
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Organization/School Name]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this letter finds you well. My name is [Your Name], and I am 

writing to you as an advocate for [Child's Name/Individual's Name], who 

has been diagnosed with [specific condition/diagnosis]. I am reaching out 

to discuss the importance of appropriate support and resources available 

for [him/her/them] and to ensure that [he/she/they] receives the 

necessary accommodations to thrive both academically and socially. 

[In this paragraph, outline the specific needs of the individual, 

including any relevant background information and challenges faced within 

the current educational/systematic framework. Mention any observations, 

impacts, and previous interventions if applicable.] 

I believe it is essential for [Child's Name/Individual's Name] to receive 

[specific accommodations/services] to support [his/her/their] growth and 

development. This could include [list specific support, such as 

specialized tutoring, access to therapies, or modifications to the 

learning environment].  

I would appreciate the opportunity to meet with you to discuss how we can 

collaborate in creating a supportive plan for [Child's Name/Individual's 

Name]. Please let me know your availability for a meeting, either in 

person or virtually, at your earliest convenience.  

Thank you for your attention to this important matter. I look forward to 

your prompt response. 

Sincerely,  

[Your Name]  

[Your Title/Relationship to the Child] 


