March 29, 2011

Dear Ms. Kahikina,

I’d like to request an appointment with you to complete my PEPT Duty 5 Conference.

Please let me know what times are available in your schedule, or if you have scheduled and assigned me a time for this meeting.

I would also appreciate any guidelines you can give me about your expectations for this conference, and what you would like me to prepare or bring with me to our meeting.  If you have any specific requirements for a written format, please let me know.

I look forward to sharing my reflections on this year’s teaching experience with you.  Thank you for your professional support.
Elliot J. Buccat
