
[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 Tracking and Evaluation  

I hope this message finds you well. I am writing to discuss the ongoing 

tracking and evaluation of our Key Performance Indicators (KPIs) for 

[specific project or department]. As we continue to strive for 

excellence, regular monitoring of our KPIs is crucial to ensure alignment 

with our strategic objectives.  

**Overview of KPIs:**  

1. [KPI 1: Description]  

2. [KPI 2: Description]  

3. [KPI 3: Description]  

**Current Status:**  

- [KPI 1: Current Value/Trend]  

- [KPI 2: Current Value/Trend]  

- [KPI 3: Current Value/Trend]  

**Evaluation Period:** [Specify the time frame for evaluation]  

**Next Steps:**  

- [Action Item 1: Description and Responsible Person]  

- [Action Item 2: Description and Responsible Person]  

- [Action Item 3: Description and Responsible Person]  

I propose we schedule a meeting on [suggest date and time] to review our 

findings and discuss any adjustments needed to enhance our performance. 

Please let me know your availability.  

Thank you for your attention to this important matter. I look forward to 

your insights and collaboration as we work towards achieving our goals.  

Best regards,  

[Your Name]  

[Your Position]  

[Your Company] 


