
[Your Company Letterhead]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Recipient's Company]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: KPI Reporting for [Reporting Period]  

I hope this message finds you well.  

As part of our commitment to transparency and performance management, 

please find below the key performance indicators (KPIs) for [specific 

area or department] for the reporting period of [start date] to [end 

date].  

1. **KPI 1: [Name]**  

 - Target: [Target Value]  

 - Actual: [Actual Value]  

 - Variance: [Variance]  

 - Comments: [Brief explanation of performance]  

2. **KPI 2: [Name]**  

 - Target: [Target Value]  

 - Actual: [Actual Value]  

 - Variance: [Variance]  

 - Comments: [Brief explanation of performance]  

3. **KPI 3: [Name]**  

 - Target: [Target Value]  

 - Actual: [Actual Value]  

 - Variance: [Variance]  

 - Comments: [Brief explanation of performance]  

[Include additional KPIs as necessary]  

Please feel free to reach out if you have any questions or require 

further details regarding this report. We value your feedback and input 

as we continuously strive to improve our performance.  

Thank you for your attention to this report.  

Best regards,  

[Your Name]  

[Your Title]  

[Your Company]  

[Your Phone Number]  

[Your Email Address] 


