Sample Quick Conference Reminder Note to Parents
	                           Date

To the Parents of __________________

So sorry to have missed you for (insert the name of the student) conference.  It is important that we conference to discuss _____________’s progress. Please make an appointment to see me. I am available most mornings from (insert available time) or Tuesday – Thursday afternoons from (insert available time) I am also available for phone conferences. Please let me know what will work for you. I can be reached at:

School Phone# ___________________

Email ___________________________

Respectfully,

Your Name
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