Request for School Records
(Date)

(Mr./Ms. Principal’s Name)

(School Name)

(School Address)

Dear (Mr./Ms. Principal’s Name):

My (son/daughter) is in ____ grade at ____________ school.  I am writing to request a copy of (his/her) school records.  Please provide any testing results, evaluations, correspondence, and anecdotal records.  If there is any copying cost for these records, please let me know.

You can contact me by way of the information below, and I can arrange to pick up the records.  

I appreciate your prompt attention.

Sincerely,

(Your Name)

(Your Contact Information)
