[Your Name]

[Your Address]

[City, State, Zip Code]

[Email Address]

[Date]

[Recipient's Name]

[Recipient's Title]

[Institution's Name]

[Institution's Address]

[City, State, Zip Code]

Dear [Recipient's Name],

| hope this message finds you well. I am writing to kindly request your guidance regarding the
teaching assessment process for my [course/subject name] in the upcoming [semester/term].
Your expertise and insights would be invaluable as | aim to enhance my teaching effectiveness
and student engagement.

If possible, I would appreciate your recommendations on assessment criteria, tools, and best
practices that have proven successful in your experience. Additionally, I am interested in any

workshops or resources you may suggest that could aid in refining my approach.

Thank you very much for considering my request. | look forward to your response and any
advice you may be willing to share.

Warm regards,
[Your Name]
[Your Title/Position]

[Your Institution]



