Your Name

Street Address

City, State, Zip Code

Daytime telephone number and email

Today’s Date (include month, day, and year)

Name of school staff on the IEP Team  (case manager or person who seems to be in charge)
Name of School

Street Address

City, State, Zip Code
Re: Jane Doe IEP Meeting on March xx, 2015
Dear (name),

In preparation for my child’s upcoming IEP meeting, I would like a copy of the draft IEP, all proposed Goals and Objectives, teacher reports, evaluations that you will be discussing or relying on, and any documents whatsoever that you will be using to prepare for the IEP. I need these documents in order to be a meaningful member of the IEP team. Please have these available 5 days before the meeting. You can email them to me at xxx@gmail.com or fax me at 203-567-1234. Thanks very much. 
Sincerely,

Your name

