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Sample Letter to Request a Meeting with a State Legislator

The Honorable [Name]
[State] House of Representatives
[Address]

Dear Speaker [name]:

On behalf of the Board of Directors of the State Alliance for Arts Education, I respectfully request a meeting 
with you to discuss [bill] in regard to arts education funding for schools as part of the state’s education budget. 
During our meeting, I will provide compelling information that will assist you in making an informed decision 
about this bill and its impact on children in our state.

Please feel free to contact me at your earliest convenience to set a meeting date, time, and location. As always, 
thank you for your time and attention to our request and your steadfast work to support the arts and arts 
education for all children.

Sincerely,
[Name]
[Title]
[Organization]
[Address] 
[Phone number]
[E-mail address] 
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Tips for Visiting a Legislator 
or Legislative Staff
•	 Make an appointment well in advance
•	 Prepare a list of talking points to cover during  

the meeting
•	 Arrive on time, be prepared to wait
•	 Introduce yourself by name and organization
•	 Bring materials describing the Alliance (brochure, 

catalog, etc.) to leave with the legislator
•	 Be prepared to meet anywhere–in an office, hallway, 

or lobby
•	 Deliver talking points in a respectful and relaxed 

manner
•	 Answer questions. If you don’t know the answer, say 

so and offer to find out and provide the answer after 
the meeting

•	 Leave materials you prepared for use by the legislator 
or staff

•	 Thank the legislator or staff member for the meeting
•	 Follow up with a thank-you note and include any 

information promised during the meeting

Tips for Presenting to 
Your Local School Board
•	 Determine the date of the school board meeting and 

the policy for public participation
•	 Provide a courtesy call or email to the President of 

the School Board or Superintendent of Schools to let 
them know that you intend to speak during the public 
participation portion of the meeting

•	 Prepare a list of talking points that can be covered in 
three to five minutes 

•	 Arrive on time, if appropriate sign-in 
•	 When it is time for public participation, walk to the 

podium with your talking points
•	 When welcomed, state your name and review your 

talking points with the members of the Board of 
Education, not the audience 

•	 Answer any questions asked by members of the 
Board or Superintendent 

•	 Ask for follow up by the Board President on any 
actions taken by the Board that relate to your 
concerns/ideas

•	 Thank the Board and Superintendent for their time 
and consideration of your concerns/ideas
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Factors that Support Arts Education:  
How Does Your District Rate? 
The following are factors that indicate a district-wide 
commitment to quality arts education programs for 
all students. These factors were identified in a research 
study conducted by the President’s Committee on 
the Arts and the Humanities and the Arts Education 
Partnership, and published in Gaining the Arts 
Advantage.7

Determine how your district rates in its support for 
high quality arts education programs by rating your 
district on the following scale for each factor below: 
0 – does not meet the criteria
1 – somewhat meets the criteria 
2 – meets the criteria 

Factors that Support Arts Education:
_____ 	Influential segments of the community shape and 

implement arts education policies and programs. 
_____	 The board of education sets a supportive policy 

framework and environment for the arts. 
_____	 The superintendent articulates a vision for arts 

education. 
_____	 The district has implemented a comprehensive 

arts education program aligned to my state’s 
arts standards. 

_____	 There has been continuity in leadership to 
implement a comprehensive arts education 
program. 

_____	 An arts education coordinator facilitates 
district-wide programs and support for arts 
education. 

_____ 	School principals support district policies for 
arts education for all students. 

_____ 	Policies and practices support professional 
development for teachers of the arts. 

_____ 	District leaders develop relationships with 
parents and community to ensure support for 
arts education. 

_____ 	Strong elementary arts programs create a strong 
foundation for system-wide arts programs. 

_____ 	Student needs in the arts are met through 
specialized programs (magnet schools, AP 
classes, etc.) 

_____ 	District leaders use national and state policies 
and programs to bolster local support for arts 
education. 

_____ 	The district promotes reflective practices at all 
levels to improve quality. 

_____   TOTAL 

19–26 	 Most Effective
9–18 	 Moderately Effective 
0–8 	 Least Effective 

How does your district rate? What can you do to be a 
“Most Effective” district?
•	 What leadership skills, policies, resources, and data 

are needed to improve arts education in your district?
•	 Will your board, superintendent, and administrators 

make arts education a priority?
•	 What strategies will you use to make arts education a 

priority in your district?

The following strategies may be helpful to improve the 
quality of the arts education programs in your district 
and school.
•	 Urge your local board of education to adopt your 

state’s Academic Content Standards for Fine Arts. 
•	 Implement assessments in the arts aligned to 

standards in the arts.
•	 Develop performance indicators to measure student 

achievement in the arts.
•	 Include arts achievement on your school’s and/or 

district’s Local Report Card.
•	 Use the arts as a strategy to close the achievement gap 

among students.
•	 Work with parents, colleagues, and community 

members to sustain support for the arts in your 
school and district.

•	 Involve state lawmakers and policy-makers in the arts 
in your district. 

•	 Make a personal commitment to advocate for the arts 

at the local, state, and national levels. 
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7 Gaining the Arts Advantage: Lessons from School. Districts That Value Arts Education 
President’s Committee on the Arts and the Humanities and Arts Education Partnership, 1999
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Web Resources
Americans for the Arts
1000 Vermont Avenue, NW, 6th Floor
Washington, DC 20005
202.371.2830
www.artsusa.org

Arts Education Partnership
C/O Council of Chief State School Officers
1 Massachusetts Ave. NW, Suite 700
Washington, DC 20001
202-326-8693
www.aep-arts.org
 
Dance/USA
1156 15th St. NW, Suite 820
Washington, DC 20005
 202-833-1717
 www.danceusa.org 

Educational Theatre Association
2343 Auburn Ave.
Cincinnati, OH 45219
513-421-3900
www.edta.org 

Kennedy Center Alliance for Arts Education Network 
(KCAAEN)
John F. Kennedy Center for the Performing Arts
2700 F Street
Washington, DC 20566
202-416-8817
www.kennedy-center.org/education/kcaaen/ 

MENC (National Association for Music Education)
1806 Robert Fulton Drive
Reston, VA 20191
703-860-4000
www.menc.org

National Dance Education Organization
4948 St. Elmo Ave., Suite 301
Bethesda, MD 20814-6013
301-657-2880
www.ndeo.org

National Art Education Association
1916 Association Drive
Reston, VA 22091-1590
703-860-8000
www.naea-reston.org 

National Assembly of State Arts Agencies
1029 Vermont Avenue, NW, 2nd Floor
Washington, DC 20005
202-347-6352 
www.nasaa-arts.org

NAMM, The International Music Products 
Association
5790 Armada Drive
Carlsbad, CA 92008
760-438-8001
www.namm.com 

Partnership for 21st Century Skills
177 North Church Avenue, Suite 305
Tucson, AZ 85701
520-623-2466
www.21stcenturyskills.org
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