Print on Letterhead and Delete this sentence

Insert Date
LEA/Agency Name
Street Address
City State Zip
Re:
Student Name
Dear Insert Name Here: 
This student was enrolled in our school from ____ to _____ and was in the referral process for special education upon discharge.  Please note the information contained in the attached documents and continue with the appropriate actions.  
If you need additional information or have further questions regarding this student, please contact me at Insert Phone Number.  Thank you for your cooperation in this matter.

Sincerely,

Insert Education Administrator’s Name
Insert Title
cc:
            parent

Enclosures:
Insert appropriate SOP documents
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