
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[School/Organization Name]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this letter finds you well. I am writing to discuss the special 

needs support for my child, [Child's Name], who is currently in 

[grade/age] at [school name].  

[Briefly describe your child's special needs and any relevant diagnosis.]  

I am concerned about [specific issues or challenges your child is 

facing]. It is important for [Child's Name] to receive adequate support 

to ensure their learning environment is conducive to their needs.  

I would like to request a meeting to discuss possible accommodations and 

resources available through the school. It is essential for us to work 

collaboratively to create an Individualized Education Plan (IEP) or any 

other necessary support systems.  

Please let me know your availability for this meeting. I believe that 

with the right support, [Child's Name] can thrive and reach their full 

potential.  

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

response.  

Sincerely,  

[Your Name]  

[Your Signature (if sending a hard copy)] 


