
Parent-Teacher Conference Invitation 

Dear [Parent's Name], 

I hope this message finds you well. We would like to invite you to a parent-teacher conference to 

discuss your child's progress and how we can work together to support their education. 

Please let us know your availability during the week of [insert date]. We are proposing the 

following time slots: 

• Monday, [insert date]: [insert time] 

• Wednesday, [insert date]: [insert time] 

• Friday, [insert date]: [insert time] 

If none of these options work for you, please feel free to suggest an alternative time, and we will 

do our best to accommodate you. 

We look forward to meeting with you and discussing your child's achievements and goals. 

Warm regards, 

[Your Name] 

[Your Position] 

[School Name] 

[Contact Information] 


