
[Your Name]  

[Your Job Title]  

[Your Company]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Job Title]  

[Recipient's Company]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: KPI Results Presentation  

I hope this message finds you well. I am writing to invite you to a 

presentation of the Key Performance Indicators (KPIs) for [specific time 

period, e.g., Q1 2023].  

The presentation will cover the following topics:  

1. Overview of KPIs  

2. Performance Analysis  

3. Areas of Success  

4. Opportunities for Improvement  

5. Action Plan Moving Forward  

Date: [Date of Presentation]  

Time: [Time of Presentation]  

Location: [Venue/Platform for virtual meeting]  

Please confirm your attendance at your earliest convenience. I look 

forward to your insights and feedback during the discussion.  

Best regards,  

[Your Name]  

[Your Job Title]  

[Your Company] 


