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-- English Version -

Request for Prior Written Notice
When to Use:

Use this letter when you want formal written notice of any decisions made about your
child’s educational program, as required by IDEA’s “Prior Written Notice” provision
(34 CFR §300.503).

Subject: Request for Prior Written Notice for [Child’s Full Name]
Dear [IEP Coordinator’s Name],

During our meeting on [Date of Meeting], we discussed [Child’s Full Name]’s
educational program, including decisions regarding [Evaluation, IEP, Placement, etc.]. I
am formally requesting Prior Written Notice, as required under IDEA (34 CFR
§300.503), outlining the proposed or refused actions and the rationale behind these

decisions.

Please include a detailed explanation, the reasons for these decisions, and any

supporting data used to make them.

I appreciate your prompt attention to this matter and look forward to receiving this

information soon.
Best regards,
[Your Name]

CC: [Principal’s Name], [Other Relevant Professionals and Family Members]



