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Follow-up emails (day 3 / 7 / 15 /
30)
Copy, paste, send — nothing gets dropped.

DO THIS

1. Day 3: “Checking you received my request on [date].”

2. Day 7: “Following up. Please confirm the next step and a date.”

3. Day 15: “I have not received a written reply. Copying the
principal.”

4. Day 30: “Requesting the district special education director be
included.”

5. Always reply on the old email thread so the dates stay together.

SAY THIS

“I want to keep this moving and stay on the same page.”

1  STOP
Hands still. Feet still.

2  BREATHE
In through the nose, out slow.

3  SAY WHAT I NEED
Use your words, not your body.

PRACTICE IT ON A CALM DAY
I DO: I show you. I say the 3 steps out loud.
WE DO: We do the 3 steps together, slow.
YOU DO: You try the 3 steps on your own.
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