
Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: SWOT Analysis Findings 

Dear [Recipient's Name], 

I am writing to present the findings of the recent SWOT analysis conducted for 

[Company/Project Name]. Below is a summary of the key points: 

Strengths: 

• [Strength 1] 

• [Strength 2] 

• [Strength 3] 

Weaknesses: 

• [Weakness 1] 

• [Weakness 2] 

• [Weakness 3] 

Opportunities: 

• [Opportunity 1] 

• [Opportunity 2] 

• [Opportunity 3] 

Threats: 

• [Threat 1] 

• [Threat 2] 

• [Threat 3] 

These insights will be instrumental in guiding our strategic planning and decision-making 

processes. I look forward to discussing these findings in more detail at your convenience. 

Best regards, 

[Your Name] 

[Your Position] 



[Your Contact Information] 


