Letter 19 – Request to Participate in IEP Meeting 
Via Telephone Conference with Legal Authority 

(Your Name, Address and Telephone Number) 

Date: 

To:    IEP Administrator 

         Address 

RE:    Request to Participate in IEP Meeting by telephone conference 

         IEP Meeting of _____________ (date) for (Your child’s name) 

         School District: 

Dear ____________, 

We have an IEP meeting coming up on __________ (date).  I would like to attend but will not be able to be there because _____________.  

However, the IEP Meeting is important to me and I would like to participate.  

Under 34 C.F.R. 300.345, if a parent cannot attend an IEP meeting, the school “shall use other methods to ensure parent participation, including individual or telephone conference calls.”  

Please arrange for me to participate via a telephone conference call. 

Sincerely, 

(Your Name) 

