
Departmental Performance Highlights 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Monthly Performance Highlights - [Department Name] 

Introduction 

Dear [Recipient's Name], 

We are pleased to share the performance highlights of the [Department Name] for the month of 

[Insert Month]. These achievements reflect our team's commitment and hard work. 

Key Highlights 

• Achievement 1: [Description of achievement] 

• Achievement 2: [Description of achievement] 

• Achievement 3: [Description of achievement] 

Performance Metrics 

Metric Target Achieved Variance 

[Metric 1] [Target 1] [Achieved 1] [Variance 1] 

[Metric 2] [Target 2] [Achieved 2] [Variance 2] 

Conclusion 

Thank you for your continuous support. We look forward to achieving more milestones in the 

upcoming months. 

Sincerely, 

[Your Name] 

[Your Title] 

[Department Name] 


