
Executive Brief: Team Performance 

Overview 

Date: [Insert Date] 

To: [Executive's Name] 

From: [Your Name] 

Subject: Overview of Team Performance for [Insert Period] 

Introduction 

This brief provides a summary of the team's performance over the last [Insert Period]. The 

purpose is to highlight key achievements, challenges, and recommendations for improvement. 

Key Achievements 

• Achievement 1: [Description] 

• Achievement 2: [Description] 

• Achievement 3: [Description] 

Challenges Faced 

• Challenge 1: [Description] 

• Challenge 2: [Description] 

• Challenge 3: [Description] 

Recommendations 

• Recommendation 1: [Description] 

• Recommendation 2: [Description] 

• Recommendation 3: [Description] 

Conclusion 

The team's performance over the past [Insert Period] has shown [Insert Summary Statement]. 

Addressing the outlined challenges and implementing the recommended improvements will 

enhance our productivity and effectiveness moving forward. 

Thank you for your attention to this report. Please feel free to reach out for any further 

information or discussion. 



Best regards, 

[Your Name] 

[Your Title] 


