
[Your Name]  

[Your Title]  

[Your Company/Organization Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Instructor's Name]  

[Instructor's Online Username]  

[Course Name]  

Dear [Instructor's Name], 

I hope this message finds you well. As part of our ongoing commitment to 

maintaining high-quality educational standards on Udemy, we are 

conducting a performance review for all instructors, including your 

contributions to the platform.  

**Performance Highlights:** 

1. **Course Quality**: Your course, [Course Name], has received positive 

feedback regarding its content, structure, and delivery. Specific 

comments from students indicate that [insert positive feedback or 

statistics]. 

2. **Engagement**: You have shown exemplary engagement with students, 

responding to questions and feedback in a timely manner. [Mention any 

specific instances or metrics if available]. 

3. **Completion Rates**: The course completion rate stands at [insert 

percentage], which is above the average for our platform. This reflects 

your effective teaching methods. 

**Areas for Improvement:** 

1. **Content Updates**: Consider updating certain sections of your course 

to reflect recent developments in the field. Staying current will provide 

additional value to your students. 

2. **Promotion**: While your course has good reviews, expanding your 

promotional efforts could increase enrollment. Explore avenues like 

social media marketing or webinars. 

**Next Steps:** 

We would like to organize a one-on-one meeting to discuss your review in 

detail, gather your feedback, and explore ways we can support your growth 

as an instructor. Please let us know your availability in the upcoming 

weeks. 

Thank you for your dedication and hard work on our platform. We 

appreciate your contributions and look forward to continuing to work 

together to provide exceptional learning experiences. 

Best regards, 

[Your Name]  

[Your Title]  

[Your Company/Organization Name] 


