
[Your Company Letterhead]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Recipient's Company/Organization]  

[Recipient's Address]  

Dear [Recipient's Name],  

Subject: KPI Results Communication  

I hope this message finds you well. I am writing to share the results of 

our Key Performance Indicators (KPIs) for [specific period, e.g., Q3 

2023].  

The following are the highlights of our performance:  

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

 - Target: [Target Value]  

 - Actual: [Actual Value]  

 - Analysis: [Brief analysis or commentary on results]  

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

 - Target: [Target Value]  

 - Actual: [Actual Value]  

 - Analysis: [Brief analysis or commentary on results]  

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

 - Target: [Target Value]  

 - Actual: [Actual Value]  

 - Analysis: [Brief analysis or commentary on results]  

In summary, our performance indicates [overall summary, e.g., 

outperforming, underperforming, etc.], and we are committed to [next 

steps or improvements based on results].  

Thank you for your continued support and collaboration. Please feel free 

to reach out if you have any questions or require further details.  

Best regards,  

[Your Name]  

[Your Title]  

[Your Company]  

[Your Contact Information] 


