
Request for Parent-Teacher Conference 

Date: [Insert Date] 

Dear [Teacher's Name], 

I hope this message finds you well. I am writing to request a parent-teacher conference regarding 

my child, [Child's Name], who is in your [Grade/Class Name] class. I would like to discuss 

[specific concerns or topics you wish to address]. 

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

availability]. 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] 

[Your Contact Information] 

[Relationship to the Child] 


