
Key Performance Indicators Review 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Review of Key Performance Indicators 

Dear [Recipient Name], 

I hope this message finds you well. As part of our ongoing commitment to monitor and evaluate 

our performance, I would like to schedule a review of our Key Performance Indicators (KPIs) for 

the [specific period, e.g., Q3 2023]. This review will help us assess our progress towards our 

goals and identify any areas for improvement. 

Agenda for the Meeting: 

• Overview of Current KPIs 

• Analysis of Performance Trends 

• Discussion on Challenges and Opportunities 

• Setting Future KPI Targets 

Please let me know your availability for this discussion. I believe that a collaborative review will 

allow us to enhance our strategies and ensure alignment with our organizational objectives. 

Thank you for your attention, and I look forward to your prompt response. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


