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Template 5: Request to Modify/Change Educational Records
When to Use:

If you have reviewed your child’s educational records and found inaccuracies, you can
request corrections under IDEA and FERPA.

Subject: Request to Modify Educational Records for [Child’s Full Name]
Dear [Special Education Administrator’s Name],

After reviewing my child, [Child’s Full Name]’s, education records, I am requesting

corrections to the following sections due to inaccuracies:
[List each document, the inaccuracy, and the requested changes.]

I am requesting that these corrections be made promptly. Please confirm in writing

when the changes have been made or if further clarification is needed.
Thank you for your attention to this matter.

Best regards,

[Your Name]

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



