Month 1, 2008

VIA FACSIMILE:  (XXX) XXX-XXXX
Mr/s. [NAME]
State Department of Education 

123 Street

Town, State Zip 

Dear [NAME]:

Pursuant to [STATE LAW] and 34 CFR 300.660 et seq., [ATTORNEY NAME], on behalf of [NAME OF STUDENT] and his parent/s, is filing this state complaint against the [DISTRICT] (District) for violations of Federal and State Education and/or Disability Laws.  Based upon the information we have received from a parent of an exceptional student, I believe the District violated its obligation to provide [DIABETES SERVICES AT SCHOOL; BRIEFLY DESCRIBE].
LAW

[BRIEFLY STATE WHAT LAW/S WAS VIOLATED]
FACTS

LIST THE FACTS HERE.  BULLET POINTS WORK WELL, FOLLOWED BY A BRIEF NARRATIVE OF THE FACTS.  DATES, NOTICES, ETC.

[NAME OF DISTRICT] SCHOOL DISTRICT VIOLATIONS

We have identified the following violations of state and federal laws by the [DISTRICT]:

1. [LIST VIOLATIONS]
PROPOSED REMEDIES

1.  [GIVE THE INVESTIGATOR SOME IDEAS ON HOW TO REMEDY THE PROBLEMS]
CONCLUSION

[DISTRICT] has failed to provide [STUDENT] with a free and appropriate public education.

Further, [DISTRICT] has violated federal regulations under the IDEA by failure to [BRIEF STATEMENT OF CONCLUSION].

Respectfully submitted,

YOUR NAME

TITLE

Cc:  [YOUR FIRM]
[If you have any documents or exhibits, you can include them.  Also provide a list of names and phone numbers of parent to call.]
