[Insert Name of Both Parents]
[ADDRESS 1]
[CITY ST  ZIP]
[MONTH] [dd], [yyyy]
[INSERT PRINCIPALS NAME], Principal

[INSERT SCHOOL NAME]
[INSERT SCHOOL ADDRESS]
[CITY ST  ZIP]
Reference:
[INSERT STUDENT NAME]


DOB: [INSERT STUDENT DATE OF BIRTH]
Dear [INSERT STUDENT NAME],

I am writing to ask that my [son/daughter], [INSERT STUDENT NAME], be evaluated for special education services. I am concerned about [insert student name] performance and progress in school and believe [he/she] may need special services in order to learn. [INSERT STUDENT NAME] is in the [INSERT STUDENT GRADE] grade at [INSERT SCHOOL NAME] and [his/her] teacher is [INSERT TEACHER’S NAME].
Specifically, I am concerned because [insert student name] does not seem to be able to keep up with the demands being put on [him/her] to read and output what he has learned. [THIS IS WHERE YOU INSERT WHAT YOU SEE AS THE PROBLEM AND THE STEPS YOU’VE TAKEN TO TRY TO HELP YOUR CHILD – EXAMPLE: He has been seeing a tutor three times a week for more than six-months. Over this time period his reading comprehension has improved dramatically. However, the speed and accuracy of his reading has improved only minimally. As well, he struggles to output, in written form, even the most basic summary of what he has read or to write a complete sentence. My son is very intelligent, as I am constantly reminded of by all of the teachers he has had at [INSERT SCHOOL NAME]. Therefore, there seems to be a huge discrepancy between his intelligence and his ability to read and output what he knows].
I understand that a determination must be made about the information needed and assessment tools to be used for my child’s evaluation and that I must give written permission in order for [him/her] to be evaluated. I look forward to discussing this matter with you and the appropriate school staff at the earliest opportunity so that [INSERT STUDENT NAME] can be promptly evaluated. At this time I am also requesting that I get copies of the assessment reports at least five-days before the IEP meeting. This will insure that my husband and I have adequate time to review them and prepare any questions we may have for the team.

Please contact me by phone at (888) 555-5555 or email at YOUR EMAIL ADDRESS@yahoo.com to arrange this. Thank you for your prompt attention to our request.







Sincerely,







[INSERT YOUR NAME]
cc: [INSERT NAME OF YOUR SCHOOL DISTRICT] School District/ Director of Special Education

