
[Your Company Letterhead]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Recipient's Company]  

[Recipient's Address]  

Dear [Recipient's Name],  

Subject: KPI Performance Report for [Time Period]  

I hope this message finds you well.  

We are pleased to present the KPI performance report for [specific time 

period, e.g., Q3 2023]. This report provides an overview of our key 

performance indicators, highlighting our achievements and areas for 

improvement.  

**1. Executive Summary**  

- Brief overview of overall performance  

- Key successes  

**2. KPI Highlights**  

- KPI 1: [Description of KPI, Target, Actual Performance]  

- KPI 2: [Description of KPI, Target, Actual Performance]  

- KPI 3: [Description of KPI, Target, Actual Performance]  

**3. Analysis and Insights**  

- Key trends observed  

- Factors influencing performance  

**4. Action Items**  

- Recommended actions to improve future performance  

- Next steps  

Thank you for your attention to this report. We look forward to 

discussing these results and strategizing for the next period.  

Best regards,  

[Your Name]  

[Your Position]  

[Your Company]  

[Your Contact Information] 


