Letter requesting Reports and evaluations in advance
PARENTS 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):

Our child’s MET/IEP Team meeting is scheduled for [date].  I need copies of the evaluations in advance of [date of meeting] in order to properly prepare.  I would like to pick them up this afternoon, if possible.  I must have them on [---date] at the latest.  If I do not have my copies by [---date] we will have to reschedule the meeting.  I will follow this fax up with a phone call to confirm when and how I will receive my copies of the evaluations.

Thank you,

