Sample Letter:  Request for Evaluation for Eligibility for Special Education Services
My name

Address

Contact information (phone, email)

Date

Special Education Director’s name

School District Name

Address

Dear Special Education Director:

This letter is to request that our child, Child’s name here, be evaluated for eligibility for special education services.  It is our understanding that within 5 school days of receipt of this letter, we will receive a “consent to evaluate” form we will need to sign before any assessment begins.  Once we have signed and returned the “consent to evaluate” form, it is our understanding that this evaluation, determination of eligibility, and development of an IEP, (if our child is found eligible), must be completed within 45 school days.  We look forward to receiving your consent to evaluate for eligibility form and to talking with you about what specific evaluations, assessments and observations will be needed.

Sincerely,

