
Competitive Benchmarking Analysis 

Summary 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Summary of Competitive Benchmarking Analysis 

Dear [Recipient's Name], 

I am writing to provide you with a summary of the competitive benchmarking analysis 

conducted on [Company/Industry Name]. This analysis compares our performance against key 

competitors in the market and identifies areas for improvement. 

Key Findings: 

• Market Position: [Brief description of market position relative to competitors] 

• Performance Metrics: [Summary of key metrics such as revenue, market share, etc.] 

• Strengths: [List of competitive strengths] 

• Weaknesses: [List of competitive weaknesses] 

Opportunities for Improvement: 

• [Opportunity 1] 

• [Opportunity 2] 

• [Opportunity 3] 

Recommendations: 

Based on the findings, I recommend the following actions: 

• [Recommendation 1] 

• [Recommendation 2] 

• [Recommendation 3] 

Thank you for your attention to this analysis. I believe implementing these recommendations will 

enhance our competitive standing in the market. Please feel free to reach out if you have any 

questions or require further details. 

Best regards, 



[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


