
[Your Company Letterhead]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Recipient Company]  

[Recipient Address]  

Dear [Recipient Name],  

Subject: KPI Report for [Time Period]  

I am pleased to present the Key Performance Indicators (KPI) report for 

[specific time period]. This report provides an overview of our 

performance in relation to our strategic goals and objectives.  

**1. Executive Summary**  

 - Brief summary of overall performance.  

**2. KPI Overview**  

 - KPI 1: [Name of KPI]  

 - Target: [Target Value]  

 - Actual: [Actual Value]  

 - Variance: [Variance Explanation]  

 - KPI 2: [Name of KPI]  

 - Target: [Target Value]  

 - Actual: [Actual Value]  

 - Variance: [Variance Explanation]  

 [Continue for additional KPIs as necessary]  

**3. Analysis and Insights**  

 - Key trends and insights based on the KPI data.  

**4. Action Items**  

 - Recommended actions based on performance analysis.  

Thank you for your attention to this report. Please feel free to reach 

out if you have any questions or require further details.  

Sincerely,  

[Your Name]  

[Your Title]  

[Your Company]  

[Your Contact Information] 


