
Annual Report Cover Letter 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Company Address] 

[City, State, Zip Code] 

[Recipient Name] 

[Recipient Position] 

[Recipient Company] 

[Recipient Company Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I am pleased to present the Annual Report for [Year] for [Your Company]. This comprehensive 

report outlines our performance over the past year, highlighting our achievements, challenges, 

and strategic initiatives that will guide us forward. 

The following sections provide an in-depth analysis of our financial performance, operational 

progress, and market strategies. We believe that these insights will not only demonstrate our 

commitment to transparency and accountability but also reaffirm our focus on sustainable 

growth. 

Key highlights from this year include: 

• Growth in revenue by [XX%] 

• Expansion into [new markets/segments] 

• Introduction of [new products/services] 

• Improvement in customer satisfaction ratings 

We invite you to review the full report enclosed with this letter and welcome any feedback you 

may have. Thank you for your continued support and partnership. 

Sincerely, 

[Your Signature (if sending a hard copy)] 

[Your Name] 

[Your Position] 


