Put on Letterhead and Delete this sentence

Notice of Completed Eligibility

Student Name:______________________________

Date:_________________________
Re:
Eligibility Meeting

An eligibility meeting was held on Insert Date for Insert Student Name.  We are sorry you were unable to attend.  Enclosed is a copy of the minutes and/or evaluation components for your records.
If there are questions or comments, you may contact me by calling Insert Phone Number.  Thank you for your cooperation with this matter.

Sincerely,

Insert Education Administrator’s Name
cc:

LEA

Enclosures:
Eligibility Minutes

Evaluation Components
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