Introduction Letter for Special Education
Needs Assessment Meeting

Date: [Insert Date]

To: [Recipient's Name]

Title: [Recipient's Title]

School/Organization: [Recipient's School/Organization Name]

Dear [Recipient's Name],

| hope this letter finds you well. My name is [Your Name], and | am writing to introduce myself
as the [YYour Title/Position] at [Your School/Organization Name]. We are preparing for an
upcoming special education needs assessment meeting scheduled for [Meeting Date] at [Meeting
Time].

The purpose of this meeting is to discuss and evaluate the educational needs of [Student's Name]
and to collaboratively explore potential supports and services that may benefit their learning

experience.

We will be joined by a team of professionals, including [List any other professionals attending],
and we would greatly appreciate your input and insights as part of this process.

If you have any questions or topics you would like to address during the meeting, please feel free
to share them with us in advance.

Thank you for your cooperation and commitment to supporting [Student's Name]. We look
forward to working together to provide the necessary resources for their success.

Best regards,

[Your Name]

[Your Title]

[Your School/Organization Name]

[Your Contact Information]



