
Usage Performance Summary 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Usage Performance Summary Report 

Dear [Recipient's Name], 

I am writing to provide you with the usage performance summary for the period of [Insert 

Period]. This report outlines key performance indicators and observations based on the data 

collected. 

Summary of Usage Performance 

• Total Users: [Insert Total Users] 

• Active Users: [Insert Active Users] 

• Usage Frequency: [Insert Frequency] 

• Average Session Duration: [Insert Duration] 

Observations 

[Insert detailed observations regarding the usage performance. Mention any trends or anomalies 

detected during the period.] 

Recommendations 

[Insert recommendations for improvements or changes based on the data analysis.] 

Thank you for your attention. Please let me know if you have any questions or require further 

information. 

Best regards, 

[Your Name] 

[Your Job Title] 

[Your Contact Information] 


