[Parent Name]
[Address]
[Email Address]
[Phone Number]
[Date]
[Principal or Special Education Director’s Name]
[School Name]
[School Address

Dear [Principal/Special Education Director],
I am writing to formally request a comprehensive educational evaluation for my child, [Child’s Name], who is in [grade/teacher]. I have concerns about their learning and development and would like the school to complete assessments in all areas where difficulties are observed.
Below is a list of the specific concerns I have noted. Please ensure the evaluations cover these areas:


Educational Evaluation Request 
Academic Skills
☐ Reading
☐ Writing
☐ Math
Cognitive / Psychological
☐ Memory
☐ Processing Speed
☐ Attention
☐ Problem-Solving
Speech & Language
☐ Understanding Instructions
☐ Expressive Language
☐ Grammar
☐ Social Communication
Occupational Therapy (OT)
☐ Handwriting
☐ Fine Motor Skills
☐ Sensory Needs
☐ Self-Regulation

Physical Therapy (PT)
☐ Balance
☐ Coordination
☐ Strength
Social-Emotional / Behavioral
☐ Emotional Regulation
☐ Anxiety
☐ Peer Interaction
☐ Following Directions
Functional Behavioral Assessment (FBA)
☐ Behavior Impacts Learning
Assistive Technology
☐ Reading Tools
☐ Writing Tools
☐ Communication Support



I understand that once the school receives this request, testing must begin promptly and the team must complete the evaluation and hold a meeting within the required 45 school days. Please also provide me with the evaluation reports at least 48 hours prior to the meeting.
Please confirm receipt of this letter in writing and let me know the next steps.
Thank you for your time and support. I look forward to working together to better understand and support [Child’s Name].
Sincerely,
[Parent Name]
