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[School Name]
[School Street Address]
[School City, State, Zip Code]
Telephone: (XXX) XXX-XXXX
Fax: (XXX) XXX-XXXX

Sent via email to: [Recipient Email Address]

[DATE]
	
RE:   Request for School Records for [Child’s Name] (Child’s D.O.B.: )

Dear [Records Custodian/Recipient’s Name]:

My name is [Name], and I am [Title/Firm]. I work with [Parent/Caregiver’s Name], [Parent/Caregiver’s Relationship to Child] of [Child’s Name] (Child's D.O.B.: ). I am writing to request that a copy of the entire cumulative school record file that you have for [Child’s First Name] be provided to me by mail, e-mail, or fax. Alternatively, I am requesting to inspect and, if necessary, copy [Child’s First Name]’s education records at the school’s expense. 

Pursuant to the Family Educational Rights and Privacy Act (FERPA), [School Name] is required by federal law to grant [Parent/Caregiver’s Name] access to [Child’s First Name]’s education records within 45 days of this request (20 U.S.C. § 1232g (a)(1)(A)). Today is [Date], and you are thus obligated to provide access to [Child’s First Name]’s education records by [Date]. If [School Name] believes it has legal grounds for denying access to any specific record(s) in [Child’s First Name]’s file, [FIRM] requests that you identify the record(s) withheld and the basis for withholding the record(s). 

I am specifically requesting to review, inspect, and, if necessary, copy:
1. [Child’s First Name]’s complete regular education file, special education file, and disciplinary file. 
1. Please be sure to include all:
1. General education report cards and progress reports
1. Attendance records
1. Documents in and screenshots from Special Programs (SP), including but not limited to:
2. The communications log 
2. Document list
2. LRE documentation
2. Consent for evaluation forms
2. Meeting notes
2. IEP progress reports
2. IEPs
2. All special education evaluations, analysis of existing data, and eligibility documents
2. Behavior intervention plan(s)
2. Data collected relating to RTI, BIP implementation, related services, specialized instruction, etc. 
2. Service tracker reports for any and all related services
1. Other special education records, including but not limited to any LRE referrals, LRE team reports, dedicated aide referrals and reports, LOS team referrals and LOS reports
1. Documents relating to 504 evaluations or 504 plans
1. Disciplinary records, including disciplinary reports, incident reports and any suspension notices 
1. Teachers’ notes related to [Child’s First Name]
1. Copies of any formal or informal evaluations or testing done or reviewed, including DC CAS scores, DC BAS scores, PARCC scores and any regular classroom assessments such as DIBELS, Paced Interim Assessments, Fountas and Pinnell or any other standardized assessment

If you will be sending me copies of the file, you can mail them to me at the address below, fax them to me at [Fax Number], or e-mail them to me at [Email Address]. Otherwise, please let me know whom to contact to schedule a time to review and inspect all the above records. 
 
Please find attached an Authorization for Release of Documents and Information signed by [Parent/Caregiver’s Name].

Thank you in advance for your timely response. If you have any questions, please call me at [Phone Number].

Sincerely,
[Name]
[Title]
[Firm]
[Firm Address]
Phone & Fax: [Phone/Fax Numbers]
Email: [Email Address]


