
Sales Performance Summary 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Sales Performance Summary - [Insert Period] 

Dear [Recipient Name], 

I am writing to provide you with a summary of our sales performance for the period of [Insert 

Period]. This report outlines key metrics and insights that reflect our progress and areas for 

improvement. 

Key Sales Metrics 

• Total Sales: [Insert Total Sales Amount] 

• Number of Transactions: [Insert Number] 

• Average Order Value: [Insert Average Value] 

• Top Selling Products: [Insert Products] 

Performance Highlights 

[Insert Highlights of Performance, e.g., significant deals closed, new accounts acquired, etc.] 

Areas for Improvement 

[Insert Areas that Need Attention, e.g., product categories that underperformed, customer 

feedback, etc.] 

Conclusion 

Overall, we have seen [Insert General Overview]. Moving forward, we aim to focus on [Insert 

Strategies/Goals for Next Period]. 

Thank you for your attention to this summary. Please feel free to reach out with any questions or 

for further discussion. 

Sincerely, 

[Your Name] 



[Your Position] 

[Your Company] 


