
Letter of Request for Academic Progress 

Meeting 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to request a meeting to discuss the academic 

progress of [Student's Name] in [Grade/Class/Program]. As we aim to support their learning and 

development, I believe it is essential to review their current achievements and any areas for 

improvement. 

Please let me know your availability for a meeting in the coming weeks. I am flexible with dates 

and times and would appreciate any opportunity to connect. 

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

Sincerely, 

[Your Name] 

[Your Position/Relationship to Student] 

[Your Contact Information] 


