
Cloud-Based Service Usage Overview 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Cloud-Based Service Usage Overview 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to provide you with an overview of our cloud-

based service usage for the past [time period]. This summary includes key metrics, usage trends, 

and recommendations for optimization. 

Usage Summary 

• Total Users: [Number] 

• Total Storage Used: [Size] 

• Average Usage per User: [Size] 

Trends Observed 

We have observed a [decrease/increase] in usage over the past [time period]. Key factors 

contributing to this trend include [factors]. 

Recommendations 

To optimize our usage and reduce costs, we recommend the following actions: 

1. [Recommendation 1] 

2. [Recommendation 2] 

3. [Recommendation 3] 

Thank you for your attention to this matter. Please feel free to reach out if you have any 

questions or require further details. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


