Date

Your Address

City, State Zip

Phone Number

Name of Special Ed Director or Supervisor

Title

Name of Educational Agency

Address

City, MI Zip

RE: Request to review educational records

Dear M . Name:

My son/daughter, name, is a X year old special education student attending Name of School, in the Name of School District. As his/her parent and legal guardian, I wish to review all of her/his educational records in order to prepare for his/her IEPT meeting. I am able to do this review on (date) at (time), or (date) at (time), or (date) at (time). Please respond to me in writing and inform me which of these dates and times is preferable, and the location at which all his/her records will be available for my review. 

For my review, please include every file from every location, including but not limited to: his/her CA-60; his/her special ed file; his/her school psychology file; discipline file, if any; teachers' files; and any other document(s) which bears his/her name. Please ensure that these records include all information recorded in any way, including but not limited to hand written material, printed material, computer media including e-mail and diskettes, video or audio tape, faxes, film, microfilm, and microfiche. Specifically excluded from this request are records or documents prepared for the exclusive use or memory aids of the author of any such document and which has not been viewed or dispersed to any other person or entity other than the author of any such document. 

This request is made pursuant to the Family Educational Rights and Privacy Act, 20 U.S.C. 1232g et seq.

Thank you for your attention to these matters.

Sincerely,

Name

#######

When you go to review the files, bring a pad of blank sticky notes and put one on every document of which you want a copy, so you do not have to take any papers out of order or otherwise disturb the file(s). Also bring a notepad and pencil so you can take notes about documents that are copyrighted. Someone will sit with you when you review the records, but should not talk to you or otherwise disturb you. If someone does, ask him/her to please not disturb you. Place a sticky on the edge of every document you want copied for you. They are allowed to charge you copying costs, but they are NOT allowed to charge you for anyone's time/labor.
