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[Month Day, Year]
[Parent/Guardian Name]
[Street Address]
[City], Michigan [ZIP]
Subject: Invitation to [Student Name]’s [IEP Team / Section 504] Meeting
Dear [Parent/Guardian Name],
You are an essential member of [Student First Name]’s team, and we would like to meet with you. This letter accompanies the official Notice of Meeting. It explains the meeting in plain language and how to prepare.
Meeting Details
Date: [Day, Month Day, Year]
Time: [Start time] (about [60] minutes)
Location: [Room, School Name, Address] or by [phone/video]: [how to join]
Purpose: [Annual review of the IEP / Initial eligibility determination / Review of the Section 504 plan / Reevaluation planning]
Who Is Invited
Table 1. People invited to the meeting and their roles
	Name
	Role

	[Parent/Guardian Name]
	Parent or guardian

	[Student Name]
	Student (invited when appropriate, and required when transition is discussed)

	[Name]
	General education teacher

	[Name]
	Special education teacher or provider

	[Name]
	District representative

	[Name]
	Person who can interpret evaluation results

	[Name]
	[Related service provider, e.g., speech-language pathologist]



Your Rights and Options
1. You may bring anyone you choose who has knowledge or special expertise about your child, including a family member, friend, or advocate.
1. If the date or time does not work, contact us and we will find a mutually agreeable time.
1. You may request an interpreter, including a sign language interpreter, or documents in another language or format at no cost.
1. You may ask to review your child’s records before the meeting.
1. You will receive a copy of your Procedural Safeguards Notice, which explains your rights under the Individuals with Disabilities Education Act (IDEA) and the Michigan Administrative Rules for Special Education (MARSE).
How to Prepare
1. Think about what is going well for your child and what you would like to change.
1. Write down your goals for your child this year.
1. Gather any reports from doctors, therapists, or outside programs you want the team to consider.
Please Respond
Please let us know by [date] whether you can attend, using any of these options: call [Name] at [Phone], email [Email], or check a box below and return this page with your child.
 I will attend at the scheduled time.
 I want to attend but need a different date or time. Please contact me.
 I need an interpreter or an accessible format. Language or format needed: [write here]
Sincerely,

[Name]
[Title]
[School Name], Gwinn Area Community Schools
[Phone]  |  [email@district.org]
Accessibility and Language Help
If you need this document in another format (large print, braille, audio, or accessible electronic file) or in another language, or if you need an interpreter for a meeting, contact Special Education Office, Section 504 Compliance / ADA Coordinator (with the Superintendent), at (906) 346-2775. There is no cost to you.
The Board of Education does not discriminate on the basis of race, color, national origin, sex (including sexual orientation or gender identity), disability, age (except as authorized by law), religion, military status, ancestry, or genetic information (collectively, Protected Classes) in its educational programs or activities. The Board also does not discriminate on the basis of Protected Classes in its employment policies and practices as they relate to students, and does not tolerate harassment of any kind. ... The Board designates the following individuals to serve as the District's Compliance Officers (also known as Civil Rights Coordinators) ... Superintendent 906-346-9284 50 West M-35 PO Box 447 Gwinn, MI 49841 [and] Gwinn Middle/High School 906-346-9247 50 West M-35 PO Box 447 Gwinn, MI 49841
Questions about this policy may be directed to Dr. Sara Croney, Superintendent; District Compliance Officer / Civil Rights Coordinator, at (906) 346-9284.
Template note: Delete this note before sending. This letter does not replace the required Notice of an IEP Team Meeting or Section 504 notice generated by your special education system; send both. Confirm required content and timelines with your special education director.
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