DATE
Custodian of Records

NAME OF SCHOOL
ADDRESS OF SCHOOL
Re: 
FERPA Request for all of Sally Smith’s records

Name: Sally Jane Smith

Date of Birth: 2/5/10

Class: First grade/Mrs. Johnson
Dear Custodian of Records, 
Please consider this my written request for a copy of all of Sally Smith’s records since her beginning of attendance at Battle Elementary. She began attending Battle Elementary in the Fall of 2017. 
If you need anything further in order to process this request, please let me know. 
I am requesting that you provide an estimate of any copy charges for these records to me in advance. I will not be able to determine whether the copy charges under your school’s policy effectively prevent me from exercising my right to inspect and review the records without knowing the copy charges in advance. I do not agree to pay for blanket copy/mailing charges without informed consent in advance. 
I am entitled to these records under FERPA, The Family Education Rights and Privacy Act, and IDEA, The Individuals with Disabilities Education Act.

Please include all her records, which include but are not limited to: her cumulative file, her confidential file, and her compliance file. Please include all reports written as a result of the school’s evaluations; medical records; summary reports of evaluation team and eligibility committee meetings, notices of action; any correspondence retained between myself and the school officials; any correspondence written between school personnel regarding my daughter including emails; any records maintained by the school nurse, Sally’s teachers, and any member of the IEP team; notes or letters written in connection with any planning or discussions, or any other matters in connection with my daughter Sally Smith. This should include attendance, parent teacher conferences, grade reports, reading test scores prior to entry into the Title 1 reading program, reading test scores related to the reading recovery program, review of existing date report, mental health checklists from kindergarten through current, all AIMS Web and star reading, math and writing assessments from kindergarten to current. Please include any and all personally identifiable information that exists. I am requesting copies of these documents as part of Sally’s educational record. 
I am agreeable to an electronic version of these records being emailed to me at INSERT YOUR EMAIL ADDRESS. If you send these records via email, please know that I am waiving any rights I may also have to a paper copy. If it is easier for you to provide a paper copy of these records, then please call me when these records are ready, and I will pick them up from the main office. 
Thanks in advance for your cooperation.

Very truly yours,

PARENT 
PARENT’S ADDRESS

PARENT’S EMAIL 

PARENT’S CELL PHONE NUMBER 

