
Project Performance Metrics Summary 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Project Performance Metrics Summary for [Project Name] 

Project Overview 

[Brief description of the project.] 

Performance Metrics 

Metric Target Actual Status 

Completion Percentage 100% 
[Actual 

Percentage] 
[On Track/Delayed] 

Budget Utilization $[Budget] $[Actual] [Under Budget/Over Budget] 

Stakeholder 

Satisfaction 

[Target 

Rating] 
[Actual Rating] 

[Satisfactory/Needs 

Improvement] 

Key Highlights 

• [Highlight 1] 

• [Highlight 2] 

• [Highlight 3] 

Next Steps 

[Outline the next steps in the project.] 

Thank you for your attention. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


