Sample Cover Letter

Date

Superintendent’s Name

Address

Dear Superintendent __________:

I am writing you in regard to the document entitled the Declaration of Intent to Provide Home-Based Instruction. I found that your district’s form does not conform to the format prescribed by the Office of the Superintendent of Public Instruction and also required by statute in the Home-Based Instruction Law (RCW 28A.200.010). A copy of the law is enclosed as well as the “prescribed” format by O.S.P.I. The law states:

“The statement (Declaration of Intent) shall include the name and age of the child, shall specify whether a certificated person will be supervising the instruction and shall be written in a format prescribed by the superintendent of public instruction.”

Please note the enclosed letter from Melinda Dyer, Program Supervisor, Home-Based Instruction of OSPI. Clearly, “the only format of the declaration of intent that a parent must provide to their school district, is the enclosed form developed by the Office of the Superintendent of Public Instruction.”

Will you see that your district’s form is brought into alignment with the prescribed format?

Respectfully,

(Your name)

(Your phone number if it’s not on your letterhead)

