
 

 

 
 



 
        When creating a package, name the package based on the request being made (i.e. Due Process  

         Notification) and the correspondence date (i.e. Due Process Notification – 12/31/17). 

 

 

 

 



 

 

 

 
 

 



 
           

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 
 

 

 

 


