
Parent-Teacher Conference Request 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[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 request a formal meeting with you to discuss 

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

beneficial to address any concerns and to ensure [Child's Name] is receiving the support they 

need. 

I would appreciate the opportunity to meet on [insert preferred dates and times], but I am willing 

to accommodate your schedule. Please let me know what works best for you. 

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

Sincerely, 

[Your Name] 


