
[Your Name]  

[Your Position]  

[Your Company]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Recipient Company]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: KPI Evaluation Report for [Time Period/Quarter]  

I hope this message finds you well.  

As part of our ongoing efforts to monitor and enhance our performance, I 

am pleased to present the Key Performance Indicators (KPIs) evaluation 

for [specific department, project, or overall company] for the period of 

[time frame].  

The following KPIs were assessed:  

1. **[KPI Name 1]**: [Brief description and evaluation results]  

2. **[KPI Name 2]**: [Brief description and evaluation results]  

3. **[KPI Name 3]**: [Brief description and evaluation results]  

Overall, the evaluation indicates [summary of overall performance, 

progress, and areas for improvement].  

I recommend the following actions to enhance our performance in the next 

period:  

- [Action Item 1]  

- [Action Item 2]  

- [Action Item 3]  

I appreciate your continued support and collaboration as we strive 

towards our objectives. Should you have any questions or need further 

clarification on any specific KPI, please feel free to reach out.  

Thank you for your attention to this matter.  

Best regards,  

[Your Name]  

[Your Position]  

[Your Company] 


