
[Your Company Letterhead]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Company Name]  

[Company Address]  

Dear [Recipient Name],  

Subject: Monthly KPI Report - [Month/Year]  

I hope this message finds you well. Please find below the key performance 

indicators (KPIs) for [Month/Year].  

1. **KPI 1: [Description]**  

 - Target: [Target Value]  

 - Actual: [Actual Value]  

 - Variance: [Variance Value]  

2. **KPI 2: [Description]**  

 - Target: [Target Value]  

 - Actual: [Actual Value]  

 - Variance: [Variance Value]  

3. **KPI 3: [Description]**  

 - Target: [Target Value]  

 - Actual: [Actual Value]  

 - Variance: [Variance Value]  

[Add any additional KPIs as necessary]  

**Summary & Insights:**  

- [Brief analysis of overall performance, trends, and areas for 

improvement.]  

Thank you for your attention to this report. Should you have any 

questions or require further details, please do not hesitate to reach 

out.  

Best regards,  

[Your Name]  

[Your Title]  

[Your Company]  

[Your Contact Information] 


