
[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Teacher's Name] 

[School's Name] 

[School's Address] 

[City, State, Zip Code] 

Dear [Teacher's Name], 

I hope this message finds you well. I am writing to formally request a meeting with you to 

discuss my child, [Child's Name], and their progress in your class this semester. I believe a 

review would be beneficial in understanding their strengths and areas where they may need 

additional support. 

Please let me know your available times so we can arrange a meeting that works for both of us. I 

appreciate your commitment to my child's education and look forward to our discussion. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 


