Progress Report

December 2, 2003

Dear Mr. and Mrs. «Last_Name», 
It is now time for progress reports.  I know all of the students are looking forward to the winter break, but I wanted you to know how «First_Name» is doing.  As of right now «First_Name» has the following grades in these courses:

Math: «Math»
Reading: «Reading» 
Language: «Language»
Science: «Science» 

Conduct: «Conduct»
«Comments»: 
If you have any questions or concerns please feel free to call me up at the school at 555-5555, my break is from 1pm – 2pm. 
Thank you, 

Mr. Pelino
