
Sample Stand Up!  Emails  

Email sent after being referred  
 
Good morning Mrs, Walton, 

Jennifer from the PTA  asked me to reach out to you.


My name is Michael Mertens, and I am a Black Belt instructor at Master Chong's World 
Class Tae Kwon Do. As part of our school's commitment to the local community, we 
provide a bullying prevention and response seminar entitled Stand Up! 

 

The presentation is designed to be appropriate for elementary school age students, 
and emphasizes non-violent but effective responses to common bullying scenarios. 
 Having worked with thousands of school children, our staff are experts at how to make 
the material engaging, memorable and interactive. I have attached a handout that 
describes in more detail the strategies discussed.


I would like to set up a brief phone call to discuss dates and times to bring the 
presentation to Roy B Kelley Elementary.


Can you please provide me with the best day and time to reach you as well as the best 
contact number?


Thank you for your help. 


Sincerely, 

Master Michael Mertens 


Master Chong's World Class Tae Kwon Do




Initial follow up email after program is booked 

Hi Mrs. Walton! 


It was a pleasure speaking to you today. As we discussed, our team will prepare for two 40 
minute presentations, one for K-2 and one for 3-4 on Monday, December 4th, beginning at 
10a.m. In addition, we will plan to videotape both sessions, and I understand that any students 
who are involved will have to have already had the consent of their parents. 


With your approval, we will provide 470 copies of the attached handout so that parents will be 
able to review the "Stand Up!" concepts with their children. Please feel free to let me know if 
you would like to see any of the seven concepts emphasized more or less, based on the 
message you have already been presenting in your school. We consider this program to be a 
collaborative process, and I appreciate your feedback and suggestions. 


You can also reach me at this email or on my cell at 716-912-8503 with any questions. 


Thank you for your cooperation. I look forward to meeting you, and to presenting Stand Up! to 
your students. 


Respectfully, 


Michael Mertens 

Executive Director 

Master Chong's World Class Tae Kwon Do Centers 


Confirmation of Details Email 

Hello Mrs Walton! 
 
I look forward to presenting our STAND UP! seminar at your school on December 4th.  
As planned, we will drop off the handout for the students next week.  

	  
I also wanted to remind you that we typically call on a few students to assist with some role 
play scenarios. Therefore we will rely on the classroom teachers to be aware of any students 
whose parents would not want them to be videotaped.  

	  
Finally, I was wondering if you have a very large portable chalkboard or white board that we 
could use as part of the presentation? If not, it is not a problem.  

	  
That you for all your help and please enjoy a wonderful Thanksgiving! 

	  
Sincerely,  
 
  
Master Michael Mertens  
Executive Director  
World Class Tae Kwon Do Centers 
 
 



 
Post Seminar Email &  

Hi Mrs. Walton!


I just wanted to thank you for the opportunity to present to your 
students. The kids were an excellent audience and very well 
behaved! I hope you heard positive comments about our 
presentation from your staff? Any feedback you can provide 
would be appreciated. 


Also, I left you a packet with some information about our World 
Class Kids fundraising program. It is very popular with both 
students and teachers, and we currently conduct it for dozens of 

schools throughout WNY. Could we set up a few moments to 
speak about bringing that program to 

your school?


Thank you for all your help!


Michael Mertens 

Executive Director 

World Class Tae Kwon Do Centers 
 
 
 
 

	  

	  

	  

	  


