
KPI Progress Report 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: KPI Progress Report for [Period] 

Introduction 

Dear [Recipient's Name], 

I hope this message finds you well. This report outlines the current progress of our Key 

Performance Indicators (KPIs) for the period ending [Insert Period Date]. 

Summary of KPIs 

KPI Target Current Value Status 

[KPI 1] [Target Value] [Current Value] [Status] 

[KPI 2] [Target Value] [Current Value] [Status] 

[KPI 3] [Target Value] [Current Value] [Status] 

Analysis 

[Provide a brief analysis of the performance against the KPIs, noting trends, achievements, and 

areas for improvement.] 

Next Steps 

[Outline the next steps that will be taken to address any issues or to capitalize on the successes 

achieved.] 

Conclusion 

Thank you for your attention to this report. Should you have any questions or require further 

information, please do not hesitate to contact me. 

Best regards, 



[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


