
Performance Summary Report 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Performance Summary Report for [Time Period] 

Introduction 

This document provides a summary of the performance metrics for [Employee/Team/Department 

name] during the period of [Start Date] to [End Date]. 

Performance Metrics 

Metric Target Actual Variance 

[Metric 1] [Target Value] [Actual Value] [Variance Value] 

[Metric 2] [Target Value] [Actual Value] [Variance Value] 

Highlights 

• [Highlight 1] 

• [Highlight 2] 

Areas for Improvement 

[Area 1] 

[Area 2] 

Conclusion 

Overall, [summary of performance]. We look forward to improving in the coming period. 

Signature 

[Your Name] 

[Your Position] 


