
Report Card Release Plan 

Date: [Insert Date] 

Dear [Recipient's Name], 

We are pleased to inform you about the upcoming release of report cards for the [insert grading 

period] period. The report cards will provide detailed insights into students' academic 

performances and progress. 

Release Schedule 

• Release Date: [Insert Release Date] 

• Time: [Insert Time] 

• Method: [Insert Method of Distribution - e.g., online portal, mail] 

Action Items 

Please ensure that you review the report cards with your child and discuss their progress. This is 

also an opportunity to address any concerns and set future academic goals together. 

If you have any questions or require further information, please do not hesitate to reach out to us 

at [Insert Contact Information]. 

Thank you for your continued support. 

Best regards, 

[Your Name] 

[Your Position] 

[School/Organization Name] 


