
[Your Name]  

[Your Title]  

[Your Organization]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Recipient Organization]  

[Recipient Address]  

[City, State, ZIP Code]  

Dear [Recipient Name],  

I am writing to provide a summary of the recent PBC (Performance-Based 

Contracting) outcomes. Below are the key highlights:  

1. **Objective**: [Briefly state the objective of the PBC]  

2. **Findings**: [Summarize the findings/results]  

3. **Recommendations**: [List any recommendations]  

4. **Next Steps**: [Outline next steps or actions required]  

Thank you for your attention to this matter. Please feel free to reach 

out if you have any questions or need further clarification.  

Sincerely,  

[Your Name]  

[Your Title]  

[Your Organization] 


