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Sample Email to Request 504 Accommodations/or IEP Services:

I am writing because I have noticed that _________________ [name of student] has trouble with _________________.  [Optional:  Include and attach medical documentation or a private psychological evaluation] We would like to have [him/her/them] evaluated as soon as possible for accommodation under Section 504 or special education services under IDEA.  

Please consider this my written and signed consent for evaluation for an IEP and/or 504 plan and services for ___________________. [name of student]. If there is additional or other paperwork that I need to execute, please forward them to me as soon as possible at _______________________.  It is my understanding that this request and consent will trigger an evaluation process to be completed within 60 school days of today's date under federal law 20 U.S.C. sec. 1414 (C)(i). By my calculations, this gives the district until ___________________, to complete this evaluation.  I will expect to meet with the District regarding the result of this evaluation no later _____________________.

. 
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