
Letter requesting Electronic meeting Attendance 
PARENT NAME

ADDRESS

CITY, STATE ZIP CODE

TELEPHONE NUMBER
Date

(Name of Special Education Director)

(Name of School District)

(Address of School)

Dear (Name of Special Education Director):

I am the parent of child’s name, whose IEP Team meeting has been set for date.   I will not be able to attend the meeting in person.  I request that you arrange for me to attend the meeting by phone so that I may participate as an IEP team member.  If I can participate by phone it will not be necessary to reschedule the meeting.  If my electronic participation cannot be arranged I ask that the meeting be rescheduled to a date and time when I am able to physically attend. 

Please call me if you have questions or need more information.  

Sincerely,

(Your name)


