
Name of School

School Address
Dear Parents/Guardians:
Parent-Teacher Conferences are an important opportunity where we can sit down and discuss your child’s progress in school.  I have scheduled the time and date for our Parent-Teacher Conference.
Please sign and return the lower part of this letter as soon as possible.  I look forward to meeting with you.  
____________________________				___________________________
Scheduled Day							Time of Conference

_____________________________				___________________________
Teacher								Room Number



Name of School

Teacher:  ____________________________		Room Number ___________________

Please check one,

______  I will be able to attend as scheduled.

______ I will NOT be able to attend as scheduled

______ please schedule me for the following time: _________________________________

Name of student:   __________________________________________

Telephone number:  ________________________________________

Parent’s signature:  _________________________________________
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