



This is a template letter to notify the LEA that you disagree with your child’s 504 services and want to file a complaint with the 504 Coordinator. Send this letter to the 504 Coordinator by certified mail with a return receipt. Keep a copy for your records.
In order to remove the “TEMPLATE” watermark in MS Word, go to the Page Layout tab in the Page Background group and click Watermark.  Select Remove Watermark.
(Date)
(Insert your name)

(Insert your address)

(Insert name of 504 Coordinator), 504 Coordinator
(Insert name of county) County Schools
(Insert address)

RE:  Notification of Complaint with the 504 Services
Dear Mr. or Ms. (Insert the 504 Coordinator’s last name):
I am the parent of (Insert your child’s full name), a student in the (Insert your child’s grade) grade at (Insert name of your child’s school). I attended a 504 meeting on (Insert the date of the meeting), and I am in disagreement with the plan developed for (Insert child’s first name) and want to file a complaint.
The issue(s) that I disagree with is/are (list and/or discuss the issue(s). I request that you investigate my complaint and then arrange for another 504 meeting in an attempt to resolve the issue(s).

If you are not going to investigate my complaint, please respond in writing with the reasons why within five (5) days.
Respectfully,

(Sign your name)

(Type your name)


