[date]  
Dear [name of Principal or Special Education Director]:  
I am writing to request an educational evaluation to determine whether [name of student, date of birth], who attends [name of school, grade level] has a disability, and to determine whether educational interventions or special education services may be appropriate. I am concerned in particular about [student’s skills in a particular subject or student’s behavior in certain settings]. Please let me know how I can best support the educational evaluation process. I would be happy to provide any relevant information to help the school complete this evaluation.  
Please call me at [phone number] to respond to this request, and forward to me at any documents I need to sign to help the school begin this process.  
Thank you in advance for your attention. 
 
Sincerely, 
[name of family member, clinician, or concerned other]

[ address] 
