Parent’s address

Phone number

Date

Principal

Child’s school

Address

I am the parent of (child’s name), whose date of birth is (birth date) and who is a student in the (grade) grade.

I am requesting that you schedule an IEP meeting as soon as possible in order to discuss the following: (List the issues you want to discuss.)

I am available on the following dates: (List dates)
Should you have any questions or problems with this request, please contact me at: (home) or (work).

Sincerely, 

______________
(Parent’s signature)

