



This is a template letter to request accommodations under Section 504 of the Rehabilitation Act. A parent can request accommodations under Section 504 if the student is not eligible for special education services under WV Policy 2419 through an Individualized Education Program (IEP). Accommodations under Section 504 can be requested when a child needs physical access accommodations such as ramps/handrails and/or accommodations/modifications to class work but not regarding the delivery of specialized instruction. Send this letter to the 504 Coordinator (this may be the Special Education Director) 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:  Request for accommodations under Section 504 of the Rehabilitation Act
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).
This letter is a request for accommodations under Section 504 of the Rehabilitation Act. (insert your child’s first name) has been diagnosed with (insert your child’s diagnosis). Given this diagnosis, (he/she) should be eligible for a 504 plan as per 34 CFR 104.33. Please arrange for the necessary assessments and/or evaluations and notify me of any actions to be taken. (If you have private evaluations and recommendations) Enclosed are evaluations and recommendations from (Insert name of who provided evaluation and recommendations).
If this request should be denied, please respond in writing with the basis for the denial. Otherwise, please call me at (insert your phone number) with any questions you may have. I look forward to a response within five (5) days of receipt of this letter.
A copy of this letter is to be included in (insert child’s first name)’s educational record.
Respectfully,

(Sign your name)

(Type your name)
Cc: (insert principal’s full name), Principal

