
Sales Team Performance Summary 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Sales Team Performance Summary - [Time Period] 

Overview 

Dear [Recipient's Name], 

Please find below the summary of our sales team performance for the period of [Insert Time 

Period]. 

Sales Highlights 

• Total Sales: [Insert Total Sales] 

• Number of New Clients: [Insert Number] 

• Top Sales Representative: [Insert Name] 

Performance Metrics 

Sales Rep Sales Volume Targets Achieved 

[Sales Rep Name 1] [Sales Volume 1] [Targets Achieved 1] 

[Sales Rep Name 2] [Sales Volume 2] [Targets Achieved 2] 

Conclusion 

Overall, the team has performed [insert summary or feedback on performance]. We look forward 

to improving our strategies and achieving even better results in the upcoming period. 

Best Regards, 

[Your Name] 

[Your Position] 


