
Performance Measurement Guidelines 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Performance Measurement Guidelines 

Dear [Recipient's Name], 

We are pleased to present the Performance Measurement Guidelines designed to enhance our 

approach to evaluating performance across various departments. These guidelines aim to 

establish clear metrics and reporting standards that will facilitate consistent and transparent 

evaluation processes. 

1. Objectives 

Define and clarify the objectives of our performance measurement, including key outcomes we 

aim to achieve. 

2. Key Performance Indicators (KPIs) 

List the specific KPIs that will be used to measure performance, including definitions and 

targeted benchmarks. 

3. Data Collection Methods 

Outline the methods for data collection, including the frequency of data gathering and 

responsible parties. 

4. Reporting Process 

Describe the reporting process, including formats, timelines, and distribution of performance 

reports. 

5. Review and Adjustments 

Establish a procedure for reviewing performance outcomes and making necessary adjustments to 

the measurement process as needed. 



Please review the attached guidelines and be prepared to discuss them in our upcoming meeting 

on [Insert Date]. Your feedback will be invaluable as we refine our performance measurement 

strategies. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


