
Key Performance Indicators Overview 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Key Performance Indicators Overview for [Time Period] 

Dear [Recipient Name], 

I am pleased to present the Key Performance Indicators (KPIs) overview for the period of [Time 

Period]. This report reflects our performance against the strategic goals outlined at the beginning 

of the period. 

1. Summary of KPIs 

KPI Target Actual Variance 

Sales Growth [Target %] [Actual %] [Variance %] 

Customer Satisfaction [Target %] [Actual %] [Variance %] 

Operational Efficiency [Target %] [Actual %] [Variance %] 

2. Analysis and Insights 

[Insert analysis and insights on each KPI and overall performance.] 

3. Action Items 

[Outline any action items or recommendations based on the KPI performance.] 

Thank you for your attention to this overview. Please feel free to reach out if you have any 

questions or require further details. 

Best regards, 

[Your Name] 

[Your Job Title] 

[Your Contact Information] 


