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-- English Version -

Request for Educational Records
When to Use:

Use this letter to request a copy of all school records related to your child, which may

include IEPs, evaluations, and progress reports.
Subject: Request for Educational Records for [Child’s Full Name]
Dear [Principal’s Name],

I am writing to request a copy of all educational records pertaining to my child, [Child’s
Full Name], born on [Child’s Birthdate]. This includes records from all departments

within the school, including the special education office.

I would appreciate receiving these records within five days. Please feel free to contact

me if further information is needed.

Thank you for your attention to this request.
Best regards,

[Your Name]

CC: [Other Relevant Professionals and Family Members]



