
Request for Teacher Conference 

Appointment 

Date: [Insert Date] 

Dear [Teacher's Name], 

I hope this message finds you well. I am writing to request a conference appointment to discuss 

my child, [Child's Name], and their progress in your class. I believe it would be beneficial to 

address some concerns and collaborate on their educational journey. 

Could we possibly schedule a meeting at your convenience? I am available on [insert your 

available dates and times], but I am happy to accommodate your schedule if those do not work. 

Thank you for your attention to this matter. I look forward to your reply. 

Sincerely, 

[Your Name] 

[Your Contact Information] 


