
Inquiry for Special Education Admission 

Procedures 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient's Name] 

[Title] 

[School or Institution Name] 

[School Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to inquire about the admission procedures for 

the special education program at [School or Institution Name]. My [son/daughter], [Child's 

Name], is currently [insert age/grade] and has been identified as needing special educational 

support. 

Could you please provide information regarding the following: 

• The application process for special education. 

• Required documentation and evaluations. 

• Timeline for admissions and assessments. 

• Contact information for further inquiries. 

Thank you for your assistance. I look forward to your prompt reply. 

Sincerely, 

[Your Name] 


