Budget vs KPI Performance Review

Date: [Insert Date]

To: [Recipient's Name]

From: [Your Name]

Subject: Performance Review on Budget vs KPI
Dear [Recipient's Name],

I hope this message finds you well. I am writing to provide a performance review regarding our
budget versus the Key Performance Indicators (KPIs) set for this period.

Budget Overview

As per our budget analysis, we allocated a total of [Insert Budget Amount] for the current period.
The breakdown of expenses is as follows:

o Category 1: [Amount]

o Category 2: [Amount]
o Category 3: [Amount]

KPI Performance
The KPIs we identified for this period include:
o KPI 1: [Performance Result]

o KPI 2: [Performance Result]
o KPI 3: [Performance Result]

Analysis

In comparing our budgeted amounts to our actual performance against the KPIs, we have
observed the following:

« [Key Insight 1]

o [Key Insight 2]
« [Key Insight 3]

Conclusion



Overall, we need to address the variances noted and discuss our strategies moving forward to
ensure alignment with our financial and operational goals. | propose a meeting on [Insert
Proposed Date] to further analyze our performance and explore potential adjustments.

Thank you for your attention to this matter. | look forward to your insights.

Sincerely,

[Your Name]

[Your Position]

[Your Contact Information]



