[image: ]Post-Election Transition Toolkit for ESAs
Practical tools for building relationships with newly elected and returning policymakers
	Use this toolkit during the first 30 days after an election to organize outreach, prepare concise district profiles, make an effective first contact, and move relationships toward meaningful briefings and site visits.


Included tools
1. Transition Map Template
2. District Profile Checklist
3. First-Contact Message Template
4. ESA Site-Visit Invitation Template
5. Post-Election 30-Day Workflow
Designed for nonpartisan relationship-building and adaptable to state, regional, and local contexts.


1. Transition Map Template
Use one row for each newly elected official, key returning member, or priority office. Keep this as a living document and update it as committee assignments, staff contacts, and follow-up opportunities become clear.
	Contact / office
	Status
	District profile
	Likely role or committee
	ESA connection / messenger
	Priority issue or interest
	First contact
	Next step / date

	


	


	


	


	


	


	


	



	


	


	


	


	


	


	


	



	


	


	


	


	


	


	


	



	


	


	


	


	


	


	


	



	


	


	


	


	


	


	


	



	


	


	


	


	


	


	


	




Suggested status labels: New officeholder • Returning member • Leadership • Committee priority • Relationship established • Follow-up needed


2. District Profile Checklist
Prepare a one-page profile before outreach or a meeting. The goal is not to provide everything about your ESA. It is to give the office a fast, locally relevant picture of whom you serve, what you do, and why it matters.
	☐
	Legislative district number and a simple regional map



	☐
	Districts, students, communities, and counties served



	☐
	Key local context: district and ESA typology, enrollment trend, workforce needs, poverty, or other relevant facts



	☐
	ESA services used by districts in the area



	☐
	Two measurable examples of regional value or implementation capacity



	☐
	A short district- or student-centered story, with appropriate permissions



	☐
	One clear contact name, title, email, and phone number



	☐
	A specific invitation: briefing, listening meeting, program visit, or regional roundtable



Keep the profile useful
• Lead with the policymaker’s district, not your organizational history.
• Use plain language and concrete numbers.
• Choose evidence that demonstrates both value and the ESA’s ability to implement policy regionally.
• End with a clear next step or invitation.


3. First-Contact Message Template
Use shortly after results are confirmed. Keep the message congratulatory, nonpartisan, local, and focused on beginning a relationship.
	Subject: Congratulations and an introduction to [ESA name]

Dear [Title and Last Name],
Congratulations on your election to represent [district/region]. We appreciate your willingness to serve the communities, students, and families in our region.
[ESA name] supports [number] school districts and their students through [two or three services or areas of support]. We work with districts to help turn state policy into practical services, particularly in areas such as [locally relevant examples].
We would welcome the opportunity to provide a brief, nonpartisan introduction to the region’s schools and the work of our ESA. We would also value hearing about the education issues you heard most often during the campaign.
If useful, we would be pleased to arrange a short briefing or a visit to [program/site]. Thank you again, and we look forward to working with you in service to students and communities.
Sincerely,
[Name]
[Title]
[ESA name]
[Contact information]




4. ESA Site-Visit Invitation Template
Use after an initial introduction or when a program, service, or regional partnership offers a strong way to show the ESA’s role in action.
	Subject: Invitation to see regional public education services in action

Dear [Title and Last Name],
We invite you to visit [program/site] on [date options] to meet educators and see how [ESA name] supports students and school districts across [region]. The visit will provide a brief overview of [service or program] and an opportunity to hear directly from district and ESA staff about local needs and regional solutions.
The visit would last approximately [length of time]. We will provide a concise regional briefing and reserve time to hear your questions and priorities. Please let us know whether one of the proposed dates works for you, or whether we should identify another time.
Sincerely,
[Name]
[Title]
[ESA name]
[Contact information]


Site-visit planning prompts
☐ What can the policymaker see or hear that cannot be conveyed as well in a fact sheet?
☐ Which district, educator, student, or community voice should be included?
☐ What one or two outcomes should the visitor remember?
☐ What is the natural follow-up after the visit?


5. Post-Election 30-Day Workflow
Use this sequence to move from election results to organized, relationship-based outreach before the legislative session or new term is fully underway.
	Timing
	Action
	Owner
	Complete / notes

	Days 1–3
	Confirm results; update the transition map; identify new officeholders and priority returning members.
	Executive director / advocacy lead
	☐



	Days 4–7
	Send neutral congratulatory messages and a short ESA introduction.
	Executive director / communications
	☐



	Days 8–21
	Schedule listening meetings, briefings, or site visits; engage appropriate local messengers.
	Advocacy lead / program leaders
	☐



	Days 22–30
	Document contacts, interests, questions, and follow-up commitments; refine the January outreach plan.
	Advocacy team
	☐




At the end of 30 days, your ESA should have:
☐ A current map of priority policymakers and relationships
☐ A concise profile for each priority district or office
☐ Initial outreach completed and documented
☐ Meetings, briefings, or site visits underway
☐ Clear follow-up commitments and owners
☐ A refined outreach plan for the start of the new term or session
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