRICT ADMIN asking to be involved in the process    
 
Dear (insert names here): 
 
I know this has been an incredibly tough year for you and I want to start this email with a 
simple THANK YOU. The decisions you have had to make and the stress you have been under is 
unprecedented and through it all, you have represented us as a district well. 
 
As you know, the recent ESSER Act (Elementary and Secondary School Emergency Relief) is a 
landmark program that has set aside 126 billion dollars for education needs associated with the 
pandemic, the bulk of which is being allocated to the district and school level. These funds are 
designed to address the inpact of the pandemic and help mitigate the damage it has done and 
the costs assocciated with the recovery process. 
 
I am not sure what structure or decision-making process our district will use to distribute these 
funds, but I would like to be involved in the process. As you know, the pandemic has 
significantly and adversely affected our music program's students, and these funds could help 
mitigate the damage. I would like to be a voice for not just for the music programs in our 
district, but for all of the students we serve. Is there a structure /committee in place for 
determening how these funds will be allocated and distributed? 
 
As always, thanks for all that you do to keep us sane during these insane times.  I look forward 
to hearing back from you. 
 
Sincerely,  
 
(insert name) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Additional email request 
 
Dear (insert names here):  
 
I mentioned a couple of weeks ago that I was submitting a request for ESSER funds.  
 
Since the start of the pandemic, I have been tracking the pandemic's impact and have compiled 
a list of needs and associated costs. I then cross-referenced them with the selection criteria as 
outlined in the ESSER Act. You can view these materials here: (insert Google Doc URL)  
 
I have broken down the request into staffing (instructional loss), instruments request, 
instrument cleaning, cleaning supplies, PPC, and my Impact Report. You can view all of these 
materials by clicking on the tabs at the bottom of the doc.  
 
As you know, the pandemic has significantly and adversely affected our music program's 
students, and these funds could help mitigate the damage.  I would be happy to meet with you 
at any time to discuss the contents of the document and my request. 
 
As always, thanks for all that you do. I look forward to hearing back from you.  
 
Sincerely, 
 
(insert name) 
            
              
  


