
[Your Name]  

[Your Position]  

[Your Company Name]  

[Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Recipient Company Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Yearly KPI Overview  

I hope this message finds you well. As we approach the end of the fiscal 

year, I would like to take this opportunity to provide you with an 

overview of our Key Performance Indicators (KPIs) for the year [Year].  

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

 - Objective: [Brief Objective]  

 - Results: [Summary of Results]  

 - Analysis: [Brief Analysis]  

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

 - Objective: [Brief Objective]  

 - Results: [Summary of Results]  

 - Analysis: [Brief Analysis]  

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

 - Objective: [Brief Objective]  

 - Results: [Summary of Results]  

 - Analysis: [Brief Analysis]  

Overall, we have [brief summary of overall performance]. The insights 

gained from these KPIs will serve as a foundation for our strategic 

planning for the upcoming year.  

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

discuss this in more detail.  

Thank you for your continued support.  

Best regards,  

[Your Name]  

[Your Position]  

[Your Company Name] 


