
[Your Name]  

[Your Title/Position]  

[School Name]  

[School Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title/Position]  

[Recipient's School/Organization Name]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Documentation for [Student's Name] - Special Education Services  

I hope this letter finds you well. I am writing to provide documentation 

regarding the special education services provided to [Student's Name], 

who is enrolled in [grade/class] at [School Name].  

[Student's Name] has been receiving [specific services or interventions] 

since [date], following the guidelines outlined in their Individualized 

Education Plan (IEP). These services have included [brief description of 

services, e.g., individualized instruction, speech therapy, occupational 

therapy, etc.].  

Throughout this period, [Student's Name] has shown [describe progress, 

challenges, or relevant observations]. The following data has been 

collected to support their growth:  

1. [Specific data point or observation]  

2. [Specific data point or observation]  

3. [Specific data point or observation]  

We continue to monitor [Student's Name]'s progress and are adjusting 

their educational plan as necessary to ensure their continued success. 

The next IEP meeting is scheduled for [date], where we will discuss [any 

specific topics or goals to be addressed].  

Please feel free to reach out if you have any questions or need 

additional information regarding [Student's Name]'s special education 

services.  

Thank you for your attention to this matter.  

Sincerely,  

[Your Name]  

[Your Title/Position]  

[School Name] 


