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[Parent Name/Mailing Address] 

[Date] 

___________, Director of Special Education
[School District or Charter School]

Re: [Your Child’s Name and School]  
			
Dear __________:

An IEP meeting regarding my child, [Name of Child], a student at [Name of School], is scheduled for [Date and Time of IEP Meeting].  

As a parent, it is important for me to have a full understanding of my child’s educational needs so that I can meaningfully contribute to the IEP team meeting. In order to prepare for the IEP meeting, I would appreciate it if you would send me copies of the following records: 

[Select which records you want and draft letter accordingly]

· My child’s current IEP.
· My child’s prior IEPs for the last () school years. 
· All special education and regular education progress reports regarding my child for the last () school year(s).  
· Copies of the results of any standardized tests given to my child during the last 
() school year(s), including state and district-wide assessments and any reading assessments.  If accommodations were provided to my child during the tests, please provide records identifying the accommodations.  
· Copies of the results of any special education evaluations conducted regarding my child, including all tests, procedures, and records regarding my child that will be provided to school personnel attending the IEP meeting. 
· Policies and procedures for developing, reviewing and implementing IEPs of the [Name of School District or Charter School]. 
	
Please send these records to me at least one week before the IEP meeting so that I have enough time to review them beforehand.  If you have any questions about this request, the best way to reach me is [by phone and/or e-mail - provide specific number and/or address].  Thank you.   
	
Sincerely, 
Parent
